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Stage 6 – End of the Year Final Review – Employee 

 

You are now entering the self-review stage of the process. After receiving an email that announces this 

stage, employees can log in and start their self-review. Employees can add comments, link journal 

entries or upload documentation for support. They must also rate themselves against each item. 

What you need to do                      What you will see 

STEP 1: 

Access your review via the 

performance module.  
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You will be taken to the tabular 

view again. Navigate through 

each tab and each item in the 

tab. 

You will not be able to EDIT any 

text. You will only be able to 

add comments or link journal 

entries against each entry (job 

duty, goal, development plan 

etc.) 

 

 

STEP 2: To Add comment:  

• Click Add comment 

• Enter text 

• You have two options: 
o Click Save & 

Share to publish 
for viewing by 
supervisor, OR 

o Click Save as 
Private to save 
text to only be 
seen by you. 
When ready to 
publish, click 
Save & Share. 

 

 

 

STEP 3: To Link journal entry or 

upload file.  

 

 



 
HUMAN RESOURCES INFORMATION SYSTEMS 

 
 

• Click the drop down 
menu next to Add 
comment 

• Select link journal entry 

• A listing of journal 
entries that you have 
sent will populate 

• Select the applicable 
entry and click Link 

 

 

 

• You will then see your 
journal entry text linked 
to your performance 
review 
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STEP 4: Rate yourself against 

each item. 

You will see a sliding scale. 

Move the marker as you see fit 

(does not meet goal, meets 

goal, exceeds goal) 

Comment and rate as 

applicable throughout each tab. 

 

 

STEP 5: Next steps tab 

You are able to add your final 

comments against your 

performance review as a whole. 

Once you have inputted this, 

click ‘go on to the next steps 

 

 

 

 

 


