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User Manual- FeedForward Applicatio

Feed~orwardcapture tool
FeediBrward is a nexgen continuous feedback capturing mechanism, which integrates directly in your
email system. Let’s |l ook at how we can you can ac

managers andthers.

User Registration

FeedForward uses simgsignron ( SSO) mechani sm, so you don’'t have
or password. Depending on the browser’'s capabilit
policies, you might not need to enter your credentials and it will automatisaly you in.

FEEDFORWARD

Welcome to Feedforward Dashboard. Process to login to unfold rich analytics about you
and your team.

(=)

My Dashboard My Feedbacks My Team

Intuitive and easy to understand 360 Findout what your peer thinks about you. Find out what your team is strong at and
degree view of you and your skills. Find Feedbacks are always positive, go to the what are the development areas. Use
out your top skills and things which needs skill details page and create a plan if this data to create a plan together with
improvement. Alse view the historical others think you need to improve. your team to create top performing team.

analysis of your top skills.

Fig 1 Dashboard Landing page

Click on any of the Sign button (Pointer # 2) once you have navigated to the home page. Once you
click, the following screen would appear.

NxtSpark Consulting Pvt. Ltd. |Page2 of 23



User Manual- FeedForward Applicatio@

- O X

=. Sign in to your account X

&« c | & Microsoft Corporation [US] \ https://login.microsoftonline.com/common/oauth2/authorize?client_id=cd74el1l $¢ | ¥

NFeedDashboard

Work or school, or personal Microsoft account

“{ma\l or phone

Password

L Keep me signed in

Can't access your account?

© 2016 Micrasoft ¥ Microsoft

Terms of use  Privacy & Cookies

Fig 2 Microsoft Login screen

This is directly connected to Microsoft/Office Authentication server and not a part of the FeedForward
tool. In this screen you can safely enter your organizational credentials. If you need more guidance, we
request you to connect with your IT team membé&rsmore details.

After you successfully sidn in this page, after few redirects you will finally come back to FeedForward
portal and your user registration will be complete.

Activating the tool
First step would be to click on the file menuand nawvgaty our sel f t o “ Manage Addir

©

T/3  apratim@nfeedforward onmicrosoft.com
[%

S A Microsoft Bxchange
& Add Account t
Save Attachments
F‘ Account and Social Network Settit
et rr.] Change settings for this account or set up more
Account | connec tions.
Setting: Acce ount on the web,
hitps: Icoffice365.com/...rd.onmicrosof

Cannect to social networks,

Automatic Replies (Out of Office)

€ Use aute replies to notify others that you areo
Automati t available to respond to e-mail messages.
Replies
= Mailbox Cleanup
=3 Manage the size of your mailbox by emptying Delete
Cleanup
Tools =
494 GB free of 495 GB
a Rules and Alerts
=) Use Rules and Alertsto help organize your incoming
Manage Rules | updates when items are added, changed, or remove
& Alerts
o Manage Add-ins
-] Manage and acquire Web Add-ins for Outlock.
Manage Add-
ins

Fig 3 Options Screen when clicked on the File menu
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User Manual- FeedForward Applicatio@

Click the Manage Adihs Button. Once cliekl it will open your default browser and will ask you to sign
in with your credentials.

B signintoyouraccount X =+ = X

O
&~ > 0O ‘ﬂ Microsoft Corporation [US]  login.micrc Pie ’ = @

1] Office 365

apratim@nfeedforward...

a Use another account

® 2016 Microsoft B® Microsoft

Terms of use  Privacy & Cookies

Fig 4 Login screen faoffice 365

Once you login it will open up the Manage Add screen, which will list all the available add allowed
by your Organization or installed by you.

