


1. Click on 

‘Performance’



2. Click ’End of Year Review’ 

under ‘Review Lifecycles’



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’



6. Read through the guidance

7. Scroll down



8. Select the overall WHAT 

rating



9. Add your overall WHAT 

comments

10. Scroll down further



11. Add your overall HOW rating

12. Add your overall HOW comments

13. Click save and scroll down 



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 system and also submit to close the 

review)








