
Collecting Peer Feedback
using InForms
Tutorial for Laudio Leaders



Peer Feedback (via InForms) Overview

• Leaders initiate the process by sending an email from the
InForms toolbar to the team member(s)

• When the team member receives that message, they will
forward it to the peer(s) they choose

• The peer(s) complete the Peer Feedback InForm 
anonymously

• The Peer Feedback responses appear in Laudio

• Leaders may share Peer Feedback responses with the
team member
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Choose the “Peer Feedback” template if it is already in useOR
Click Add New Form if you do not see the inform in your list 

and choose the Peer Feedback template

OR

Click on 
InForms

1

Choose the “Peer Feedback” template if it is already in use OR
Click Add New Form if you do not see the inform in your list 

and choose the Peer Feedback template

2Step by Step Tutorial
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Click the symbol to adjust settings for
this form such as notifications and
reminders
• Responses will appear in Laudio and you may choose to also 

receive the responses via email
• InForms will be sent directly from Laudio and you may 

choose to receive an email confirmation for your records

1. Please list some of your peer’s strengths

2. Please list some constructive feedback about opportunities 
for your peer to grow

Consider your 
organizational guidelines 

before editing this template

InForm 
options
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Click ”Preview” to see how 
the InForm will appear to 
respondents
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4 Click Collect 
Responses

5 Click Select Group to choose multiple staff 
or begin typing a team member’s name

Tip: Do not remove the                              
placeholders that generate a unique link for each team member 
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Your organization’s default message 
will appear here. Consider your 
organizational guidelines before 

changing this message
Tip: You may filter for a 
specific role or team 
and select all
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Tip: When you click “Send Form” the InForm is sent directly from Laudio
(not via your email). If you’d like a copy of the message in your email you 
may choose this in settings
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Your organization’s default message 
will appear here. Consider your 
organizational guidelines before 

changing this message

6
Click Send InForm to send the 
message and InForm link to your 
team members

The message template will contain:
• Instructions for the team member receiving 

the feedback
• Text that the team member will forward to

their chosen peer(s)
• A link to the team member’s unique Peer

Feedback InForm



Toggle between views:
• All forms sent
• Only responses received
• Only responses pending

All Responses will be anonymous 
(unless the form contains a field for 
respondent name
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Tip: Send a reminder to any staff who
have not yet received responses
(configure reminders in Settings         )                 

This response is 
still pending

7 Track Peer Feedback InForm 
responses and send 
reminders as needed



Three options for viewing responses:
• Click “Export” to download all responses 

to a spreadsheet

• Click on a team member to view Peer 
Feedback in the activity section of their profile 
(filter for Peer Feedback to easily find 
responses)

• If selected (in settings) you may also receive 
responses via email

Copyright 2022. All Rights Reserved.

Step by Step Tutorial 8 View responses


