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Getting Started with -
The Stakeholder Instant Feedback Tool (SIFT)

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

SIFT, LIFT and MIF accounts are all free to setup and use for free for 45 days. No
Credit Cards or personal information required.

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

and input your data.

] Create Account
D Respondent Login

Create Owner Account

First Name l:l
Last Name |:|
Email Address | |
Compuny [ ]
Logim [ |
*Password 1

Once created you will see a screen like this:

Owner Account Created

Your owner account has been created using the password and login id you provided. Please click the Owner Login button on the left to login and to begin using your
manager account. Thank you for participating in the Staleholder Instant Feedback Tool
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You will also receive an instant email confirming your account with details, login and
password. We recommend you keep this file for future reference.

Step 2 - Click and input the id you created and your password.

D Manage Questions) ; :

Step 3 - Select L e tO create your own questions. Enter the questions you want
to track as many as necessary (there is no limit), but we suggest as few as possible to
maximize participation.

.

Thank you for setting up your profile for SIF T, the Staksholder Instant Feadback Tool.

Create Accounl

rwveryo Owner Features
pondent Login Survey Participants: This button allows you to 2dd or remove participant survey access. The first time this faature is used, 2 maximum of 13 participants can be
Contact Us added at once. At any time, participants can be removed or added individually as long as the amount of participants does not exceed the maximum of 13. You will be
asked to input an email address for each of the participants which will become their Login ID. A list of all current participants IDs will also be available by clicking
on this button.

Show Resulls
Sample Survey Show Results: This button allows you to view the Survey Results of your participants. The results can be viewed biweekly, monthly, quarterty, yearly and by a
specific date range. The results are shown in a table that contains calculated averages per time period and per question. The distribution of sach average score can be
viewed.
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Sample Survey: This button allows you to view the exact survey of questions that sach of your participants will be complating.

Logout: This button logs you out of the Stakeholder Instant Feedback Tool. Once this button is clickad, anyone using this computer will be raquired to login with a
uszrname and password to gain access.

Step 4 — Create your questions in the box to the right of “Add Question”. All questions use the
same 5-point Likert scale.

Edit Survey Questions

Create Account

Owner Login || Answer Form: I - Strongly Disagree, 2 - Disagree, 3 - Neutral, 4 - Agree, § - Strongly Agree, N/C - No Comment or Not Observed |
Respondent Login

¢

[ Add Question ]| |

espondd

age R
There are no questions to display

R

Step 5 — Manage your respondents

You can add or delete respondents or change the frequency of feedback at any time!

Click MimamaseZeeont=® on the left hand side of your screen.
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Choosz Number of Responden

Create Accoun

Information: An automatzd email will be sent to each employee requesting their participation and providing them their user name and a password te log into the
SIFT input tool. A copy of the employ=e email that will be sent can be viewad hers. Please verify that the email address is entered correctly; you will not be advised
pondent Login of any non-existing email addrasses.

Gwner Login

nage Respondents
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Choose the # of respondents (up to 15). Your respondents receive and automated email
inviting them to participate in SIFT with a system-generated password.

TO - [JeeSmithegrail. com |

Subject - |R.espm|:lent Survey Password |

Message : [ Save Copy [ Request Receipt ] Attach Original M
3a¢1¢.|nruxjrii|-::-:t!5 wu—m A,

