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Birkman 360°® 
Birkman International, Inc. 

 
 
 
The Birkman 360° measures the perceptions of those who work with an individual by asking them how 
often this individual exhibits skills and behaviors ("competencies") that are critical to his/her work and to 
his/her organization's success. Critical competencies differ somewhat from one organization and from 
one role or functional area to another. But the Birkman 360° collects data on the entire range of 
competencies that characterize highly effective persons and their organizations. 
 
The Birkman 360° enables you to easily create 360° projects, send questionnaires to participants, track 
projects, and generate Birkman 360° reports. 
 
To get started, go to http://direct.birkman.com and log in with your Birkman-assigned username and 
password.   In the upper left hand section of the green menu you will see a link to the Birkman 360°.   
 
Click on the link.  If you do not see the link on your menu, please contact Birkman 360° Support at 
360Group@birkman.com or 1-800-215-2760. 
 

 
 
 
 

http://direct.birkman.com/
mailto:Birkman360Group@birkman.com


Then click the Project Menu button, shown below in the “Getting Started” section.   
 

 
 
 
PROJECT MENU 
 
The Project Menu (shown below) has five options: 
 

• Create a New Project 
• Current Projects 
• Archived Projects 
• Additional Options 
• HELP Information 
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CREATE A NEW PROJECT 
 
You will follow a series of 5 steps to Create a New Project.  We will review the specifics of each 
step in this document.  The steps are: 
 

• Select Project Subject 
• Verify Project Subject 
• Select Project Perspectives 
• Assign Perspectives 
• Send Emails to Perspectives 

 
 

Create a New Project: Select Project Subject 
 

 
 
 
Because the Birkman 360° offers the feature of mapping the competencies back to the 
individual’s Birkman Method® scores, it is advantageous to select the Project Subject 
from the Birkman database so that those scores can be utilized in the final report.  It also 
helps to avoid common spelling errors that may result from hand-entering the information. 
 
If you are uncertain whether the Project Subject has completed a Birkman Method® 
Questionnaire and would like to use The Birkman Method information in conjunction with 
the Birkman 360° report, please contact Birkman 360° Support at 
360Group@birkman.com or 1-800-215-2760.  

You may add a Birkman ID number to the project information later from the Run Reports 
menu.  

Project Subject HAS completed the Birkman Method® Questionnaire 

If the Project Subject HAS completed the Birkman Method® Questionnaire, you 
will be able to search your BirkmanDirect database for this person.  Enter a full or 
partial first and last name and click Search.  Any matches will appear in the 
Search Results box.  Highlight the desired person’s name by clicking on it, and 
then click Select. 
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Verify Project Subject 
 

If the Project Subject information is correct, enter the name of the Client 
Organization in the space provided and click the Next button. The entry 
in this box will not appear on the Report. It is for your reference only.  

To return to the Select Project Subject menu or to correct errors in the 
Project Subject information, click the Back button.  
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Project Subject HAS NOT completed the Birkman Method® Questionnaire 

If the Project Subject HAS NOT completed the Birkman Method® Questionnaire, 
simply type in the First Name and Last Name in the spaces provided, and then 
click Next. 
 

 
 

 
Verify Project Subject 

 
If the Project Subject information is correct, enter the name of the Client 
Organization in the space provided and click the Next button. The entry 
in this box will not appear on the Report. It is for your reference only.   

Because you selected “Project Subject HAS NOT completed the Birkman 
Method® Questionnaire”, the Subject’s Birkman ID No. is shown as 
N/A.  You may add a Birkman ID number to the project information later 
from the Run Reports menu.  

To return to the Select Project Subject menu or to correct errors in the 
Project Subject information, click the Back button.  
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Create a New Project: Select Project Perspectives 
 
To create the list of perspectives from which you plan to solicit feedback, highlight the 
perspectives in the Standard Perspectives window and click the Add button. The 
perspectives will then appear in the Your Selection window on the right of the screen. 
 
Since a 360° project must always include the Self perspective, Self has already been 
added to the Your Selection window.  You may specify as many of the standard 
perspectives as you wish.  You may also specify one user-supplied perspective.  We 
provide a default name of "Others", which you may replace by typing over it and then 
clicking the Add button.  
 