Manage add-ins

Add-ins are built by third parties and bring additicnal features to your Cutlock experience. The fellowing list shows add-ins that have been
installed. Find more add-ins for Outlook at the Office Store..,

+-—2
Mame “  Provider Installed by Turned on
FeedFony
Action ltems Microsoft Default o Wersion:
Created |
Bing Maps Microsoft Default W
[ FeedForward MNxtSpark Your admin ) MxtGen Feedback Tool
FindTime Microsoft Corporation You The add-in is managec
uninstall it.
My Templates Microsoft Default v

Permissions: Read writ
Suggested Meetings Microsoft Default W When you dlick this ad
the selected message, |
addresses, and attachm
be read or modified. Th
[See the Privacy Policy

Tasks in @ Box Spikes MV, You

Unsubscrine Microsoft Default vy

Fig 5 Manage Addns screen with FeedForward Tool highlighted
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User Manua}- FeedForward Applicatioo

As shominthescreen® Tur ned Oshduld lkecheckebim FeedForwardh order to be
activated.If is not checkegplease check the checkbox to enable #FeedForwardddd-in.

Once checked, close the browser window, and return to Outlook client. At this point thin atiould
be activated and yowill be able to see FeedForward tool in email which indicates work or requesting
you for your feedback, comments, suggestions or thoughts.

Once activated it would look like the following:

2 Reply [E2 Reply All &} Forward

o~ Wed 10/26/2016 7:48 AM
I Soumen Chatterjee

Write up for explainer video

To Apratim Ghosh; |_! Ahana Ghosh; || Amit Chaudhury; |_! Suparna Ghosh; | |Radhika Akella A

Message 1= Video Script_final.doox (19 KB)

Hi,

PFA a write up for the explainer video that we discussed in our last meeting. | invite your comments, if any.

Thanks,
Soumen

Fig 6 FeedForward Tool showing insithe email

As FeedForward is a contextual tool, it will only show up, when an email asking you for a feedback or
your comments for the work you are collaborating on.

PS:lfyouraddy R2SayQi akKz2g dzZLJr L S &S NBadl NI &2 dzN

Anatomy of the tool

The capture tool shows up inside the mail body, has 2 parts to the system, as shown in the images
below. Once you click on the FeedForward buttoconnects with the server to download the relevant
details for yair organization from th server and renders a screen similar to the picture below.
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User Manuat- FeedForward Applicatiol -

FeedForward

Pl=ase provide feedback for Abhijay Chaterjee OFF  Anonymous -

©

MPROVE SMART GREAT IMPRESSIVE AWESOME

| I | | | @

FeedForward

Please provide feedback for Abhijay Chaterjee

Collaborator § Empathy Please share your comments
Analytical m Strategic C %

Fig8: Screenshots of the capture tool

Pointer 1:This showthe rating cardsvhich can be used tgive feedbackThe point scale and Rating
definitions are configured and customized faur organization. So while viewing it for your
organization it’s quite possible you will see dif

Pointer 2:This shows the name to whom you are sharing the feedback to. The tool automateralys
theemalsender’' s details as the feedback receiver.

Pointer 3:This button giveyou the capabilityf sharing your feedback anonymously. Once this button
is turned on, the tool will keep feedback giver' s
who has given the feedback.

Pointer 4:Share Button, lets you share the feedback with the receiver. Once you have filled in all the
details, this button sends the feedback related information to the server for further processing.

Pointer 5:This shows thedt of competencies based on which you can rate the user. For example if you
think Person “X” has done a gr eat ,jeisheexhipitedtocan se
create a great outputPlease note these are also customizable entriegja might see different set of
skills/competencies as configured by your organization.
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User Manuat- FeedForward Applicatiol -

Pointer 6:Comments field letyouadda word of encouragement or an advice to your fellow
colleaguérecipient. This is a very important part of the feedback, as ispaalizes feedback as well as
adds dimensions to how the feedback is received.

Share feedback using Desktop Client
Sharing feedback is asBepprocess in any form factor that you select.

Step # 1.
Jer Q; @ : [ ] - |Search People 0"
=1 ¥ i EZ Address Book =
. Move Rules OneMote Unread/ Categorize Follow ] ) Repc
- - - Read - UFI - Y Filter Email = Phish
P Move Tags Find Phish

(52 Reply @‘i Reply All £ Forward
Tue 11/8/2016 940 PM
Abhijay Chaterjee
Please review my PPT
Amit Chaudhury; || Aparajita Chaterjee; || Radhika Akella; || Bobby Akella; || Soumen Chatte

Suparna Ghosh; [ Ahana Ghosh

FeedForward

Please review my PPT

Fig 9 WebMail with Feedforward tool

Select the mitbased on which you want to give feedback afidk the Feedbrward button inside of
your email.

