
 

 
Employee System guide: 
How to complete the EOY in the system 
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1. Click on 
‘Performance’ 
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2. Click ’End of Year Review’ 
under ‘Review Lifecycles’ 
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3. Click on ‘generate’ to open 
your end of year form and add 
your self assessment comments 



 

4. Read through the guidance 
for the reviewee below 
5. Click ‘start’ 



 
 

 

 
 

 



 

 

 



 

 

 

 
 
 
 
 
 

 

 
 

9. Add your overall WHAT 
comments 
10. Scroll down further 



 

 
 

 



 
 
 
 
 

 

 

NOTE: remember to submit your form once 
you have finalised your EOY comments 

 
(you cannot make further changes after you 
submit, once you submit your line manager 
can finish their EOY feedback in the system. 
You will then you will need to confirm the 
comments made by your manager before you 
can officially submit) 



 
 
 
 

 
 

NOTE: Once you have submitted your review form it will 
go to your line manager for their input. Once your 
manager has completed their part, you will receive an 
email with the following text: 

“Following your end of year review meeting with your manager, they 
have now added their comments and your end of year rating on HR 
Connect. 

There is an additional step in the process this year for you to 
acknowledge their comments and rating.  Please log into HR Connect 
to complete this process and submit your form. 

Instructions on how to complete this final step in the process can be 
found here on pages 12-14.” 



 
 
 

 

 
 

Once you have received the email mentioned above, 

you will then need to go back into HR Connect and 

click on ‘Performance’. At this point, you will see 

the ‘Status’ under ‘Review forms’ states ‘In Progress’. 

Click this link. 



 

 

  

After clicking the link, you will see in the column at 

the left-hand side that 2 ticks are green and 1 is in 

grey. Click the one in grey ‘Acknowledging the End 

of Year review’. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 After clicking the Acknowledging the End of 

Year review link. This will take you to the 

page shown on the left. This page requires the 

tick box ‘Confirmed (required)’ to be ticked, 

then click ‘summary’ then ‘submit’. Your 

review form will then be complete. 