Except for Self and Manager, any perspective must include three or more persons, 
all of whom complete the questionnaire. Otherwise, responses from the perspective 
will not be presented in the final Report. For that reason, you may wish to combine similar 
types of respondents under the user-supplied perspective such as Others or 
Customers/Vendors.  
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Create a New Project: Assign Perspectives 

For each person who will provide feedback on the Project Subject, enter an email 
address in the box on the left, select the appropriate perspective, and press the Add 
button in the last column on the right. Be sure to include an email address for the Project 
Subject (the 'Self' perspective).  

Except for Self and Manager, any perspective must include three or more persons, 
all of whom complete the questionnaire. Otherwise, responses from the perspective 
will not be presented in the final Report.  

An Edit and Delete button are provided for each assigned perspective if you must modify 
or remove an email address from the perspective list. 
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Create a New Project: Send Emails to Perspectives 

You may now send emails to all persons in the project or selected persons in the project 
(or you may decide to send the emails at a later time).  The email will invite the recipients 
to participate in the 360° process for the Project Subject.   Click on the desired action and 
click Next. 

 

 
For your convenience, we have provided standard email messages. You can easily 
modify these messages by deleting the standard content and typing your personalized 
information into the boxes.  

You can use this utility to send email messages to project participants at any point in the 
process: to invite the recipient to participate in the 360° process, to remind the recipient 
to complete the questionnaire, or to thank the recipient for participating in the process.  
The utility includes an optional link to the 360° Questionnaire for recipients who have not 
yet completed the questionnaire. 

Once your email content is acceptable to you, click Send Email(s). 
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Email Confirmation 

 
This screen displays a list of the emails that were sent by our system to the 
recipients specified on the previous screen.   
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CURRENT PROJECTS 
 
The Current Projects section enables you to easily manage your current projects.  You may sort 
the table information by Project Subject, Date, or Client Org(anization).  Simply click on the 
column title of your choice and the screen will refresh with your sort selection. 
 
We will review the specifics of each Action Option.  From the menu you can 
 

• Check the Status of your Project 
• Edit a Project 
• Send Emails to Project participants 
• Run the Birkman 360° Report 
• Archive a Project 
• Revoke a Project 

 

 
 
 

  Current Projects:  Status 
 

For the designated project, click the Status button from the Manage Current Projects 
screen. The screen will display a list of all persons associated with that individual’s 360° 
project.  If a respondent has started the 360° questionnaire for the given Project Subject, 
a green check will appear in the Started column.  If that person has completed the 360° 
questionnaire, a green check will appear in the Completed column. 
 
If you wish to change a person’s perspective, email address, or delete the person from 
the project, click the Back button and select Edit from the previous screen. 
 
To email persons in the project, click the Send Emails button. 
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Current Projects:  Edit 
 
After creating a new project, you have 90 days in which you may edit a project before the 
Lockout Date elapses.  After the Lockout Date has elapsed, no revisions to the Project 
may be made. 
 
For the designated project, click the Edit button from the Manage Current Projects 
screen.  You will be returned to the Verify Project Subject screen and can click through 
each subsequent screen in the project setup process to incorporate any necessary 
changes. 
 
 
Current Projects:  Send Emails 

For the designated project, click the Send Emails button from the Manage Current 
Projects screen.  You will be returned to the Send Emails to Perspectives screen. 

For your convenience, we have provided standard email messages. You can easily 
modify these messages by deleting the standard content and typing your personalized 
information into the boxes.  

You can use this utility to send email messages to project participants at any point in the 
process:  

• to invite additional recipient(s) to participate in the 360 process 
• to remind recipient(s) to complete the questionnaire 
• to thank recipient(s) for participating in the process 

Therefore, you have the option to include a link to the 360 Questionnaire in your email so 
that the recipient can complete the questionnaire by following the link. 

Once your email content is acceptable to you, click Send Email(s). 

 



Current Projects:  Run Report 
 
For the designated project, click the Run Report button from the Manage Current 
Projects screen.  The screen will display various option settings for running the report 
and these will be explained in detail: 
 

• Display Score Mapping 
• Display  Ranked Item List 
• Indicate Critical Competencies (limit 3) 

 

 
 
 
 Run Report Option: Display Score Mapping 

 
Score Mapping is only available if the Subject has completed The Birkman 
Method® Questionnaire.  If you have selected “YES” to the Display Score 
Mapping option and you did not provide an associated Birkman Method® ID 
number in the project setup process, a screen will pop up and you will be asked 
to provide one: 
 

 
 
 
A Mapped Scores page will be provided for each competency in the report. 
 
