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Getting Started with -
The Leadership Instant Feedback Tool (LIFT)

In under 5 minutes and in 3 easy steps,
you can start getting confidential, anonymous feedback from your staff!

Step 1 - Log on to:
http://tinyurl.com/LIFTManagerSetup

Create Manager Account

First Name |:|
Last Name I:l
Email Address | |
company |
tognd [
“Password [ ]

Step 2 — Enter your data to set up your account
Step 3 — Manage your employees

You can add or delete employees or change the frequency of feedback

. 0 Manage Employees .
Clle; on the lower left hand side of your screen.
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S LIFT - Manage Employee met Explorer provided by Dell

ntfeedback.com/LIFT/manage_direct_reports.php

File Edit View Faverites Tools Help
le (Gir ~|Go {82 G Bookmarksv &1 49 blocked | ¥ Check = % Autolink = | Zutofill [ap Sendtor Settings—
Googl 2 R =) & g
— = - . »
75 &t [22]-| @ Constant Contact: Contac...| € LFT - Manage Empioy.. x| ] B ) v [ Bage, - Tools =

18 Protected made is currently turned off for the Local intranet and Internet zones. Click here to apen security settings.

D LIFT Details
D Create Account

Employee Enable Peer Evaluation|Checkmark to Remove|
i @rmgeaicadertip som
kgazzara@ email phoenix.edu
marleen@magnaleadership.com

doctorkevin@ cox net

Manage Employees

SELECT ALL

Add Employee

New Employee Username |Checkmark to Add|
=]

Time Period Intervals

Manager Survey | Peer Survey
(Current Interval 2 Weeks N/A

(New Interval Choose Interval ~ | Choose Interval

Information: An antomated email will be sent to each employee requesting their participation and providing them their user name and a password to log into the
LIFT input tool. A copy of the employee email that will be sent can be viewed here. Please verify that the email address is entered correctly; you will not be
advised of any non-existing email addresses.
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Your employees receive and automated email inviting them to participate in LIFT with a
system-generated password.

Employee Survey Password - Message (Plain Text)

Message @
3 : ] ) HFind L 7
] 4}] J x Ly feliss~ | B= Y ¥ = g !
—& = 'J _/ Qf dg J %Re\ated' \_@ = -r!_'
Reply Reply Forward Delete Moveto Create Other | Block | pypp gy | Categorize Follow Mark as linkta E-mail Sendto
to Al Folder~ Rule Adions~ || Sender — v Upr Unead | W Selec” Record Autolink | OneMote
Respand Ations JunkE-mail & Optians i Find Business Contact Manager OneNate
W ][Spamato
From: LIFT Tool [LIFTsupport@magnaleadership.cam] Sent: Fri1/25/2008 1245 PM
To: kaazzara@emal phoenix. edu

(4
Subject: Emplayes Survey Passward

»

llelcome, you have been selected by your manager to participate in LIFT, the Leadership Instant Feedback Tool system.
You have been selected by your manager to provide feedback on his or her performance. Your feedback is extremely valuable to help your manager improve
the elements that define a high performance organization and improve the business results.

lihat is LIFT?

You should think about LIFT as very fast, light version of CCLI. The LIFT feedback collected through a simple web interface. LIFT allows employees to
anonymously provide input to managers/ supervisors to continually grow and improve the organization. This is sinilar to a 368-degree feedback tool, but
all of the input is automatically accumulated and can be instantly viewed by the manager/supervisor without having to do any manual data gathering or
manual analysis.

Your User ID: kgazzaraflenail.phoenix.edu
Your User Password: xjxxqxff

You can login and complete your first set of LIFT input at hitp://wiv.managerinstantfeedback,con/LIFT/enployee index.php

A few facts that you should know before you begin the LIFT survey.

Confidentiality:

1. There are no names attached to any of the survey inputs, so your feedback is ensured to remain completely anonymous.

2. All questions are scored on a scale from 1 to 5.

3. The collective scores of your tean/organization responses will be able to be instantly reviewed by your manager/supervisor and will be displayed
over tine to show the performance trending and change.

