





TLC Project Center

Add a Participant to a Project

Web address is hitps:/project-centertheleadershipcircle.com

You have just created a new Project and you are now ready to add your Participants.

Click the Blue “+ Add Participant” button.
Enter the details of your Participant.
Click Save Changes.
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TLC Project Center

Creating a password

Web address is hitps:/project-centertheleadershipcircle.com

To create a password, click “Forgot/Create password?”, enter your email address and
click “Send me reset password instructions.”

Watch for the “Reset password instructions” email in your in box or junk folder.

Click the “Create Password” link in the email and you’ll be taken to a page where you
enter a “New Password.”

If you need assistance, please contact alittle T C@theleadershipcircle.com.
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TLC Project Center

How to extend the completion date on a Project

To extend the completion date, you need to do so by before your Current Completion
Date expires

 Log into the Project Centre

* Click on Active Projects, and select your project

* Click on Run Report Date, choose your new date from the calendar

* Click on the Completion Date, choose your new date from the calendar

NB The system does not automatically advise survey takers that they date has been
extended, you may wish to send new emails to let them know.
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TLC Project Center

How to Order a Group Report

NB To add Participants to a group report they must have at least one complete
evaluator and their self survey must be completed.

* Log into the Project CentreGoto My Clients, find the client you want to create a
group report for and click
* Create group report.

OR

* Goto your Project Screen: click More Actions, and select Create Group Report
¢« Make your selections.
- You can enter multiple clients in the “Client’ field.
- You can Select the specific participants from these selected Client’s
Projects on the “Select Participants” screen
* The report will run automatically as part of this order process, and will be
available to download on the “Thank you for your order” screen.
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To start your TLC Project, log into the TLC Project Centre at:

(this is a unique site used by Certified
Consultants only).

Email: <your email address>
Password: <created by your when you first logged into the Project Centre)

Click the Forgot/Create Password? link if you need to reset you Password. Once
logged in, you can change your password through My Account.

¢ Click the + Create new Project blue button
e Enter your Consulting Company Name (this is your own name if you do not
have a Company Name)
- To verify this, please click Consulting Companies located in the Left Hand
listing on the home page.
- If this is not how you would like your account setup, please contact the
Client Services Team
*  Your name as the Consultant, should automatically populate (if it does not,
please enter your name)
e For your first order with a new client, click the Create new client link
- Enter the Client Name and Industry
« Type in your Project Name (this does not appear on the Report)
¢ Choose the Product that you are ordering (LCP or LCP-ME)
* Enter all other Project details as required
* Note that the Welcome to TLC Emails go either -
- When you click Send Invite found to the right of each Participant's Name;
- To send to all Participants at once click Send new Emails (found in the More
Actions dropdown); or
- At the Scheduled time that you setup in your Project (you can reach this via
the Options Tab)
*  You are billed by TLC Asia Pacific for completed Projects, up to 7 days after the
Completion Date.
¢  Your printed Profile report and Binder will be delivered to you within 3-5
working days after the Completion Date.

TLCGo! app, provides useful How To Videos and User Guides that walk you through
how to get around the site and how to take the Actions that you need to.
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Name of (Participant’'s) Company or Organisation (called a Client in the PC)
Type of Industry (Participant’s)

Group or title of Participant (Leadership Team, CEO, etc)

Do you want to include Short or Long Comments (refer below)

Completion Date for self-survey and receiving evaluator feedback

Run Report Date - this is usually the same business day as the Completion
Date, with delivery usually within 3-5 days.

Participant name and email address

Evaluator name and email address if you are setting up for your Participants

OUAWNS

0 N

You have an option for selecting Long or Short Write-in comments (included in the
cost of the Profile). TLC highly recommends that you select the Long Comments to
achieve more in-depth qualitative feedback.

What should he/she stop doing?
What should he/she start doing?
What should he/she keep doing?

NN

1. In your opinion, what is this person’s greatest leadership asset, skill or talent,
and what suggestions do you have for leveraging this?

2. In your opinion, what is this person’s greatest leadership challenge or area for
development, and what suggestions do you have for handling this?

3. What have you observed about this person about which you would like to
provide additional feedback to him/her that may not have been previously
addressed in this assessment?

N.B. Payment is required for profiles that are cancelled or not completed.

You are billed for the profile when the reports are run and the order completed. In
the event that you cancel the profile order after it has gone live, you will be billed
50% of the price, provided that the report has not been printed. You are responsible
for the full price when the report has been printed. For this reason we encourage
you to obtain a financial commitment from your client before ordering your LCP or
LCP-ME.

