


Once your team member has 

finalised and submitted their 

self assessment, you will 

receive an email in your inbox 

to complete the manager 

assessment

Name Team 

member

Name Team 

member



1. Click on ‘My Team’



2. Select the appropriate 

team member



3. Click on ‘My Contribution’

4. Click on ‘Performance Review 

Lifecycle’



5. (The end of year form is now 

open) click on ‘Manager 

completes manager 

assessment’



6. Scroll down – read the 

guidance for the reviewer



7. Click start = after 

reading the guidance



8. Scroll down

9. Read the reviewee’s EOY overall self 

assessment



10. Click ‘next’ once you have read the 

reviewee’s self assessment comments 



11. Scroll down



12. Add reviewer overall WHAT 

rating and comments 

13. Add reviewer overall HOW 

rating and comments 



14. Scroll down



15. Add the date when the 

conversation took place

16. Scroll down



17. Use the matrix and 

determine the final 

overall rating

18. Scroll down



NOTE: remember to submit your form 

once you have finalised your EOY 

comments 

(you cannot make further changes after 

you submit, when you submit the form 

as a line manager you will finish the 

EOY process)

19. Click on ‘save’

20. Click on ‘summary’



21. Scroll down

(green tick indicates completion of 

EOY feedback)










