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OPTION 1:
ACCEPT INVITATION VIA EMAIL

o v 4, <« -~ - Youwill receive an email from the
To: I v 2 6:29 AV T " .
voar ICEEN Index. Select "click here" to begin
You have been invited by Iopanilcipale in the CELO Index. The CELO Index accepting your invitation.*

is a digital tool that r key ip cap to personal and
professional growth. Leveraging 20 years of groundbreaking, peer-reviewed empirical
research, the CELO Index assesses individual capacities, maps team assets, and evaluates
program impact - each with the option for additional 360 feedback. By comparing your scores
with national and pecific ber - and by ing down the distinct knowledge,
behaviors, atlitudes, and skills that cultivate effective leadership - the CELO Index provides a
strategic roadmap to elg ential and deepen your impact.

mll
[

Participation is easy, just click here to ept the invitation then follow the instructions to set up
your profile or you manchoose 10 ine the invitation. If you already have an existing CELO
Index profile, you may simply sign in. Once you are signed in you will then be directed to the
user dashboard where you will have access to the survey.

Your participation is greally appreciated, thank you in advance!

Sincerely,

*Emails may initially go to Spam folder.

The Aspen Index Support Team

2 lavitation Select "Accept."

You have been invited to participate in the Aspen
Institute Leadership Development Index.

Please click to Acc; of ;; ;

| oww |

3 Invitation Insert the email in which you received your
You have been invited to participate in the Aspen
invitation, then press "Continue."

Institute Leadership Development Index.
Please enter your email to continue

Email*

sample.email@domain.com

From this point, if you do not have an account
created, you will begin the account creation
process. If you already have an Index account, the
site will prompt you to log in.
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OPTION 2:
REDEEM KEY DIRECTLY

Once you receive your key (code), visit my-
index.expandingleadership.org/haveAKey,

Select "Have a key? Please click here."

2 " Hove an initaton? Input your key into the box that reads

e "Have an invitation key? Please enter it
r“vcw.wlw‘mln-ﬂenk‘-.w ) belOW"

Then, select "Continue."

3 itation Select "Accept."

You have been invited to participate in the Aspen Institute
Leadership Davelopment Index.

Please click to Accept or mdlE-.

] |

4 Invitation Input your email and select "Continue."

You have been invited to participate in the Aspen
Institute Leadership Bevelopment Index.

Please enter your email to continue

From this point, if you do not have
E— an account created, you will begin
the account creation process. If you
already have an Index account, the
site will prompt you to log in.
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CONFIGURE YOUR INDEX

For both Index: Individual and Index: Individual + 360

If your Index purchaser did not select capacities for you, you will have the option to
select your capacities as the user (Step 2).

All users will be asked to select their cohort comparison (Step 3).

.I T T Click the key icon to configure
your key.

Home
Your invitation has been completed X
Keys-
My Keys
Individual
lanage o on Date Purchaser
Closed 9/19/2022 /512024 Purchase
Name
’ ;
Assigned 104102022 /512024 E
N

Closed 912712022 311972024

2 T F——— Select the six capacities that you
would like assessed.

Configure Key
Capacities

Plasso seloct your six () Capacites and chck Salect Cohort balow to select your proferred comparison cohort

1 v select capacity. 2 Select capacity - 3 Solect capacity
5 Select capacity v & Select capacity
Sl omparison 1o chaoso from a st of por

Integrative Thinking
Integrity
Leadership Efficacy

3 P MR G || GRS B e, Select your co hort comparison
Contigmalitey group, review your selections, and
Capacities | . " "
e click "Save.

Arts and Humanitios

T ASY giclagial scences igagement - 3 Collaboration

4 Critical Que Business | Competence. - & Curiosity

)
£og
g g
]
F
2
.

A cohort comparison group is a tool to
o f— assess your results in comparison to
i e - other Index users in your selected field.

Selected:
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ADD YOUR EVALUATORS:
INDIVIDUAL + 360

Once your key is configured for capacities and cohort comparison groups, you will
have the option to add your evaluator(s).

1 Home  Manage Purchases My Keys = @ Edit Profile G Logout =0
Keys
My Keys
Individual
[LELET-T3 Alert 360 Disposition Date Expiration Purchaser
L]
Closed 10/25/2022 4/25/2024  Purchaser
Name
s 08
Assigned 10/25/2022 472512024 Furchaser
Purch:
@ o Completed 10/25/2022 412512024 o

Click the person icon to add your evaluator(s).

