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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 and check if Status: Pending
Approval.

Step 4: Then return to Performance Management page.
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Notification

Step 5: On Notification Awaiting Your Attention section, click the Subject

to proceed to Approval Page. (Please take note of the Sent date if it is

within IPCR period)
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Approve Ratings

Step 6: Check the Ratings given by your Supervisor.
Step 7: If you are satisfied with the Ratings, click Approve.
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