Step # 2:

FeedForward

Pl=ase provide feedback for Abhijay Chaterjee OFF  Anonymous -

©

MPROVE SMART GREAT IMPRESSIVE AWESOME

| I | | | @

Fig 10 First screen of the tool
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User Manual- FeedForward Applicatioé

FeedBrward tool downloadsthe page fromthe server Verify the recipient details (Pointer #2) make

sure you are giving feedback to the right person. Turn on the Anonymous button (Pointéiryb8)

don’t intend to share your details with the recip
available to you.

Once you click oany of the ratings (pointer # 1), the screen will automatically rotate and land you in a
screen as below

FeedForward a

Please provide feedback for Abhijay Chaterjee o'} OFF  Anonymous SShare

Collaborator | Empathy Please share your comments
Analytical Strategic : I

Fig 11 Second screen of the tool

In this screen you select the skills/competencies (Pointer # 5) of the user, which he exhibited in getting
the work done.Please choose as many skills/competencies as appligsbtzyou can add your
personalized comment in the comment box (Pointer # 6).

Step 3:

Once all theabove mentioned actionare completed you can click thatare button (pointer # 4) to
providefeedback to the individual. Please note adding comments are optional, but we highly
recommend it asthis adds personalization and makihe feedback more meaningftd the recipient.
Once you click h énhare b8tton the following screemvould appear as a confirmation.

FeedForward &

Please provide feedback for Abhijay Chaterjee OFF  Anonymous | Share

O © 9 G

Hello Apratim Ghosh
Thank you for Submitting your feedback.

Fig 12 Feedback confirmation page
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User Manual- FeedForward Applicatio

Share feedback using Web browser
Sharing feedback is a 3 click process in any form factor that you select.

Step # 1.

>

Please review my PPT

Abhijay Chaterjee ®  H Replyall |v
Tue 11/8, 9:40 PM

Amit Chaudhury; Aparajita Chaterjee; +6 more ¥
FeedForward B

Please review my PPT

Fig B: WebMail with Feedbrward tool

Select the mail based on which you wamgive feedback and click the FeedFard button inside of
your email.

Step # 2:

FeedForward [ o

Please provide feedback for Abhijay Chaterjee “ OFF Anonymous

SHONCHONE

Fig 14 First screen of the tool in WebMail

FeedForward tool, downloads the page from the server. Verify the recipient details (Pointer #2), to make
sure you are giving feedback to the right person. Turn on the Anonymous button (Pointer # 3), if you
don’t intend t o s harent. Bnalludick dne of thé ratisgs aptionsh(pointeré 1)r e c i p

available to you.

Once you click on any of the ratings (pointer # 1), the screen will automatically rotate and land you in a
screen as below

NxtSpark Consulting Pvt. Ltd. |Page9 of 23



User Manual- FeedForward Applicatio@

FeedForward E

Please provide feedback for Abhijay Chaterjee Anonymous SShare

e o e :

Fig 15 Second screen of the tool in WebMail

In this screen you select the skills'competencies (Pointer # 5) of the user, which he exhibited in getting
the work done. Please choose as many skills/competencies as applicable. Also you can add your
personalized comment in the comment box (Pointer # 6).

Step#3:
Once all the above mentioned action are completed you can click the share button (pointer # 4) to share
Once all the above mentioned actions are compl ete

provide feedback to the individual. Please @@tdding comments are optional, but we highly
recommend it, as this adds personalization and makes the feedback more meaningful to the recipient.
Once you click the *Share’ button the following s

FeedForward ﬂ

Please provide feedback for Abhijay Chaterjee Wil OFF Anonymous | Share

Hello Apratim Ghosh
Thank you for Submitting your feedback.