SII3ES

s
Welcome, you have been sslected by Kevin Gazzara to participate in SIFT, the Staksholder Instant Feedback Tool
Your feedback iz extremely valuable to help Kevin Gazzara personally and professionally develop. The focus of thiz development is to support buil
organization and improve business results.
What iz SIFT?
SIFT iz a real-time feedback input system that alows participants, such as yourself, to confidentially and anonymously provide input to the person (Kevin Gazzara) being
mentored or coached for continual growth and improved organizationsl results. This is similar to a 260 degree feedback tool, but all of the input is sutomatically
accumulated and can be instantly viewad by the reguestor without having to do any manual data gathering or manual analysis. y
Your User 1Dz JosSmi
Your User Pazsword:
You can kogin and complete your first set of SIFT input at http:/ fwww managerinstantfeedback. com/SIFT/ respondent_index. php
A few facts that you should know before you begin the SIFT survey.
1. There are no names attached to any of the survey inputs, so your feedback iz ensured to remain completely anonymous. B
cores of the participant responses will be able to be instantly reviewsd by reguestor and will be displayed over time to show the performance trendin
iy the requestor will have the ability to see the distribution of the scor of each numeric ratings and 2 of respondents for each of the individual guestions), but
they will not be able to se= who the participants are.
5. The database collecting this information is owned and operated independently from your company. Mo data, other than the reports described in items 23 and 24, will
be available to anyone inside or outside of your company.
Process:
You will be asked to answer 3 certain number of survey questions (amount of questions determined by the reguestor). This should take only a few minutes to complete
by clickin = appropriate radio button with your computer’s mouss. Once you have completad the questions, click the submit button at the bottom of the screen and you
will be fin d.
2. You will have the opportunity to complete the same set of guestions only once every time interval, as determined by the reguestor. After completing the survey
guestions for the first time, you will receive an email notification at the start of a new time interval letting you know whan you can complete the next set of inputs for the
requestor . You will be only able to complete one survey in any specified time period.
If you have any guestions please contact the survey reguestor. )
Thank you,
The SIFT team

[£

o contact us at: SIFTsupport@magnaleader ship_com

S
i
i

If you have any technical guestions on SIFT itself, please fesl
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Respondents complete a your survey questions (LIFT Sample Survey Shown)

Survey Example - Internet Explorer provided by Dell

£ hitp:/fmanagerinstantfeedback.com/LIFT/default_survey_example.php ~| 42| & || Googte

File Edit View Favortes Tools Help

- o | G ookmarksy ocke: eck utolink = - AutoFi endtov ettingse
le |[C Gi Bookmarks- 49 blocked | " Check = 3 Autolink = ‘= Autafil Send & Setting
— - . »
% % [28]-| @ constant Contact: Contac...| € LFT - Defaut Survey Ex.. x| ] fi v B - & v |5 Page~ & Took v
1@ Protected mode is currently turned off for the Local intranet and Internet zones. Click here to open security settings. x

Standard Employee Survey

D Create Account

D Manager Login 1 - Strongly Disagree, 2 - Disagree, 3 - Neutral, 4 - Agree, 5 - Strongly Agree, N/A - Not A
Question
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.
Is consistent with his/her words and actions over time.
Shows genuine care for others.
D shou Results Promotes an organization culture that allows people to cooperatively perform as a team.
Instills his/her level of confidence in others.
_ |[Empowers employees to achieve the shared goals of the organization.
_|Creates plans that go beyond the shori-term horizon.
_|Consistently moves the arganization forward when in a changing environment.
. |Prepares the organization to excel at producing goods and services that the customers want and need | ©

=
o

D Employee Login

D Examples

D Buy How
D contact Us

D Manage Employees

e Bl E2 el Pl B D

1 IN] IN] [N IS [ P P PN TN TN T
wlwlwlwlwlwlwlwlwlwlow]u
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Once your account is set-up and you want to check your data, add/delete respondents or
change the frequency of feedback.

/5 LIFT - Bxample Employee Email Reminder - Internet Explorer provided by Dell

2 | hitp://managerinstantfeedback.com/LIFT/emp_reminder.html v | 2| x | Google L~

File Edit View Favorites Tools Help
Google (G~ Il sﬂ.@ @‘ ¥ Bookmarksw (549 blocked ‘ % Check ~ 3 Autolink = || ZutsFill (e Sendtow 4 () Settings~
W [@ LIFT - Example Employee Email Reminder [7I 5~ v v [hPage v {hTooks v

18 Protected mode is currently tumed off for the Local intranct and Internet zones. Click here to open security settings. x

Employee Reminder Email

It is now time for you to complete the next set of LIFT feedback for your manager. Please go to
http//www managerinstanifeedback com/LIF T/emplovee_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

