
Create an Interim Review:

For Employees -
Interim Review

1.  Begin at the Performance Appraisal Application Main Page.

2.  Select the pencil icon under the Update column to view the Update Performance Plan:

Overview page.

3.  Scroll down to Interim Reviews.

4.  Select the Create Interim Review button to view the Update Performance Plan:

Overview page.

5.  Scroll down again to Interim Reviews and enter information into the Employee Self-

Assessment for Interim Review field.

6.  Select the Save button to view the Update Performance Plan: Overview page.  The

Interim Review is now in a PENDING status.

7.  Select one of the following:

• Select the Transfer to Rating Official button.

• Select Logout at the top right side of the page to exit.

Update an Interim Review Self-Assessment:

1.  Begin at the Performance Appraisal Application Main Page.

2.  Select the pencil icon under the Update column to view the Update Performance Plan:

Overview page.

3.  Scroll down to Interim Reviews.

4.  Select the pencil icon in the Update column for your Interim Review to view the Update

Performance Plan: Overview page.

5.  Scroll down again to Interim Reviews.

6.  Enter information into the Employee Self-Assessment for Interim Review field.

7.  Select the Save button to view the Update Performance Plan: Overview page.  The

Interim Review remains in a PENDING status.

Employees - Interim Review
 Fall 2007



8.  Select one of the following:

• Select the Transfer to Rating Official button.

• Select Logout at the top right side of the page to exit.

Acknowledge a Completed Interim Review:

1.  Begin at the Performance Appraisal Application Main Page.

2.  Select the pencil icon under the Update column to view the Update Performance Plan:

Overview page.

3.  Scroll down to Interim Reviews.

4.  Select the pencil icon in the Update column for your Interim Review to view the Update

Performance Plan: Overview page.

5.  Scroll down again to Interim Reviews.

6.  Select the Acknowledge button.

7.  Select the Save button.

8.  Select one of the following:

• Select the Transfer to Rating Official button.

• Select Logout at the top right side of the page to exit.
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