Fig 16 Feedbackconfirmation page in WebMail
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User Manual- FeedForward Applicatio

User Dashboard
The user dashboard isvebsite, where one can view all the feedback received from various peers &
stakeholders, along with various additional analytics. T$&r gan also get insights about his/her team.

Anatomy of User Dashboard
Onceyou navigate to dashboardebsiteyou wouldsee awebpage as showim the below image.

FEEDFORWARD

Welcome to Feedforward Dashboard. Process to login to unfold rich analytics about you
and your team.

My Dashboard My Feedbacks My Team

Intuitive and easy to understand 360 Findout what your peer thinks about you. Find out what your team is strong at and
degree view of you and your skills. Find Feedbacks are always positive, go to the what are the development areas. Use
out your top skills and things which needs skill details page and create a plan if this data to create a plan together with
improvement. Alse view the historical others think you need to improve. your team to create top performing team.

analysis of your top skills.

Fig 17 Dashboard Landing page

Pointer 1 This is youdefault home button for youo always come back to this screen. This screen gives
you an overviewabout the tool andshowsdetails about what information you canew once you login.

Pointer 2 Both SigAn buttons will appear if yo are not signed.

Once you sigin (explainedhere), these additional menus anthvigation buttons will appear as shown
below.
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User Manua}- FeedForward Applicatio‘

HELLO APRATIM !

NxtSpark

MY DASHBOARD MY FEEDBACK FEEDBACK 360

© © O
FEEDFORWARD

Welcome to Feedforward Dashboard. Process to login to unfold rich analytics about you
and your team.

AMyv Nachhnard My Eandhaclke MMy Taam

Fig 18 Screen after login

-;-\\ 0O ADRA TR
, NxtSpark HELLO APRATIM!

PROFILE

MY DASHBOARD MY FEEDBACK FEEDBACK 360 SIGN OUT

FEEDFORWARD

Welcome to Feedforward Dashboard. Process to login to unfold rich analytics about you
and your team.

Fig 19 User Drop down Menus

Pointer 3:After a successfiBignin with your organizational credentials, the system willegngou by
your first name This also acts as a dropdown menu to quickly view your profile anastgf the
system as shown in Fig 16.

Pointer 4:My Dashboards anintuitive and easyvayto understand 360view of you and your skills.
Find out your top skills and things which needs improvement. Also view the historical analysis of your
topskillsYou can read more about in "My dashboard” sec

NxtSpark Consulting Pvt. Ltd. |Pagel2of 23



User Manua}- FeedForward Applicatio‘

Pointer 5:My Feedback, lets yointl out what yourpeer thinks about you. Feedbaake always
positive, go to the skill details page and create a plan if others think you need to impimveanead
moreabouti t i medMwpck” section.

Pointer 6:Feedback 360 is way to share feedback your peers and colleagues, for conversations and
interactions which are not mail driven. For example a 1:1 discussion or just a chat over a cup of coffee.
Find out more about it in the ®“Give Feedback” sec

Pointer 7:Profile Menuets you view youprofile details as well as your team details and how they are
performing. An easy way to keep track of yourself and your team with a click of a button. Find out more
about it in in the *“Your Profile” section.

Pointer 8:'Signout’ button lets youlog off fom the system once you are done with your work.

Login to the system

FeedlBrward usesingle sigron(SSOnec hani sm, so you don’t have to r
or passwordDepending orthe browset &apability(e.g. Internet Explore@nd your oganizational

policies, you might nateedto enter your credentialand it will automatically sign you.in

FEEDFORWARD

Welcome to Feedforward Dashboard. Process to login to unfold rich analytics about you
and your team.

(=)

My Dashboard My Feedbacks My Team

Intuitive and easy to understand 360 Findout what your peer thinks about you. Find out what your team is strong at and
degree view of you and your skills. Find Feedbacks are always positive, go to the what are the development areas. Use
out your top skills and things which needs skill details page and create a plan if this data to create a plan together with
improvement. Alse view the historical others think you need to improve. your team to create top performing team.

analysis of your top skills.

