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HR Metrics Actions Participant Actions 

Quarter-end – March 31, June 30, September 30, December 31 

Prepare survey for distribution. Gather data onto Survey Worksheet 
(received at time of survey 

registration) 

Survey emailed directly to 
organization’s main contact named in 

database. 

Survey notification received.

Open survey using username and 
password. 

Collect organizational data. 
Submit required data (at a minimum). 

Survey Completed?
NO 

Exit survey. 
Data is autosaved. 

Gather missing data. 

YES 

Click “Submit” within 
survey. 

HR Metrics team available for 
questions. 

Re-open survey. 
Add missing data. 

Submit survey. 

Metrics team audits survey 
submission, confirms all data 

required has been submitted and 
closes survey period. 

Detailed organization reports 
generated and sent. 

Online HR dashboard updated. 

Receive metric benchmarking report 
for sector of choice 


