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Create structured review cycles, select competencies, and assign the
right employees.
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STEP 1

Open Performance Management

Access the workspace used to manage teams, goals, feedback, and review cycles.

o Open Performance Management from
the platform navigation.

o Select the Review Cycles tab.

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

AlloraHR - Performance Management User Guide

Performance Management
Track and manage team performance
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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.

0 Enter a clear cycle name.

Select the cycle type and the start and
end dates.

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

Click Next to continue.
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New Review Cycle

Create a new performance review cycle for your organization.

Cycle Name *

| e.g.. Q1 2025 Performance Review

Cycle Type

Annual

Start Date * End Date *

B Pick adate B Pick a date

Review Components
Self Review
Manager Review

Peer Review

Cancel
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STEP 3

Select the competencies

Choose the competencies employees will be evaluated against during this cycle.

Select Competencies Select one or more existing competencies.

Choose the competencies to evaluate in this cycle.

Add new competency...

Use Add new competency when another evaluation criterion is
required.

1 selected

Uncategorized

[ @ Effective Communication

Review the selected count.

Click Create Cycle to save the review cycle.

Cancel Create Cycle
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STEP 4

Review the new cycle

Confirm the dates, review components, competencies, and current assignment status.

Performance Review Q2 2026  draft 02 (&3

B9 3/31/2026 - 6/29/2026 &, 0 members

Self Review Manager Review

0% 0%

Linked Competencies

Leadership Communication Technical Skills Teamwork

P Al Insights

Overall positive review cycle with strong self-review participation. Manager reviews trending behind schedule. 3 high performers identified, 2 employees flagged for development support.

O 2 Bias Alert & 3 Performance Risk »~2 5 High Performer 4> 1Engagement Drop

Peer Review

0%

Progress: 0/0

0% complete

Goal Completion

0%

2+ Assign to cycle L View insights

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.

° Click Assign to cycle on the review
cycle card. 2, Assign to cycle

Select employees to add to "Performance Review Q2 2026".
Selectall
Select individual employees or use A ——
SeleCt a” Accounts Payable - Finance & Accounting

Carlos Hernandez Ruiz
Business Development - Sales & Marketing

Diego Moreno Rios

Review the SeIeCtEd employee Count- Graphic Designer - Design / Product Design

Hector Cerezo

CEOQ / Founder - Management / Executive

Marfa Garcia Lopez
Sales Representative - Sales

Click Assign to add them to the cycle.

Oscar Delgado Avila
BPO Team Lead - BPO

Valeria Mendez Solis

Backend Developer - Engineering / IT
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