Fig 20 Dashboard Landing page

Click orany ofthe Signrin button (Pointer # 2pnce you have navigated to the home page. Once you
click the following screemnvould appear.

NxtSpark Consulting Pvt. Ltd. |Pagel3of 23



User Manual- FeedForward AppIicatioQ

= - o0 «x
=. Sign in to your account X
&« c | & Microsoft Corporation [US] \ https://login.microsoftonline.com/common/oauth2/authorize?client_id=cd74el1l $¢ | ¥
NFeedDashboard
Work or school, or personal Microsoft account
“{ma\l or phone
Password
) Keep me signed in
Can't access your account?
© 2016 Micrasoft ¥ Microsoft
! Terms of use  Privacy & Cookies
Fig 21 Microsoft Login screen

This is directly connected to Microsoft/Office Authentication server and not a part of the FeedForward
tool. In this screen you can safely enter your organizational credentials. If you need more guidance, we
request you to connect with your IT team members for more details.

After you successfully sidn inthis page after few redirects you will finally come blato FeedForward
dashboard where you will be able to access all the rich analytics about you.
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My Dashboard

My dashboard lets youiew some key metrics about your performance based on the feedback you have
received. It aggregates alf the feedbackdata to give you a 36&iew of howare you progressing/doing

in the organization.

Top 3 Strengths History @ © [EF Spread @ [+]

Going YWell ° (+] Areas of Improvement @ [+]

Organization |
You

Organization [
You

Fig 21 My Dashboard pages
Pointer 1:Shows youcurrent top skills and how they have been trending over last 6 months. This data
is calculated basis the ratiagou have received from your peers and colleagues.

Pointer 2:Rating spread shows you overall view of how your peers and colleagues lookaairgesthe
skills. The area of the pie signifie number of the feedbackou have received

Pointer 3:This showsaqur top 5 skills based on treggregatedating you haveeceived The' Da lu&k B
line shows how the organizati is performing in those areashaereast h @reeti line shows how you
compare to that bencimark. These are calculated basad apercentile rankingalgorithm

Pointer 4:This showyour bottom 5 skills or the areas of improvement basedaggregatedatings you
have received. Here also the@k Blue' line signifies the organization benchmavih e r e a sangehe * O
line is your perfomance.These are calculated based the samepercentile ranking algorithm.
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My Feedback
My feedbackscreen shows you all the feedback you havesiezd till date. Thifeedbackis private to

you and no one else in the ongi@ation can view thispecific mformation.

HELLO APRATIM !

NxtSpark

MY DASHBOARD MY FEEDBACK FEEDBACK 360°

Feedbacks

ir

You got Feedback!

Posted by Soumen Chaterjee | 10/31/2016 1:35:32 PM
You are a superstar @

karma pointz Collaborator # # 7 ©7 ¥ | People’s guy # ¥ ¥ 77 77 | Assertive o o 7 o7

Fig 22 My Feedback page

Pointer 1:All new feedbackcomes as wrappedrou need to indidually open all the feedbadk view
them. To open it you would need Karma points (explainect) . I f you don’t have Kar
won’'t be abl e t o vewcenmmentshsearefl witeyblhack and

Pointer 2:This shows a feedback which is already opened by you. It shows the padstails whohas
shared the feedback, the comments he mentidremd how he has rated you on different skills. It also
mentioned the time(server timelthe feedback was shared with you.

If feedback is shared anonymously then the feedback will appear as shown in the picture below.

Posted by Anonymous | 10/31/2016 1:35:32 PM

Interesting strategy, loved your presentation.. Stakeholders are delighted with final outcome

Karma points Meticulous # # % <7 ¥ | Analytical # # <7 2 57 | Creative ¥ o o % 7 |
0

Fig 23 Anonymous feedback
Asdepicted, the user details are not present when the feedback is shared anonymously.
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Spectrometer