4, Your manager will have the ability to see the distribution of the scores (# of each numeric ratings and # of respondents for each of the individual
questions), but will not be able to see who the respondents were.

5. The database collecting this information is owned and operated independently from your company. No data, other than the reports described in items
#3 and #4, will be available to anyone inside or outside of your company.

Process:

1. You will be asked to answer 12 questions, which should take only about 3 minutes by clicking the appropriate radio button with your computer’s
mouse. Once you have completed the tool click the submit button and you are finished.

2. You uill have the opportunity to complete the same set of survey questions once between & 15 and 98 day interval chosen by your manager. After
completing the survey questions for the first time, you will receive an email notification letting you know when you can complete the next set of inputs
for your manager. You will be able to fill out one survey in any specified time period.

If you have any additional guestions please contact your manager.

Thank you,

The LIFT tean

If you have any questions please feel free to contact us at: LIFTsupport@nagnaleadership.con
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Employees complete a 3-mintue Survey

/5 LIFT - Default Survey Example - Internet Explorer provided by Dell

R Bl = http://managerinstantfeedback. com/LIFT/default_survey_example.php +| 43 | x || Google L -

Fle Edit View Faverites Tools Help

Google |G~ [~] Gn{»@ 9 ‘ % Bookmarksv &0 49 blocked | "% Check + & Autolink v = futcFil [w Sendtow () Settings=
— — - . »

5 i (38| | @ constant Contact: Contac... | LFT - Defaul Survey Ex.. x] | fi v~ B = & v |2 Page v i Tooks v

1§ Protected mode is currently turned off for the Local intranet and Internet zones. Click here to open security settings. x

B LIFT Details

D cCreate Account

Standard Employee Survey

D Manager Login 1 - Strongly Disagree, 2 - Disagree, 3 - Neutral, 4 - Agree, 5 - Strongly Agree, N/A - Not Applicabl
Question Res
. |Is effective at consistently completing projects successfully.

. |Derives satisfaction from helping employees succeed.

. |Meaningfully uses the feedback provided by others.

. |Constantly looks for opportunities to grow his/her employees.
. |ls consistent with his/her words and actions over time.
Shows genuine care for others.

4
o

D Employee Login

D Buy How
D Contact Us

D Manage Employees
. |Empowers employees to achieve the shared go.als of the organization.
_|Creates plans that go beyond the shart-term haorizon.

_|Consistently moves the organization forward when in a changing environment. (
_|Prepares the organization to excel at producing goods and services that the customers want and need | ©

. |Promotes an organization culture that allows people to cooperatively perform as a team.
. |Instills his/her level of confidence in others.

w|~|e|o|s]wle]-
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Once every interval of your choice (2 weeks, 1 month, 2 months or 3 months)
you and your employees receive a reminder email to keep the feedback coming.

LIFT - Example Employee Email Reminder - Intemet Explorer provided by Dell

sl & http:/imanagerinstanteedback.com/LIFT/emp_reminder.html = |42 | x | Geegie

File Edit View Favorites Tools Help
Google G [~] En+© w)| ¥% Bookmarksv 49 blocked

o I@UWrBﬁmplaEmp\oyEEEmall Reminder ] I Eo v B - & v Page v () Tooks v

"% Check » % Autolink = | ZutaFill [ep Sendtov 1 () Settings=

18 Protected mode is currently tumed off for the Local intranet and Internet zones. Click here to open security seftings.

Employee Reminder Email

It is now time for you to complete the next set of LIFT feedback for your manager. Please go to
hitp://www.managerinstanifeedback.comiLIF T/employee_index.php and complete another survey.

As a reminder, your:

login name = email_address
password = random_password
Thank you for participating in LIFT.
The LIFT Team

/5 LIFT - Example Manager Email Reminder - Internet Explorer provided by Dell =
ol SN ¢ | hitp://managerinstantfeedback.com/LIFT/man_reminder.html B PR £ -
File Edit View Favorites Tools Help
Google |G- [=] Go{»@ 9 | ¥ Bookmarks~ 049 blocksd | "% Check v 4 Autolink = ' Autof | (s Sendtow () Settings~
v 4k IguﬁrﬁﬁmplaManager Email Reminder I_l f) v B v v Page v () Took v

x

1®) Protected mode is currently tumed off for the Local intranet and Internet zones. Click here to open security settings.

