Contents

COMEBIILS ...ttt ettt et ea et s et et e bt e s at e et e e be e s at e sateembesaneeaneebeesaaesaneennees 1
ATIMY 360 WEDSILE. ..ottt ettt et e et e et e e e te e st e e e et e esateeeseeeeneeean 2
g (<] 012 PSP 2
AASSESS. . a e s e b e sa e b bt e saaesneea 2
AVAIICE ..ttt ettt eh e st b e e h e et b e a e et e bbbt e e bt e st e e bt e nbaenateen 3
Virtual Improvement Center (VIC) .......ooouiiieiiieie ettt et sre et esireesvee e seesnseeens 3
Conducting an Individual @VENL...........ccuiiieiiieiiieeiieeiie et ettt ee et et e et esaeesseesseeeeseeenseeennes 5
What is the Army360 OF MSAF?......ooo ittt e et e e e s ree e eaeeenreeens 5
What do I need to @et Start@d?.........coouuiieiiieeieeie ettt ettt ettt et e 5
HOW dO T @t SLATLEA? ..ottt et ettt et e et e et e e eate e e beeeeeeas 5
Setting up your 360 EVENt.........c.coiiiiiiiiiii ettt 6
AddING PartiCIPANS. ....coeuieiiiieiiee ettt ettt e ettt e et te et e et e e s bee e s bt e e et e s teeeneeeeas 7
ReVIEW EVENE SELUP......oiiiiiiie ettt et e e e 8
Completing your Self ASSESSIMENL.........cceiuiiiriieieiieeie ettt eeee ettt ettt seee e eas 9

Event MaINteNANCE. .......cc.eouiiiiiiieieitieienitctesit ettt st st st 9

FiniSh MY EVENL....cooiiiiiiiiii ettt et esbee e et esnsaesnseeennneas 10



Army 360 Website.

Welcome to the Multi-Source Assessment and Feedback website. MSAF provides both surveys and assessments to
assist in leadership self-development. The process uses the ‘360’ assessment system, where a leader is evaluated by
peers, superiors and subordinates. Use the menu bar across the top of the page to navigate the system. You can
access the following:

e Prepare — this page contains available MSAF courses, which cover numerous aspects of the rating,
leadership development and coaching process for Respondents, Leaders and Coaches including a link to the
Leader Development Tools page.

e Assess — this page allows you to Start a 360 Event, Continue a 360 Event and Extend a 360 Event along with
Assess other Leaders.

e Advance — this page allows you to access your files, such as the Individual Feedback Report. It also stores
any files you need to upload, such as an Individual Development Plan.

e VIC - this is your online source to training and education products and links to enable you to lear and
practice the leadership competencies listed in ADP 6-22/ADRP 6-22.

Prepare

The prepare page consists of two sections: Training for Respondents, Leaders and Coaches area and a Leader
Development Tools area. The Training for Respondents, Leaders and Coaches section contains available MSAF
courses which cover numerous aspects of the rating, leadership development and coaching process for Respondents,
Leaders and Coaches. The Leader Development Tools section contains a list of downloadable leadership resources,
such as ADP 6-22, Leader Transitions Handbook, etc. It includes instructional videos, courses, documentation and
other supporting content.

Assess

The Assess page contains two sections: Assess other Leaders area and an area that shows active events with action
needed. The Assess other Leaders area will show a count of your assessments or surveys that you have not yet
completed and the ones you have completed. Each assessment is part of an event; the open tab contains all the
assessments you need to complete sorted by due date. Click the link for an event, and the survey or assessment will
begin. At any time during the survey or assessment, you can stop and exit, then return to it at a later date. The system
will resume where you left off. When you complete the survey or assessment, you will be taken back to the freshly
updated Assess page, or a Self assessment. The right side of the page will display Start a 360 Event, Continue your
360 Event or Extend your 360 Event based upon if you have initiated an Individual Event and where it is in the
process. The Start a 360 Event link will invoke the Individual Event workflow. The Continue your 360 Event link
will resume an existing Individual Event wherever it is in the process. The Extend your 360 event link will display if
your existing Individual Event is within 5 days of the Event End Date. If this link is clicked, a calendar will display
allowing you to extend your event. You can extend your Individual Event End Date by at least 2 weeks but less than
a total of 120 days from the event begin date. You may see a Take your Self assessment link on the right hand side of
the Assess page. The Take your Self assessment link will be displayed if you have not taken your Self assessment for
an Individual Event or if you are a Leader in a Unit Event and have not taken your Self assessment. If you click on
any of these links, you will be taken to the Self assessment for this event. Once you have completed your Self
assessment, the link will no longer be displayed.