:& HELLO APRATIM !
’ NxtSpark :
HOME MY DASHBOARD MY FEEDBACK FEEDBACK 360°
Spectrometer @ @
Detailed view of your skiils with Grrent score and trending values. Use this data to plan your development plan.
Expand the rows to understgfd more details and see wifo can help.
Skills
[ Category ] [ Score ] [ Feedback Count] [Al:tlnn ]
Collborator Meoian  as 2
Empathy Improve [ 125% | 1 Create Goal
Meticulous Median 62.5 % 2
pssertve Mecan T T 2
Learmer Median TR >
Fig 24 Spectrometer shows how your feedback sums up for each skill

The Spectrometer shows the feedback details for eséh Pointer #1) —whether the skill has been
rated by colleagues as a strength or an area of improventeinfer #2), the percentile scordPpinter #
3) and the number of feedba¢Rointer#4 ) r ecei ved f or t hat skiot |
an area of improvement, one can then take up a development grzahter #5) to work on.

Skills
Skill Name Category Score Feedback Count  Action
Collaborator Strong 1
Description Soumen Chaterjee Aparajita Chaterjee
CEOQ W, Team Lead
Click here to know more x
Karma points Karma points
500 50
* Contact = Know more #* Contact = Know more
Empathy Improve 1 Create Goal
Description Bobby Akella Suparna Basu
Manager Ops CMO ) 7
Click here to know more E
Karma points Karma points
0 140
* Contact = Know more #* Contact = Know more
Communicator stong :
Fig 25 Spectrometer expanded view shows togied employees for each skill

NxtSpark Consulting Pvt. Ltd. |Pagel7of 23
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User Manual- FeedForward Applicatio

On clicking on the row of a particular skill, it expands to showdpeated two employeegPointer # 1)
for that skill. This can be helpful in reaching out to them and identifying what makes them the top
achievers and possibly emulate and internalize some of their practices.

My Profile

:-\\ ]
’ NxtSpark HELLO APRATIM !

HOME MY DASHBOARD MY FEEDBACK FEEDBACK 360°

Your Profile h 29 Q

Your Network

80
©)

Apratim Ghosh

CTO

{
Ahana Gh
{ ]
Vq Ghosh o cnaum®

inarna Ghosh

Fig26: Shows count of feedback given and received, net Karma points and team structure

This feature helps you in keeping track of feedback giRem(er #1) and receivedRointer #2) by you.
It also shows the Karma PoinBojnter #3) you have in your account.

The working teamRointer #4) composition draws data from Delve (a Microsoft Office 365 feature)
based on your workelated email interactions and is not limited to your reporting structure. It evolves
and changes over timeegpending on whom you areollaboratingivorkingwith. Thiscan help in keeping

track of peers you have collaborated with and thus seek feedback from.them

The * MyPoilter #5hfeatuie is explained in theextsection

NxtSpark Consulting Pvt. Ltd. |Pagel8of 23



User Manual- FeedForward Applicatio

HELLO APRATIM !

MY FEEDBACK FEEDBACK 360°

My Team
Skills

Skill Name Score Feedback Count

Collaborator 2

Description Soumen Chaterjee Aparajita Chaterjee
CEO 3 Team Lead
Click here to know more ‘(

Karma points, Karma points,

~ Contact = Know mare #* Contact = Know more

Empathy 375% 5

Fig27. Shows feedback of you'r team and the 4@ted employees in the organiz:'altion for that skill

By clicking on “My Team” you glhiddataisaawiagefeeddackw y our

score (i.e. percentile ranking) of all of your direct reports for a given EiiHrated employeesKointer
#1) in the organizatiomare shown in the expanded viear that skill. You can connect your team
members with these topated employeedor mentoring, coaching or a quick meeting farther
development

Gamification of Feedback

In order to encourage the process afddback among usera,gamification conceptasbeenemployed

For every feedback given, 10 Karma pointsaatdedto the user and 10 points are deducted for every
feedback viewetbpened. A user hence needs to have enough balance of Karma points in his account to
view/open the feedback received.

