Performance Reviews Supervisors Guide: How to Start Performance Reviews

Step 1, Start Review.
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Dashboard Performance Review Admin
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Assigned to Me | My Reviews | My Team Reviews | All Reviews @ Start Review

Create Performance Review

Employee:

Position:

Supervisor:

Review Period: --Select-- ~
Department: --Select-- v

Step 2, Create Form.

Create Performance Review

Employee: Jared Smith [Compensation and Benefits Associate] = %
Position: Compensation and Benefits Associate

Supervisor: Joyce & Maynard [Director of Compensation & Benefits 4
Review Period -vear2025--YEAR 2026 ¥
Department: Human Resources ’
Template: Performance Review and Evaluation v G




Step 3, Send for Self Review.

+ Supervisor Review

Hon-Scored | Roport abic

Han Scorcd | Reportablc

Hon-Scarcd | Reportable

Kon-5Cared | Reportablc

Han-5Carcd | Rcpartalic

Kon-S5carcd | Reportable

B Add New Section

+ Supervisor Review -

+ Supervisor Review -

+ Supervisor Review -

+ Supervisor Review -

+ Supervisor Review -
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Won Scored | Reporiabie | ViEbic for Scif Rovicw

+ Self Evaluation - Future Goals & Objectives

Hon-Scored | Reporiabic | Visbic for Scif Rovicw

- Employee ID

Behavioral Summary

Performance Summary

Overall Rating

Goal Setting (since last review, if applicable)

Performance/Developmental Goals | {if applicable)

REPEAT that Process For all of Your Employees.
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Create Performance Review
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SCROLL DOWN,
CLICK HERE!

_l &' Send For Self Review

REPEAT!