Advance

The Advance page consists of two sections: a Review Events area, and links to various other pages and areas. In the
Review Events section, you will see two sections: Current area and Past area. In the Current area, your most recent
Unit and Individual Event will be displayed. Each event consists of a link to the IFR Summary page for the event, a
link to view the Individual Feedback Report and a link to create or edit your Individual Development Plan. The
Request a Coaching Session link will display a form for you to complete when requesting a coaching session. This
page also displays biographies of Coaches available for coaching sessions. In the My Files page, you can upload
files, view them and delete them. This area is used to store files used for your leadership self-developments, such as
Individual Development Plans (IDP). Unit commanders with access to Unit Rollup Reports will also find them listed
here. There is a link to Leader Development tools which contains a list of downloadable leadership resources, such
as ADP 6-22, Leader Transitions Handbook, etc. It includes instructional videos, courses, documentation and other
supporting content. Clicking the Subscribe link will sign you up to receive updates for leader development training
materials. If you no longer wish to receive updates, click the Unsubscribe link.

Virtual Improvement Center (VIC)

The Virtual Improvement Center (VIC) page contains links to improvement materials, applications and resources.
Each link represents one of the leader competencies outlined in ADP 6-22/ADRP 6-22. Located at the top upper left
hand corner of the VIC Home page is a Search box. This will allow you to search VIC content. The search will
cover the entire VIC and will allow the user to search by title, description, and URLs. Below the Search box are
three checkboxes (Document, Multimedia and Website). This is an additional search option. It will allow you to
search specific type of content by checking or not checking the boxes as needed. Further down the left side of page
you will notice a feature displaying content/training materials. This feature will display recommended leadership
training materials for targeted skill development. Enter a keyword such as ‘Leadership’ in the Search box and click
the ‘Go’ push button. The search results will display training materials where the keyword ‘Leadership’ is
contained within the title, description or URL. It will also display a list compiled of Competency(s)-Component(s)
related to the result(s). If you select one of the VIC Competencies and click the ‘Learn More’ link a page will display
with more information about the competency along with components (sub-elements) for that particular competency.
Select one of the components listed under the competency and it will display a list of leadership resource training
material(s). Each line item will contain an icon identifying the type of training material being displayed, the name
of training material and a brief description about the training material.



Conducting an Individual event
What is the Army360 or MSAF?

The ARMY360 provides direct personal and professional benefit to every leader across the Army through improved
self-awareness, enhanced development and better performance. This is a great way to solicit anonymous feedback
about your leadership style and compare it to your own personal self-assessment, to help you build personally
through coaching if you chose to.

What do I need to get started?

Not much! First everyone will have to have a valid AKO email address to login to this website. Second, you should
have an idea of people that you would like to include in your feedback that have a valid AKO email. You should
include past or present peers, subordinates and superiors. You will need to know one of the following; their AKO
email address, name, rank or UIC. The more you know the easier it will be to find them.

How do I get started?

Click on any Login button and enter your AKO login information or use CAC authentication to enter the website.
After logging in you should see the screen below.

"I think the leader's responsibility is to
preserve that which defines us as a
profession, Expert  knowledge, a
commitment to continuing education, a

Certain Set of values, notably among Advance
them the idea of service..and it falls to —— - - - —
all leaders at every rank to be both
introspective to  examine yourself
against this code of professionalism ”

Find out about Army360 and whatit | Provide feedback to others and Improve and grow yourself.
can do for you. assess yourself.

Training for
Respondents, Leaders
and Coaches.

- General Martin Dempsey

20EA69D6C April 08,
2011

WiewReport  Create [DP

Continue your 360
Event

Event end date: May 06, 2011

BOSOCB961 May 02,
2011

ViewlFR  Create IDP

ﬂ Request Coachin

Consult with an expert coach

My Events and Reports

. My Files

m

Virtual Improvement Center

Leader Development

Leadership Development Tools

Figure 1



Next, click on Start a 360 Event from any page. You should now be at a page labeled Ready to start your 360
Assessment with three steps to completing a 360 Assessment. Click on Begin to start planning your event. The next
page is titled; Before we get started, we need some information.

Before we get started, we need some information.

