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How do I add employees to the system and grant them access?  
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Scope of View – Who you can see 
                                Y = Access, N = No Access 

 Power User HR Manager Supervisor Employee 

Access your record Y Y N N 

Access all employee information Y Y N N 

 

 

Performance                            U = Update, N = No Access 

 Power User HR Manager Supervisor Employee 

Reviews U U U U 

Notes U U U U 

Goals U U U U 

Bulk Print U U U N 

 

 

Reports             U = Update, N = No Access 

 Power User HR Manager Supervisor Employee 

Employee Reports U U N N 

Performance Reports U U U N 

Administrative Reports U U N N 

 

 

 

 



 

  

Administration       U = Update, V = View, N = No Access 

 Power User HR Manager Supervisor Employee 

Employees U U N N 

Jobs U U N N 

Review Templates U V N N 

Competencies U V N N 

Groups U V N N 

Cycle-Based Reviews U V N N 

On Demand Reviews U V N N 

Options U U N N 

Company information U N N N 

Organizational hierarchy U U N N 

 

 

 

 
 

 



 

  

 

 



 

  

 



 

  



 

  



 

  

 



 

  

 



 

  



 

  

EMPLOYEE
1. Employee recieves an email notification to complete Employee Self-Review. 

2. Employee completes Employee Self-Review and clicks on Send to Appraiser. 

APPRAISER

3. Supervisor recieves an email notification to complete an Appraiser Review.

4. Supervisor completes Appraiser Review and clicks Send to Endorser (if Endorsers are included) otherwise, 

clicks Ready for Face to Face.

ENDORSER
5. Endorser recieves an email notification to complete Endorser Review.

6. Endorser completes Endorser Review and clicks on Endorse.

APPRAISER

7. Appraiser recieves an email notification to complete face-to-face discussion. 

8. Appraiser completes face-to-face discussion with the employee (the employee is not able to view the appraiser 

review online at this point; the supervisor needs to print a copy for the employee). 

9. Appraiser goes into PerformSmart and clicks Face-to-Face Complete (the employee will now be able to view 

the Appraiser Review online).

EMPLOYEE

10. Employee recieves an email notification to enter Post Review Feedback.  

11. Employee goes into PerformSmart and enters Post Review Feedback and clicks Submit.
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