Manager Reminder Email
Dear first_name last_name:

The LIFT Systems show that it has been at least 15 days since vou have last logged in to see feedback from your employees. To view your updated feedback,
please go to: hitp:/www. i feedback.com/LIF T/manager index.php

As a reminder. your:

login name = login_id

password = password
Thank you for participating in LIFT.

The LIFT Team
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Once your account is set-up and you want to check your data, add/delete employees or
change the frequency of feedback.

Step 1- Login
http://tinyurl.com/LIFTlogin

/= LIFT - Manager Login - Internet Explorer provided by Dell

€ 2 - BLE i k.com/LIFT, ger_index.php = | ¥2 | X [ Google Lo~
File Edit View Favorites Tools Help

Coogle [Gl» Esu{.@ @| % Bookmarks+ SMleucked‘ *% Check + % Autolink + = futoFill (e Sendtow () settings»
Pk [%H@Constantc‘ma:t:c‘mac.”}@uFr—ManagarLugm x Ii‘ - v v [ Page v (G Tooks v

@ Protected modeis currently tumed off for the Local intranet and Intemet zones. Click here to open security settings.

i
:mv = Manager Login
LoginID NewMarager

ogin
Login

Password eses]

Forgot vour password?

= -
Step 2 - Click on the lower left hand side of your screen.
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Step 3 - Choose the Date range you prefer (Biweekly suggested for first 2 months of
viewing)

-
‘; Choose Analysis Date Range

Options

o )
© Monthly
© Quartetly

© Yearly
) Specific Date Range
© View Comments

Step 4 - See your results
Biweekly Segments from Sep. 04 2008 to Oct. 29 2008

,m Value Range

I IS
250-399

[ 4.00-5.00

LEGEND: ! - Strongly Disagree, 2 - Disagree, 3 - Neutral, 4 - Agree, 5 - Strongly Agree, N/A - Not Applicable
Average Score
. Question
No. Question Sep. 04 2008 to |Sep. 19 2008 to |Oct. 04 2008 to |Oct. 19 2008 to [Respondents Total Avg
Sep. 18 2008 | Oct. 032008 | Oct. 182008 | Oct.29 2008 ’
L Is effective at consistently completing projects 0.00 0.00 0.00 1 1.00
successfully. i
2. Derives satisfaction from helping emplovees succeed. 0.00 0.00 0.00 1 3.00
3. [Meaningfully uses the feedback provided by others. 0.00 0.00 0.00 1 3.00
3 Constantly looks for opportunities to grow histher 0.00 0.00 0.00 1 4.00
employees. —
5. I}:coﬂmstmtwﬂhhﬁ'hetwordsaﬂdachmsmrﬂ 0.00 0.00 0.00 1 5.00
time.
6. |Shows genuine care for others. 0.00 0.00 0.00 1 2.00
7 Promolesa{]orgamzahoncnﬂhnethala]lowspeop]e 0.00 0.00 0.00 1 300
to cooperatively perform as a team. —
8. |Instills his'her level of confidence in others. 0.00 0.00 0.00 1 1.00
9. Empowet:s etnployees to achieve the shared goals of 0.00 0.00 0.00 1 100
the organization.
10. |Creates plans that go beyond the short-term horizon. 0.00 0.00 0.00 1 3.00
1L Constsl.entlymf:ivestheorgamzahonforwardwhenm 0.00 0.00 0.00 1 300
a changing environment. —
Prepares the organization to excel at producing
12. |goods and services that the customers want and 0.00 0.00 0.00 1 2.00
need.
TOTALS 0.00 0.00 0.00 12 3.17
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Step 5 — Click on any rating to see details of score distributions
Biweekly Segments from Sep. 04 2008 to Oct. 29 2008
= Color|Value Range
y It 1 i - 1] =
@ DI‘StrIbU‘IOn Mozilla Firefox LI_Ig| - 0-249
[ L] | http://managerinstantfeedback.com/LIFT/distributic fj 250-399
4.00-5.00
Response Distribution for Question 1 -
from Oct. 19 2008 to Oct. 29 2008
ree, 3 - Neutral, 4 - Agree, 5 - Strongly Agree, N/A - Not Applicable
Question: "Is effective at consistently completing Average Score .
: " Question
projects successfully. 2008 to Sep. 19 2008 to [Oct. 04 2008 to| Oct. 19 2008 to [Respondents| = Avg
i i 182008 | Oct. 032008 | Oct. 132008 | Oct. 29 2008 ’
1 - Strongly Disagree, 2 - Disagree, 3 - Neutral, 4 -
Agree, § - Strongly Agree, N/A - Not Applicable 00 0.00 0.00 1 4.00
Total Responses: 1 00 0.00 0.00 1 5.00
.00 0.00 0.00 1 3.00
| Label |Percentage |Freqllency 00 0.00 0.00 1 400
|Value 1 Responses | 0.00% |Oresponses
|Va]ue 2 Responses | 0.00% |0 responses 00 0.00 0.00 1 300
|Va]ue 3 Responses | 0.00% |0 responses -00 0.00 0.00 1 2.00
|Value 4 Responses | 100.00% |1 responses .00 0.00 0.00 1 3.00
|Value 5 Responses | 0.00% |0 responses .00 0.00 0.00 1 1.00
|N.*’A Responses | 0.00% |0 responses 00 0.00 0.00 1 00
Copyright 2004 www managerinstantfeedback com .00 0.00 0.00 1 3.00
.00 0.00 0.00 1 2.00
.00 0.00 0.00 1 2.00
Done
0.00 0.00 12 317
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Supplemental Information