Home  Manage Purchases  MyKeys @ Edit Profile

" Betavio

Activate Keys

o B

Assign Save

Option 1 - Send a Single Key

Assign this key te:

E-mail Address.

Option 2 - Dewnload Keyl(s)

Numbar of keys to download 10

Confirmation

Option 3 - Send Multiple Keys

Email Addresses (max 10 emails), Remaining: 10

Upload Text [.TKT) File lnstead (One email per
line, max 10 emails)

Choose File  No file chosen

=

There are four options to invite your evaluators:
e Option 1: Send a single key to one evaluator.
o Option 2: Download keys / codes to send to evaluator(s).
e Option 3: Send multiple keys at one time by inputting multiple evaluator
emails OR uploading a .TXT file with evaluator emails.

Click "Next."

B
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ADD YOUR EVALUATORS:
INDIVIDUAL + 360

Home Manage Purchases My Keys @ Edit Profile [EQF. it

Activate Keys

1 e 3

Assign Save Confirmation

Email Relationship

EVALUATORS EMAIL Supervisor Peer Supervisee (O Other

<< Provious | Activate im

Select the relationship for each evaluator, then click "Activate."

4 Home  Manage Purchases  MyKeys ~@EditProfle  Golegowt oo 0

Activate Keys

1 z o

Assign Save Confirmation

The following emails were assigned:
EVALUATORS EMAIL (ROLE)

Review your selections, then click "Done."

N OT E Dear EVALUATORS NAME

You have been recognized as a valued colleague of NAME  and as such are being
invited to provide them with a 360 evaluation through the CELO Index Manager

If YOou up loaded an evaluator's A CELO Index 360 evaluation provides honest feedback that allows a

o keyholder to uncover unknown strengths and opportunities.
email into the system, they should

. . | h h Providing an evaluation is easy, simply click here to accept or decline the invitation.
recelve an emall such as the one If you accept, please follow the instructions to access the 360 survey. If you decline,
Sh own to th e rlg ht NAME  will receive an email informing them of your decision.

We appreciate your time and thank you in advance for your help with this
evaluation.

Sincerely,

The CELO Index Support Team
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RECLAIM EVALUATOR KEY:
INDIVIDUAL + 360

My Keys @ E » Logout
1 y Ky o g0 -
Home
Keys
ty Koys
Individual
Manage Alort 360 Disposition Dats [T e —
L] Closed 10/25/2022 4/25/2024 Purchaser Name
T Assigned 1002502022 472572028 pyrchaser Name
Assigned 1072652022 47252024 Purchaser Name
@ ¢ Complated 10/25/2022 42572028 purchaser Name
Panding 10/28/2022 4/28/2028  Purchaser Name
My Evaluations
Actions. Relationship Disposition Date Expiration Owner
Supenvisee Abanden 10212022 472472024 Owner Name
a Peer Assigned 10252022 41252024 Owner Name

Total: 2

Click the person icon to manage your evaluator(s).

2 Manage Keys Evaluators

Expiration: 00/00/0000

Capacitios:
=]
Manage Alarts Disposition Date Invite Cade Emall Relationship

Open 10/25/2022

Open 10025/2022

Open 10/25/2022

Open 10V25.2022

Opan 10/25/2022

Open 10v2s/2022

Open 10/25/2022

Open 10/25/2022

@ Pending 104282022
Assigned 10/25/2022

Click the circle icon to begin reclaiming your evaluator key.
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RECLAIM EVALUATOR KEY:
INDIVIDUAL + 360

Click the "Yes" button to reclaim your evaluator key.
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TAKE THE INDEX

1

Home Manage Purchase: My Koy @ Edit Profile * Logout
oy anage asos y Koys it Pro GO 0

My Keys

Individual
. Expiration Configuration  Purchaser

Assigned 10/25/2022 4/25/2024 View Sydnee Patterson

My Evaluations

Kristan Skandall

10/24/2022 42472024

Suparvisee Panding

. Tel: 1

Click the arrow icon to begin your Index.

NOTE

Home Manage Purchases My Koys @ Edit Profile * Logout
3 y Koy c Bata v1.0

My Keys

Individual
o Expiration T —

anage
P - | Assigned 10/25/2022 4/25/2024 @ Purchaser Name

My Evaluations

Suparvisea Panding 10/24/2022 4/24/2024

[

If you would like to review the capacities you (or someone else) chose, click
the "View" button.

