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Navigate to Talent Management >
Performance Management >

i Performance Dashboard.
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In the Active Reviews section, click the name of the employee to review their performance.
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---------- ) STEP3

Leave a rating, when prompted.

save it.

You can also enter a comment and click "Add Comment” to
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“ HADAD, DAVI  10/13/2021
1 rate myself as “Excelling” as the quality in my communications is visible from the content | create for our

tohow | setand expectations, to how
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subject matter experts to leam more about the communication topc.

Click "Add Signature” to sign and
date the review.

You may be prompted to type a
signature or use your mouse to
Create one.

Click "Save" to save your changes
to the review.
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Davina Ladad

A HADAD 10/13/2021
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STEP 5

Click "Send to Next Level!

STEP 6

Use the "Decision” and "Next
Reviewer” drop-down menus to
approve or deny the review and
choose to whom to send the
review, respectively.

When done, click “Submit” to
send to the next reviewer or
“Submit and Email” to send to
the next reviewer and include a
notification email.
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Visit the Help Menu for the most up-to-date version of this guide.
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