The Mapped Scores overlay the Subject’s own Birkman Method® scores onto 
the specific combinations of Birkman Method® Interest and Component scores 
most likely to affect the competency in question. A person whose scores fall 
completely within the mapped areas will likely have the potential to perform at a 
high level on the competency in question.  
 
By the same token, a person with only a few matches against the Mapped 
Scores may nevertheless have gained significant insight into his or her behavior 
through experience and coaching and have developed a given competency to an 
unusual extent. As a result, the Birkman 360° responses may identify that 
competency as a significant strength.  
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 Run Report: Display Ranked Item List 
 
The Ranked Item List displays every statement in the 360° questionnaire, sorted 
by Average Score (from highest score descending to lowest).  It also details the 
Competency associated with that statement, as well as the Subject’s Self 
Evaluation for that statement.  If there is a tie for Average Score, the statements 
are secondarily sorted in alphabetical order by competency. 
 
 

 
 
 

  
 

Run Report: Indicate Critical Competencies (limit 3) 
 

Indicate Critical Competencies is a report option.  If you select Yes, the screen 
will refresh to display the 9 competencies that comprise the Birkman 360°, along 
with a check box beside each competency.   
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You may check up to 3 competencies that the Subject and/or the Subject’s 
manager have determined are areas of focus.  These 3 areas will be emphasized 
in the Action Plan at the end of the report (other competencies not marked as 
critical will be grayed out).   
 
 

 
 

  
Current Projects: Archive a Project 
 
Click Archive if you wish to move a project from Current status to Archived status.  A 
popup box will ask you to confirm that you wish to archive the project.   
 
 

 
 
 

If you click OK, the project is removed from the Manage Current Projects screen.  To 
reaccess this project for any reason, click on Archived Projects from the Project Menu 
screen.  You may un-archive the project at any time via the Archived Projects menu. 
 

 
 Current Projects: Revoke a Project 

 
Click the red  if you wish to revoke a project completely.  A project may only be 
revoked if no emails have been sent to participants. 
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ARCHIVED PROJECTS 
 
The Archived Projects section enables you to easily manage your archived projects.  You may 
sort the table information by Project Subject, Creation Date, Archived Date, or Client 
Org(anization).  Simply click on the column title of your choice and the screen will refresh with 
your sort selection. 
 
We will review the specifics of each Action Option.  From the menu you can: 
 

• Check the Details of your Project 
• Score Mapping 
• Run the Birkman 360° Report 
• Un-Archive a Project 
• Revoke a Project 

 

 
 

Archived Projects: Details 
 
For the designated project, click the Details button from the Archived Projects screen. 
The screen will display a list of all persons associated with that individual’s 360° project.  
If a respondent has started the 360° questionnaire for the given Project Subject, a green 
check will appear in the Started column.  If that person has completed the 360° 
questionnaire, a green check will appear in the Completed column. 
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Archived Projects: Score Mapping 
 
Score Mapping is only available if the Subject has completed The Birkman Method® 
Questionnaire.  If you have not provided an associated Birkman Method® ID number in 
the project setup process, a screen will pop up and you will be asked to provide one: 
 

 
 

 
Archived Projects:  Run Report 
 
For the designated project, click the Run Report button from the Manage Current Projects 
screen.  The screen will display various option settings for running the report and these will be 
explained in detail: 
 

• Display Score Mapping 
• Display  Ranked Item List 
• Indicate Critical Competencies (limit 3) 
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Run Report Option: Display Score Mapping 
 

Score Mapping is only available if the Subject has completed The Birkman 
Method® Questionnaire.  If you have selected “YES” to the Display Score 
Mapping option and you did not provide an associated Birkman Method® ID 
number in the project setup process, a screen will pop up and you will be asked 
to provide one: 
 

 
 
 
A Mapped Scores page will be provided for each competency in the report. 
 