This will give you a pop-up overviewing the selected capacities and cohort

comparison group.

Configuration

Copacitios:
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VIEW YOUR INDEX:
INDIVIDUAL REPORT

1 Keys

My Keys
Individual
Manage Alert 350 Disposition Date Expiration Purchaser
o Closed 10/25/2022 4/25/2024 Sydnee Patterson
<4 8 Assigned 10/25/2022 Af25/2024 Sydnee Patterson
F 4 Assigned 10/26/2022 4/25/2024 Sydnee Patterson

F ] Completed 10/25/2022 41252024 Sydnee Patterson

My Evaluations

Actions Relationship Disposition Expiration

T N Arssass ar s mmn armatnmns RS

Click the pie chart icon to begin the process of viewing your
Index report.

Report

Individual

Click the "View" button to view your Index report. The report will download
as a PDF file.
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VIEW YOUR INDEX:
INDIVIDUAL + 360 REPORT

-I m Moo Puchaws  Mykays | @dkPule  Glogon g 1o

Home
Keys
My Keys
Individual
Manage Alert. 360 Disposition Date Expiration  Purchaser
L] Closed 10/25/2022 4725/2024 Purchaser Name
s B Assigned 10/25/2022 4/25/2024 Purchaser Name
Assigned 10/26/2022 472572024 Purchaser Name
@ [ Complated 10/25/2022 442572024 Purchaser Name
Panding 10/28/2022 A/20/2024 Purchaser Name
My Evaluations
Actions Relationship Disposition Date Expiration Owner
Supervisee Abandon 10/27/2022 42402024 ‘Owner Name
] Peer Assigned 1042502022 4/25/2024 Owner Name

Total: 2

Click the person icon (the same icon used to manage your evaluator(s).

Home  Manage Purchases My Keys  @EditProfile [ Logout
2 g y Rey! - Qe Beta v1.0

Manage Keys Evaluators

Expiration:
Capacities:

Manage i Invite Code Relationship

V282022
Open 10/25/2022
Open 10/25/2022
Open 1042572022
Open 1042572022
Open 10/25/2022
Open 104252022
Open 10/25/2022

Click the "Close" button to close your Index report.
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VIEW YOUR INDEX:
INDIVIDUAL + 360 REPORT

Close key *

Closing these keys is ireversable. Gnce clased, you wil be notified of any
repans that are generated.

Ars you sure you want to Close these Keys 7

)

Confirm that you would like to close your Index and begin processing your
report by clicking "Yes."

After you close your Index, evaluators will no longer be able to submit
their responses.

4 Home  Manage Purchases  MyKeys @ EditProfle G Lagout -
Home
Keys
My Keys
Individual
[T— Alort 360 Disposition Date Explration  Purchaser
o Closed 10/25/2022 4252024 purchaser Name
s B Assigned 10/25/2022 4/25/2024  purchaser Name
Assigned 10/26/2022 4/25/2024  purchaser Name
@ 2 © Closed 1012872022 4252024 purchaser Name
Pending 10/28/2022 4/28/2024  Purchaser Name

Click the pie chart icon to begin the process of viewing your Index report.

CELO INDEX | USER GUIDE | 13




VIEW YOUR INDEX:
INDIVIDUAL + 360 REPORT

Click the "View" button to view your Index report. The report will download
as a PDF file.
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OPTIONAL:
PROVIDE SYSTEM FEEDBACK

® Edi >
1 Home Manage Purchases My Keys @ Edit Profile = Logout 1.0

Keys
My Keys
Individual
Manage Alert 3560 Disposition Date Expiration Purchaser 7
L] Closed 10/25/2022 4/25/2024 Purchaser E
Name EL
4 8 Assigned 10/25/2022 4/25/2024 Purchaser £
Name L3
e Assignad 10/26/2022 4/25/2024 Purchaser
Name
2 & Completed 10/25/2022 4/25/2024 Purchaser
Name

My Evaluations

Actions. Relationship Disposition Date Expiration Owner
Supervisee Abandon 10/27/2022 4/24/2024 Owner
Name
a Peer Assigned 10/25/2022 4/25/2024 Owner

Noam

To&al‘ 2

To provide feedback on the Index, click on the right side tab "Provide
Feedback."

Beta Tester Feedback

@ Please provide your feedback below:

Feedback Category
General Feedback

Categery seoct

Summary*

Description

Select the category for your feedback, provide a short summary, include a
description of your feedback, and click "Submit."
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