Want to add or delete employees or change the frequency of feedback?

. a Manage Employees .
Cllck;J on the lower left hand side of your screen.

% LIFT - Manage Employees - Intemnet Explorer provided by Dell

ol = htip://managerinstantfeedback.com/LIFT/manage_direct._reports.php =+ | 43| x| Gocgle 2 -
File Edit View Favorites Tools Help
Google (G- [] Go{»@ @‘ ¥ Bookmarksw (549 blocked | "% Check = 4 Autolink v | utafill [a Sendtow () Settings

ase ~ . =
w & [-e Constant Contact: Contac...| & LET - Manage Employ... ] B v B v @ v [} Page v i Tools +

19 Protected mode is currently tumed off for the Local intranet and Intermet zones. Click here to open security settings.

i -
3

ils

ccou
in

Manage Employees

Employee Lnable Peer Evaluation|Checkmark to Remove]
Gty con
kgazzara@ email phoenix edu
lecn@agnaeadersip com

doctorkevin@cox net

SELECTALL .

Add Employee
.

New Employee Username |Checkmark to Add]
=

Time Period Intervals

Manager Survey| Peer Survey
[Current Interval 2 Weeks N/A

(New Interval Choose Interval ~ | Choose Interval

Information: An antomated email will be sent to each employee requesting their participation and providing them their user name and a password to log into the
LIFT input tool. A copy of the employee email that will be sent can be viewed here. Please verify that the email address is entered correctly; vou will not be
advised of any non-existing email addresses.

How do the LIFT questions map to my CALIBER Report?

Question Leadership
Practice
1. s effective at consistently completing projects Competent
successfully.
2. Derives satisfaction from helping employees succeed. Reinforcement
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3. Meaningfully uses the feedback provided by others. Communication

4. Constantly looks for opportunities to grow his/her Creative
employees.

5. Is consistent with his/her words and actions over time. Authentic

6. Shows genuine care for others. Stewardship

7. Promotes an organization culture that allows people to Cultural
cooperatively perform as a team.

8. Instills his/her level of confidence in others. Confident

9. Empowers employees to achieve the shared goals of the Empowerment
organization.

10. Creates plans that go beyond the short-term horizon. Visionary

11. Consistently moves the organization forward when in a Organizational
changing environment. Performance

12. Prepares the organization to excel at producing goods and Business
services that the customers want and need. Results

Questions? Please contact: LIFTSUPPORT@Magnaleadership.com
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