For further assistance, please contact your local Client Services Team
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The system does not automatically send email reminders to incomplete survey takers.
The date that a reminder was last sent, is shown on the Send Invite button.

¢ Login to the Project Centre

* Go to your Project by clicking Active Projects (if the Completion Date has
passed and your Project is no longer active, you will need to contact your
Client Services Team and request that the Project Completion Date be
extended).

¢ To send reminders to all incomplete survey takers:
- click More Actions and select Send All Reminders

 To send reminders to specific individuals:
- Using either the Participant Tab or the Evaluator Tab, find the person you
want to remind, and click the Send Invite button to the right of their name.

The content of all system emails can be edited. Go to the Participant Email or
Evaluator Email tabs to make changes to these emails.

Emails can be scheduled to be sent. Got the Options tab, and set the day and time

that you want the emails to go under the "Schedule sending of invitation emails”
section. This will send an email to all incomplete survey takers.

The Leadership Circle® www.theleadershipcircle.com

12



TLC Project Center

How to View/Download your Reports

e Click on My Reports (top bar of the screen)

* Look for your Project name, or use the available filters to find the Project
reports you are looking for.

e Click on the left hand order number to access your reports

* Click the left hand blue Download Reports (ZIP) button
- The reports will prepare for download

*  When Done, click the Download Reports (ZIP) button, this will download
zipped file of the 3 report files to your computer/device.

e Click the Close x button to get back to the Order screen

* Click the Red Logo or the Project Centre to return to the home screen
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TLC Project Center

Create a Project

Web address is hitps:/project-centertheleadershipcircle.com

Language dropdown menu is available on the login screen.

Use the “Forgot/Create password?” feature to create a password if needed.

Enter your email address and click “Send me reset password instructions.”

O CE=—

Forgot your password?

| & Email |

Send me reset password instructions

Login

Click “Create Password” in the email.
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TLC Project Center

The system will autofill the Consultant name. If you are an administrator managing
projects for multiple consultants, click the dropdown arrow on the right to select the
correct consultant.

Consultant

[ Marilyn DeMond x ']

The “client name” is your client’s company name. If the client company name already
exists, start typing the client company name and click on the name when the system
finds it.

If the client company name doesn’t exist, click on “create a new client.” Type the
client company name and select an industry for the client company from the
dropdown menu.

Client
Test Test

Pharmaceutical ¥  or choose an existing client

Enter a Project Name that when you see it, you will remember the project and
participants.

Project Name

Choose a name that will help you identify the participants

Executive Team

Click “Select Product” for Leadership Circle Profile or Leadership Circle Profile
Manager Edition. We are selecting Leadership Circle Profile.
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Most often used is “My participant can invite the evaluators.” This is an easy process
for the participant. However, you have the option, “I will invite the evaluators for my
participant.” If you invite the evaluators, you will need their email address, name,
relationship, and survey language. We have an optional csv file that you may fill in
and upload.

The number entered here is the number of evaluators your participant is required to
invite before the self-survey button becomes active.

Minimum Evaluations Per Participant?
This is the minimum number of complete evaluations a participant has to have to be included in the report. The minimum eligible is 5 evaluations.
If the participant is responsible for inviting his/her evaluators, he/she will have to invite this minimum evaluators before starting the self-survey.

Minimum evaluations per participant? 5

LEANT]

We recommend “Default demographics.” “Custom demographics” are currently

unavailable.

Report Demographics

® Default demographics
Custom demographics

If you received a promotional code, please enter it here.

If any survey taker clicks the Need Help link when taking a survey, you may select the
default email address ( ) or enter another email
address to receive the Need Help emails.

Need Help Email

support@theleadershipcircle.com

Click Next button

You may order any combination of printed and PDF manual and reports. PDF manual
and reports are available online with any order. The default option is:

* Binder with printed Profile interpretation manual

* One print of the participant report for the participant

* One print of the participant graph for the participant

*  One print of the coach report for the coach
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The evaluator receives the email below from notifications@theleadershipcircle.com if
this is their first survey in the Project Center. The link in the email is unique and
should only be used by the evaluator.

3k 3 3k %k >k k >k k %k k

SUBJECT: Welcome to The Leadership Circle
Dear ’

You have been asked to complete a Leadership Circle survey for
yourself or an associate. To begin using the survey-system, click the
link below, and create a password.

IT your link is not active; copy/paste it into your Internet Browser.

After creating your password, you’ll be taken to the “My Surveys”
page.