Please answer these few questions:

Ar O No What is this?
1 il
A | Choose One ~ is this?
B. Whatis you nber? What is this?
2. * When do you t to end? What is this?
=
Figure 2

Setting up your 360 Event.

This screen provides vital information to us so we can align you with the best instrument to help you and others
assess yourself correctly.

-What is an instrument? A set of questions aligned to you and your military profile.

With four questions in front of you, you will need to answer the questions highlighted by red asterisks (*). Need
help? Look at figure 2 above. By clicking on What is this, you will get a brief definition of the question also.

1. The first question is; Are you registered in a Professional Military Education or Civilian Education System
course (PME&CES) or Specific Program? This is a simple yes or no answer asking if you are doing this for
training.

A. If you answer no you can skip to question 2. If you answer yes to the first question then the second
question is; What is your class, followed by a drop down menu with choices? Your class will fall into
one of these classifications. If you are not sure which one, ask your instructor.

B. What is your class number? If you know your class number enter it here. Note this is not a required
field.

2. When do you want the event to end? When you click in this box you will have a calendar popup showing you
a set of dates. You will have to select an end date between 10 and 60 days in the future. Grayed out dates
cannot be used. Click Next.

o] June 2010 [+ ]

Su Mo Tu We Th Fr Sa

e | e R | s BT
27|l 28 [ -25] 30

Figure 3



Adding Participants.
You have now defined your 360 event by selecting the instrument and the duration. This page will allow you to

search for and add participants to your 360 event. The first rating group to be built will be your Superiors.

Add Superiors Selected Superiors (0/3)

Sekect at least - A NSt of current superior.

O earbicpant Email Addrass

[0 O 0 OO O fO O O
i
3

Figure 4

If you look in Figure 4 you can search for a participant by their AKO email address, name, UIC or rank. You can also

combine those items to have a more refined search. As an example Name=Jon Doe, with a rank between;

Rank=MSG and MSG will return all participants named Jon Doe that have a rank of Master Sergeant. You can then
place a check mark next to the participants name and either click Add next to their name or Add Selected from

above. Notice the participants name will then appear in the right hand side of the screen as well as the minimum

number of participants. The number of participants will be shown as one of three (1/3) and represents that you only

need two more participants to meet the minimum recommended amount. Click Next, and do this for all three rating
groups Superiors, Peers and Subordinates.

How do I search for participants? Type their name, AKO email UIC or rank and click search.

How many people do I need? Recommended minimums are three (3) superiors, five (5) peers and five (5)
subordinates.

What if I don’t have that many people available? Don’t worry; you can submit a help desk ticket to have
the event started without the minimums met.

How can I remove a wrong participant? On the right side of the screen place a check mark in the box next
to their name and click remove selected.

How do I move a participant to another rating group? You can delete the participant and re-search for
them or search for them and place a check mark next to their name then click Move.



Review Event Setup.

When you are done adding all of the participants you will be sent to this screen. This screen shows a brief review of
how you have defined the event and gives you a chance to select more participants if you would like. By clicking on
Start My Event, two things will happen. They are labeled numbers one and two from the bottom of figure 5.

Rewview Event Setup

Please review the following information to insure that it is
correct. If you are ready to start the event, click "Start My
Event” to kick it off.

1. [ am registered in the CES Basic class ﬁ.

2. This event will end on: 0621 /2010 ﬁ.

2. I'hawve chosen:
2 Superiors to rate me ﬁ. Select more?
5 Peers to rate me 'ﬁ. Select more?
5 Subordinates to rate me oA Select more?

After you have started your event, the system will do two
things.

1. Send an email to all the people you selected to respond. This email
will instruct them how to complete the instrument you selected.

2. Send you to your Self Assessment. You will need to complete this
assessment before the end date of your event in order to get your
feedback report.

STarT My EvENT

Figure 5
After clicking Start My Event, you will see a popup menu asking if you are sure you are done selecting additional
respondents. You can select no and be returned back to the review event page or by selecting yes you will start your
360 Assessment. Read the help and directions page for some good tips and click Continue. The second page contains
general directions. When asked a survey question, these will be your choices of how to respond. You can click the
see example (figure 6) to view an example of when these answers will apply.

General Directions:

= Make use of the full scale (graphic of scale - see online training session)
= Use the “Not Observed /Unobserved” option if you have feel you do not have enough information to make an accurate assessment of a behavior

A list of answer options and what they mean.

