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Create structured review cycles, select competencies, and assign the 
right employees.

1 Open
Access Performance Management

2 Configure
Set cycle details and review 
components

3 Evaluate
Select the competencies

4 Assign
Add employees to the cycle
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STEP 1

Open Performance Management
Access the workspace used to manage teams, goals, feedback, and review cycles.
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1 Open Performance Management from 
the platform navigation.

2 Select the Review Cycles tab.

3 Click + Review Cycle in the upper-right 
corner.

The dashboard also shows team members, active goals, feedback, and overall completion.
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STEP 2

Enter the review cycle details
Define when the cycle takes place and which types of review will be included.
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1 Enter a clear cycle name.

2 Select the cycle type and the start and 
end dates.

3 Enable Self Review, Manager Review, and 
Peer Review as needed.

4 Click Next to continue.
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STEP 3

Select the competencies
Choose the competencies employees will be evaluated against during this cycle.
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1 Select one or more existing competencies.

2 Use Add new competency when another evaluation criterion is 
required.

3 Review the selected count.

4 Click Create Cycle to save the review cycle.
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STEP 4

Review the new cycle
Confirm the dates, review components, competencies, and current assignment status.
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A newly created cycle remains in draft with 0 members until employees are assigned.
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STEP 5

Assign employees to the cycle
Select the people who should participate, then confirm the assignment.
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1 Click Assign to cycle on the review 
cycle card.

2 Select individual employees or use 
Select all.

3 Review the selected employee count.

4 Click Assign to add them to the cycle.
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