/2 LIFT - Bxample Manager Email Reminder - Intenet Explorer provided by Dell =X

& httpi//managerinstantfeedback.com/LIFT/man_reminder.html e o -

File Edit View Favorites Tools Help
Goaogle |G- |Z|Go+@ vf)| ¥ Bookmarks~ & 49 blocked

- . ™
v 4k IguﬁrﬁﬁmplaManagerEmawlRamlnder I l f) v B v = v [ Page v ) Took v

"8 Check = § Autolink = | AutoFill (e Sendtow 1 () Settings~

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

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

Once every interval of your choice (2 weeks, 1 month, 2 months or 3 months)
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you and your respondents receive a reminder email to keep the feedback coming.
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Checking your Results — Once respondents have begun providing input

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

D SIFT Not all valuas anterd.
D Create Account Pleasze enter a usernams and a password.

=

.
m— Owner Login

;
& ontact Us Login ID
Password

Forgot vour password?

= -
Step 2 - Click on the lower left hand side of your screen.

Step 3 - Choose the Date range you prefer (Biweekly suggested for first 2 months of
viewing)

Choose Analysis Date Range

Options

@ Biweekly

) Monthly

© Quarterly

© Yearly

) Specific Date Range
= View Comments

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

Color|Value Range
| S

250-399
4.00-5.00
LEGEND: I - 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 4.00 1 4.00
successfully. - i
2. Derives satisfaction from helping emplovees succeed. 0.00 0.00 0.00 3.00 1 3.00
3. [Meaningfully uses the feedback provided by others. 0.00 0.00 0.00 3.00 1 3.00
3 Constantly looks for opportunities to grow histher 0.00 0.00 0.00 4.00 1 4.00
emplovees. - -
5. I.S consistent with his’her words and actions over 0.00 0.00 0.00 5.00 1 500
time. —
6. |Shows genuine care for ofhers. 0.00 0.00 ooo  [EGN ! 2.00
7 Promotes a.ﬂ organization culture that allows people 0.00 0.00 0.00 1.00 1 300
to cooperatively perform as a team. - -
8. [Instills his/her level of confidence in ofhers. 0.00 0.00 oo [N ! 1.00
9. Empnwet:s ET:nployees to achieve the shared goals of 0.00 0.00 0.00 4.00 1 4.00
the organization. - -
10. |Creates plans that go beyond the short-term horizon. 0.00 0.00 0.00 3.00 1 3.00
1L Conmst.mtly m.cwes the organization forward when in 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 12 317
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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
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@ Distribution - Mogzilla Firefox

o ‘ http://managerinstantfeedback.com/LIFT/distributio fﬂ

Response Distribution for Question 1
from Oct. 19 2008 to Oct. 29 2008

mvme Range

L s
250-3.99

[ 4.00-5.00
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ree, 3 - Neutral, 4 - Agree, 5 - Strongly Agree, N/A - Not Applicable
Question: "Is effective at consistently completing Average Score Questio
; " estion
projects successfully. 2008 to |Sep. 19 2008 to [Oct. 04 2008 to |Oct. 19 2008 to |Respondents Total Ave
182008 | Oct. 03 2008 | Oct. 18 2008 | Oct. 29 2008 ’
I - Strongly Disagree, 2 - Disagree, 3 - Neutral, 4 -
Agree, 5 - Strongly Agree, N4 - 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 |Freqnency 00 0.00 0.00 1 4.00
|Vah.le 1 Responses | 0.00% |0 responses
|Value 2 Responses | 0.00% |0 responses 00 0.00 0.00 ! 200
|Value 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 4.00
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?

| .
Click M on the left hand side of your screen.

—

Manage

Participants

L

| FParticipant

|Checkma rk to Remnrel

Kevin sammare Brvaldens s

Add Participant

| New Farticipant Username|Checkmark to Add |

] [a] |

1
CE—

Time Period Intervals

| AManager Survey

Current Interval|
[Mew Interval

1 Wasks

Chocss it

[

naw |
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Questions?

Please contact: SIFTSUPPORT@ Magnaleadership.com
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