Dury Specific/LDP LES Description
Strongly Disagree wery Ineffective The leader ALMOST MEVER performs the behavior effectively See exsmole
Disagree Ineffective The Leader RARELY performs the behavior effectively. In about 20% of the occurrences. see examiole
Slightly Disagree Somewhat Ineffective The Leader OCCASIOMNALLY performs the behavior effectively. In about 40% of the occurrences. see exarmsle
Borderline The Leader SOMETIMES performs the behavior effectively. In about 50% of the occurrences. see exarmpfe

Slightly Agree Somewhat Effective The Leader FREQUENTLY performs the behavior effectively. In about 60% of the occurrences. see examole
Agree Effective The Leader USWALLY performs the behavior effectively. |In about 80% of the OCCUrrences. See exvaniple
Strongly Agree Wery Effective The Leader performs the behavior effectively ALMOST EWERY TIME. sce cxamole
Unobserved Not Observed | do not have enough information to make an accurate assessment of the behavior.

o = : e o reswits. [sec]

ConNTINUE

Figure 6

-After I start my event can I change the date? Yes, you can extend the end date but not shorten it.



-What if I realized I selected the wrong respondent? From the Send reminders screen you can select
Replace. We will discuss this more later.

Completing your Self Assessment

Figure 7

After you have started your event, you will be moved directly to the Self Assessment which uses the assessment set
you selected while setting up the event. We will use the Leadership Behavior Scale as an example. During the first
five questions when you are selecting answers, there will be a popup window giving you the definition of the
selection you made. This is called Frame of Reference (FoR). You can also click on any text in blue to get a
definition on this page. Notice at the bottom of the page you can see Save & Exit and Next buttons.

On any page you can click these buttons and your answers will be saved at that point. You can return later to finish
the assessment. If you click next before all questions are answered you will see red asterisks indicating you have not
answered all the questions. Once they are all answered you can click next to move to the next page. This assessment
has several pages and you can check your progress by using the fuel gauge in the top right corner.

Progress: -

When you have finished the assessment click Finish to exit.
-What happens if I get cut off during the assessment? More than likely your answers will not save and
you will have to start over. Answers only save on page advances.

Event Maintenance

Now that you have set up your event what do you do now? Really you don’t have to do much. You will want to check
on the event to ensure participation and send out emails to remind people to participate. This can be done by clicking
on Continue your 360 Event from the home page or from the Assess tab home page.

Continue your 360
Event

Event end date: jun 21, 2010

Send reminders and monitor your
event in order to get a 360 report

that will help you become a better

leader.

Figure 8



Once you are in the event you will be able to view the incomplete respondents and completed assignments. You can
also replace respondents if you realize they are the wrong people or are not responding. To replace someone just
click replace and do the same search as before to add the new respondent.

Send reminders to your respondents Group Totals
Incomplete ERSEILEIIES Seno REMINDERS Seno To ALl iors Peers i Totals
Selected: 3 Selected:5  Selected: 5 Selected: 13
o o o o

Alist of respondents that have not yet completed their assignment

Needed: 3 Needed: 5 Needed: 5
L] Group
| 1LT ADRIAN GOLD. S pror In order 1o receive feedback you must complete your self assessmen

at minimurm. At least 13 of your respondents must alsa complete an
[]  1LT ALEJANDRO HERRERA Frps assessment as well to ensure good feedback.

RePLACE .
EIR e Daie i SHESHar _ Your self assessment is complete! S
[ 1LT ANTHONY ELOPRE Peer
Ol 1iTbRAN GROSSNICKLAUS e "rﬂ Shpa o M
[ ILTERAN ORLINO Peer
[l 1LT CARLOS DIAZ Peer [11] Add more respondents
X
[  1LT CHARLES JOHNSON Peer {11
[l  1LT CHRISTOPHER OSTBERC Subordinate
Finast mv Event
W s —— [T
Figure 9

If you would like to send reminders to individual people place a check mark next to their name and click Send
Reminders. If you would like to send to all incomplete respondents at once just click Send To All. You can see on the
right hand side of Figure 9 the total number of respondents, the number that has responded and the minimum
recommended number. You can also View Past Reminders.

Finish My Event

FiraisH my EvENT

After you are satisfied with the amount of feedback you can click Finish My Event from the send reminders page.
This will give you a popup asking of you are sure you are finished receiving feedback, by clicking no you will be
exited back to the send reminders page if you click yes this will finish your event and your Individual Feedback
Report will be available. All of the reports have definitions on them so they will not be discussed in detail. Below
you will see a brief description of the MSAF website navigation.