The Mapped Scores overlay the Subject’s own Birkman Method® scores onto 
the specific combinations of Birkman Method® Interest and Component scores 
most likely to affect the competency in question. A person whose scores fall 
completely within the mapped areas will likely have the potential to perform at a 
high level on the competency in question.  
 
By the same token, a person with only a few matches against the Mapped 
Scores may nevertheless have gained significant insight into his or her behavior 
through experience and coaching and have developed a given competency to an 
unusual extent. As a result, the Birkman 360° responses may identify that 
competency as a significant strength.  
 
 

 Run Report: Display Ranked Item List 
 
The Ranked Item List displays every statement in the 360° questionnaire, sorted 
by Average Score (from highest score descending to lowest).  It also details the 
Competency associated with that statement, as well as the Subject’s Self 
Evaluation for that statement.  If there is a tie for Average Score, the statements 
are secondarily sorted in alphabetical order by competency. 
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Run Report: Indicate Critical Competencies (limit 3) 
 

Indicate Critical Competencies is a report option.  If you select Yes, the screen 
will refresh to display the 9 competencies that comprise the Birkman 360°, along 
with a check box beside each competency.   
 

 
 
 

You may check up to 3 competencies that the Subject and/or the Subject’s 
manager have determined are areas of focus.  These 3 areas will be emphasized 
in the Action Plan at the end of the report (other competencies not marked as 
critical will be grayed out).   
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Archived Projects:  Run Report 
 
For the designated project, click the Run Report button from the Archived Projects 
screen.  The screen will display various option settings for running the report and these 
will be explained in detail: 
 

• Display Score Mapping 
• Display  Ranked Item List 
• Indicate Critical Competencies (limit 3) 

 

 
 
 
  

Run Report Option: Display Score Mapping 
 

Score Mapping is only available if the Subject has completed The Birkman 
Method® Questionnaire.  If you have selected “YES” to the Display Score 
Mapping option and you did not provide an associated Birkman Method® ID 
number in the project setup process, a screen will pop up and you will be asked 
to provide one: 
 

 
 
 
A Mapped Scores page will be provided for each competency in the report. 
 
The Mapped Scores overlay the Subject’s own Birkman Method® scores onto 
the specific combinations of Birkman Method® Interest and Component scores 
most likely to affect the competency in question. A person whose scores fall 
completely within the mapped areas will likely have the potential to perform at a 
high level on the competency in question.  
 
By the same token, a person with only a few matches against the Mapped 
Scores may nevertheless have gained significant insight into his or her behavior 
through experience and coaching and have developed a given competency to an 
unusual extent. As a result, the Birkman 360° responses may identify that 
competency as a significant strength.  
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 Run Report: Display Ranked Item List 

 
The Ranked Item List displays every statement in the 360° questionnaire, sorted 
by Average Score (from highest score descending to lowest).  It also details the 
Competency associated with that statement, as well as the Subject’s Self 
Evaluation for that statement.  If there is a tie for Average Score, the statements 
are secondarily sorted in alphabetical order by competency. 
 

 
 
 
Run Report: Indicate Critical Competencies (limit 3) 

 
Indicate Critical Competencies is a report option.  If you select Yes, the screen 
will refresh to display the 9 competencies that comprise the Birkman 360°, along 
with a check box beside each competency.   
 

 
 
 

You may check up to 3 competencies that the Subject and/or the Subject’s 
manager have determined are areas of focus.  These 3 areas will be emphasized 
in the Action Plan at the end of the report (other competencies not marked as 
critical will be grayed out).   
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Archived Projects: Un-Archive a Project 
 
If for any reason you have archived a project and change your mind, you may click the 
Un-Archive button and the project will be moved back to the Current Projects screen.   
A popup box will ask you to confirm that you wish to un-archive the project.   
 
 

 
 

 
If you click OK, the project is removed from the Archived Projects screen and once 
again placed on the Current Projects screen.  You may re-archive the project at any 
time via the Current Projects menu. 

 
 
Archived Projects: Revoke a Project 
 
Click the red  if you wish to revoke a project completely.  WARNING: If you revoke a 
project from the Archived Projects screen, it is irrevocably deleted from our system. 

 
ADDITIONAL OPTIONS 
 
More information will be coming soon. 
 
 
HELP INFORMATION 
 
A PDF document containing this HELP file is available. 
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