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SuccessFactors Tips

One advantage of SuccessFactors is that it uses the Organizational Chart to automatically route
completed forms to the appropriate individual in the review process. This ensures that all the
individuals who need to see your form automatically receive it. It also allows you to follow the
flow of the form progress.

However, there may be times when you may need route the form to an individual that is not in
the default SuccessFactors routing sequence. In this case, you will use the Get Feedback
button to custom route the form to an individual that you choose. Examples for using the Get Feedback button
include but are not limited to:
e You are reviewing an employee that has transferred from another department. You would like to get their
previous supervisor’s feedback.
e You are reviewing an employee that is also managed by another team member and would like to get his or
her feedback.

Once the individual receiving the form through the Get Feedback button sends the form to the next step, the form
continues to progress through the original routing sequence.

Important Note: When using the Get Feedback button anyone that is forwarded the form will also continue to have
this form in his or her completed folder. They will have permission to view the finalized performance review
including ALL ratings and comments. You should therefore only use the Get Feedback option with individuals that
you would want to have access to the entire and completed review form.

If you want informal feedback, it is recommended that you obtain this feedback outside of the SuccessFactors
system.
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o You will be asked if you would like to
forward this form to the selected
person to ask for edits. Click the Send
To button.

Send To ALYCE HARTLEY

You're about to send this form to the next person(s) specified in the workflow.

Forward Form to ALYCE HARTLEY
to ask for Edits
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e When a form has been successfully
forwarded, you will see that the form
is in the Alternate Route User Step
under My Forms.

allowed to enter comments.
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e The individual selected during the Get Feedback process will be notified by email that they have
been forwarded a form to provide feedback. They are not able to rate an individual. They are only

e Another way to think of the Get Feedback button is as a detour in the routing sequence to get additional
information. It never replaces the original order based on the organizational chart.

e Individuals can also use the Get Feedback button to send their form to a peer or mentor to review.




