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Navigator

Step 1: On the Navigator, go to UP Employee Self Service > SPMS >
Performance Management.
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Appraisals

Step 2: Go to Plan and on Appraisal: Individual, Go to Task.
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Step 3: Go to Appraisal Scorecard with Status: Planned and click Rate
My Performance.
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My Appraisals @

My Appraisals

Appraisals of
You can download appraisals to complete them offline and upload the completed appraisals.
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Overview and Review

Step 4: Enter Actual Accomplishment.
Step 5: Enter Quality, Efficiency, Timeliness.
Step 6: Click Continue to proceed.

Update Standard Appraisal: Qverview
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View this link for QET Guide
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Step 7: Click Share with Main Appraiser.
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To make changes to the appraisal, click Back.
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Submit

Step 8: Click Submit.
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Share Appraisal Details with Main Appraiser

Click Submit to transfer ownership of this appraisal to the main appraiser.

Notification Message for Main Appraiser

Step 9: Status should be Ongoing with Main Appraiser.
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[Z5 Confirmation

Ownership of your appraisal has transferred to your main appraiser. You cannot update the appraisal again until the main appraiser returns ownership of the appraisal to you and requests your input.
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You can download appraisals to complete them offline and upload the completed appraisals.
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