Example:

(A) Apratimhas giverz9feedback 290 Karma Points added

(B) Apratim has received Z@edback

(C) Apratimhas opened 2feedback yet 210 Karma Points deducted
(D) Net Karma pointsor Apratim= (A)¢ (B) =80 Karma points

NxtSpark Consulting Pvt. Ltd. |Pagel9of 23



User Manual- FeedForward Applicatio

Gamification also helps in driving culture. For example, wignatimreceives a feedback froims

manager or senior management, it would be natural for him to be curious to view the feedback.
However, without ‘“Kar ma Points’, he can’t vi
his direct reports, thus driving the culture.

= '
, NxtSpark HELLO APRATIM !

HOME MY DASHBOARD MY FEEDBACK FEEDBACK 360"

o ﬁ 29 Q 29 * 80
Feedback Given! Feedback Count! Karma Points!

Your Network

Apratim Ghosh

cTO

[
Ahana Gh
|
y’"'smsh Amit Chaudhury

Warns Ghoch

Fig28: Shows count of feedback given and received, net Karma points and team structure

The net Karma Point®6inter #1) are shown in the My Profile page.
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Feedback 360
The Feedback 368@ an additional feature of FeedForward App to capture feedback for interactions
that do not happen vide mail e.g. meetings, discussions, telephone conversations and web meetings.

?-\‘\ HELLO APRATIM !
, NxtSpark

HOME MY DASHBOARD MY FEEDBACK FEEDBACK 360"

[User: )—®
[.ECMALACDSC}——@

Fig29: Shows various competencies on a carousel

The User for whom you want to give feedback to can be searched by keying in the first three letters of
his name in the search boRdinter #1) and the matching entries show up. Select the one whom you
want to give feedback to.

The competencies are vielwke on a carousePpinter #2). An employee can rate each competency on
the rating scaleRointer #3) similar to the email adah or can skip to the ones which he deems to be
relevant for giving feedback to a particular user.

At the end of the carouseyou can insert additional comments if you wish to and then share the
feedbackAl t hough iit’s optional, this is a very import
feedback as well as adds dimensions to how the feedback is received.
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FAG

Is my emadicontentstored on NxtSpark server?
No,your emaik are not stored or transmitted to NxtSparkserver. Weare particularaboutthe security
and privacy of your data, thus none of the email details are shattitor transmitted toour server.

Who deternines whether feedback tool shows up?

You email server (Microsoft Exchange). As part of the tool configuration, we upload an XML file to your
exchange server which defines the scenarios or keywords basis which Exchange Server shows up the
FeedForward Adth inside your emailOnly whenyou click on the Feedifward button inside your

emails, FeedForward tool is activated

What data NxtSpark reads from my Active Directory?
NxtSpark requires 2 of the most minimal rights that can be given to an Application.

1. Login rights
2. Read only access to Profile and Directory information

Both of them are the basic requirement to implement a Single-8ig(6SO) system with your
organization credentialdzor more information you can read monere.

Can | give feedback to peers and seniors?

FeedForward is a 380ontinuous feedback tool. You can provide feedback to anyone in the
organization. Whether they belong to your current team, your manager, your peers and even the virtual
teams you are part of.

Who can read my feedback?

Only the recipients can sax viewtheir specific feedbackNo one elsdasaccess to their feedback not
even their immediate Managers/Supervisamsludingthe Organization Leadership. Magers can only
view their data aggregatedit their teamlevelbut not specific information about a éelback.

Is feedback data public?
The feedback data is viewable only by the user. The Manager can also view the data however at an
aggregated levePlease refertothgu e st i on above “Who can read my fee
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User Manua}- FeedForward Applicatio‘

What does théP { LIS O (i 8dré Sighify NI
The score is an indication of how your colleagues rate you on your competencies basis your work related
interactions with themThese are calculated based on a percentile ranking algorithm.

Can | turn off the feedback tool?
Yes, you can turn offthetto i n case you don’t wish tYoucangunt i ci pat
it off by navigating to the Manage Add section in your email client.

How do | give feedback for an offline/rnemail conversation?
The 360 Feedback tool is an easy and etffee way to give feedback to colleagues for offline and-non
email based interactions. For more detailsad here

Howdoes gamification hetp
Giving and receiving is an innate element of the organizational culBamification helps in
augmenting the efforts of the organization in promoting and nurturing this culture.
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