
Collecting Peer
Feedback using 
the Workflow
Tutorial for Laudio Leaders



Peer Feedback Workflow Overview
• Leaders initiate the process by sending an email from the

Laudio Peer Feedback workflow to the team member

• 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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Step by Step Tutorial
1) Click on “Peer Feedback” in the 
workflow menu on the left hand side of 
your Laudio homepage

You’ll see a list of all your team members, sorted by Peer
Feedback due date
(note: if sending to all team members collectively, you
will use a different method outlined in "Peer Feedback
via InForms")
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2) Click "Send Message" to create 
the outgoing message to the team 
member that will initiate the Peer 
Feedback process
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Team members appear “due” two months before 
the due date displayed

Leaders can initiate the peer feedback process 
when team members are “due” for peer feedback

To send a Peer Feedback request outside of this 
timeline, utilize the InForms toolbar

The due date is based on an anchor 
date selected by your organization 
(e.g. hire date, birth date, annual 

review date, or other)

Send Message
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Your organization’s default 
message will appear here. 

Consider your organizational 
guidelines before changing 

this message

3) Click Log in Profile and Proceed to Outlook to 
send the message to your team member

Copyright 2022. All Rights Reserved.

Click here to send the 
message from your email 
address

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
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4) Track Peer Feedback InForm 
responses in the InForms toolbar

5) Click “Complete” when 
feedback is received

Don’t forget to “complete” the 
interaction to reset the due date 
and track target achievement

Track who you’ve
reached out to Complete will reset the

due date to next year
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Count of responses
received

Track overall progress 
toward target



Step by Step Tutorial
6) You can find individual Peer
Feedback responses on the team 
member’s profile under “Activity”

Click on “More Filters” and select
“Peer Feedback” to filter for only
Peer Feedback-related content

Click ”View Response” to see 
the entire InForm
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