Note - If you need to login again after creating your password, your
account login ID is:

IT you have any problems logging in please contact us at
support@theleadershipcircle.com

Warm Regards,

The Leadership Circle

3% 3k ok ok ok ok ok ok ok ok

When the evaluator clicks the web address link in the email they will be taken to the
page below. A di erent language may be selected using the dropdown menu on the
right. The evaluator needs to create a password with 8 characters minimum including
at least one number (0-9) and one uppercase letter (A-Z). The password needs to be
reentered. Click blue “Create password” button. Passwords are good for six months.

_ = e |

B Poruguess

= £gisn

Create your password I:I Latin American Spanish
Bl chinese

& New Password @ Japanese

J#] French canadian

A Reenter New Password

Create password
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If the evaluator has previously been invited to complete a survey, they will receive the
Evaluator Invitation email.

3k 3k 3k %k 3k 5k %k %k %k %

SUBJECT: requesting feedback

Dear ’

I"m using Leadership Circle Profile™ to gain insight into how 1 lead

and interact with others. I"m asking you to take about 20 minutes to

complete an online survey about me. Please respond to each statement

to the best of your ability. Your anonymity is assured unless you are
my Boss or Boss®"s Boss, whose responses are reported alone.

Please note that your survey needs to be completed by [example: 23:59,
05 October 2017, Eastern Time (US & Canada)].-

To begin, click on the web address below:

http://project-center.theleadershipcircle.com/en-US/surveys/
796a7419c1dfbl1f017¥3-ad1425bc35

If you don"t have a password please use the Forgot/Create Password
function on the login page

IT the link is not active please copy/paste it into your browser
Thank you, in advance, for completing the survey.
[Participant Full Name]

[Participant Email Address]

3k 3k 3k %k 3k 5k %k k %k k
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TLC Project Center

Participant Survey Process

Web address is hitps:/project-centertheleadershipcircle.com

Language dropdown menu is available on the login screen.

Use the “Forgot/Create password?” feature to create a password if needed.

Enter your email address and click “Send me reset password instructions.”

O

Forgot your password?

| & [Email |

Send me reset password instructions

Login

Click “Create Password” in the email.
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Boss’s Boss (optional) - completes your Boss’s job performance appraisal. Invite one
or more. This person’s quantitative responses will be identifiable (not anonymous)
unless more than one boss’s boss completes, then the responses will be combined.

Boss - completes your performance appraisal. This person’s quantitative responses
will be identifiable (not anonymous) unless more than one boss completes, then the
responses will be combined.

Peers - know your work as a leader but doesn’t report to you or have input into your
performance appraisal. Invite more than three. Three need to complete the survey for
you to see the breakout data in this category.

Direct Reports - individuals you supervise and complete job performance appraisals
for. We recommend including all. Three need to complete the survey for you to see
the breakout data in this category.

Other - Invite at least three in the “Other” category. Others may include those in
other organizations; others you’ve worked with in volunteer organizations; other
close associates, constituents, vendors, customers, and/or customers/partners not in
the above categories.

Enter the evaluator’s email address, first name, last name, select relationship, and
click Add Evaluator. The invitation email is immediately sent to the evaluator.
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TLC Project Center

Section 2 is about the “Most E ective Leader” you have ever worked with.

BE cngish

My Surveys

Need Help:

Section 2 of 2

Most Effective Leader

In this section, you will no longer be evaluating Marilyn DeMond. Instead, identify who is the most effective leader
you have ever worked with (directly or indirectly). Answer these questions with THAT person in mind. At the

end of this section, you will be able to review and modify your answers.

P Start the Survey

Go back to survey list

Questions appear one at a time as you select each answer.

You will see the screen below when you have answered all questions in Section 2.

Self Survey for Marilyn DeMond

You are cu ly te

Thanks Marilyn,

You have answered all the questions for Section 2.

Review your Answers
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TLC Project Center

If you are importing participants for a Leadership Culture Survey, the groupl, group?2,
etc. refers to the participant, not to groupings for breakout reports. LCS participant
sample file below. The file needs to be saved as a CSV file.

When the file is ready, click “Browse File” and select the CSV file.

Import participants from CSV file

Upload your CSV file:

import_participants_sample.csv Browse File

Not sure about the format of the file? Download the CSV sample.

Upload Participants Cancel

After you select the file, click “Upload Participants.”

You will see a review page of the participants and/or evaluators to be uploaded. The
message says “participants” even though the list may be a combination of
participants and evaluators.

If the list is correct, click “It’s right! Complete import.”
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