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Appraisals – A User guide 

Appraisals are known as Performance Review forms (or PR Forms) in CompanyControls.   

Where are my PR Forms (Appraisals)? 

My Details > performance > Review > List 

This page is split into three boxes.  The search box at the top will search and display the information in the 

second and third boxes.  Initially this is set to only show Open PR Forms.  Change the status to see completed, 

withdrawn and cancelled PR Forms. 

My Performance Reviews lists all the PR Forms that have been issued directly to you.  These are your 

Appraisals and Performance Reviews. 

The box below lists PR Forms where you are named as the primary Reviewer most commonly the group 

manager. 

 

How to complete your PR Form 

When you are issued with a PR Form such as an annual appraisal you will receive an email which will include a 

link to the PR Form.   

Alternatively you can go to My Details > Performance > Review > List.  Ensure that the search status is showing 

Open PR Forms and click the Edit link next to the appraisal you wish to start completing in the ‘My 

Performance Reviews’ box. 

 

 

 

 

This will open the PR Form to be completed.  It comprises 3 areas: 
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Performance Review Summary Most Users will not be able to update the information in this area, this is 
restricted to the Primary Reviewer and PR Admins.   
 
The Digitally Sign facility is available to confirm that the PR Form is 
complete and that they agree to its contents.  Once Digitally Signed it is 
locked from changes by that person. 
 
At the bottom of the Summary area there are navigation links to any PR 
Forms that came before and after the current PR Form (i.e. last year’s 
annual appraisal). 
 
A Print button is available to print the current Submitted state of this PR 
Form.  This is useful for taking this information into a 1-2-1. 
 

Performance Review 
Completeness 

Some answers can be set as required.  While this does NOT make them 
mandatory it does highlight them in this area and against the answer 
where a mark appears next to the question to alert the user of a 
required answer.  (T) = Required Comment (S) = Required Score (Radio 
button).   
 
Questions and answers may be specified to be completed by either the 
employee or the primary reviewer (manager) or both.  This is also 
marked against the answer. 
 

 
 
This area can be temporarily hidden by using the Hide link next to the 
title of this box. 
 

Performance Review This is the main area to be completed by the employee and the primary 
Reviewer (group manager). 
 

IMPORTANT:  IT IS ESSENTIAL THAT YOU USE THE SUBMIT BUTTON AT 
THE BOTTOM OF THE PR FORM TO SAVE ANY CHANGES. 

 
If you update a question that is marked for use by someone else it will 
not be saved. 
 
Submitting your PR Form will change the status from New to In progress.   
 
When you are happy with the answers should you Digitally Sign off the 
PR Form which will change the Status to In Progress – with Reviewer.  
The primary Reviewer will also receive an email. 
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How to issue a PR Form (Manager) 

Where the PR Form is a one-off or the start of a series 

In these cases go to My Details > Groups > 

Employee name > Performance > Review > 

Add.  Choose the PR Form to issue, complete 

the remaining part of the Form and click 

Add. 

Alternatively go to my Details > Groups > Group name > Performance > Review > Add and follow the same 

procedure as above.  This way will allow you to issue more PR Forms more quickly. 

Where the PR Form is a subsequent one 

These PR Form will not be available in 

any Add screen.  In order to issue a 

subsequent PR Form the first completed 

one must be found.  To do this go to My 

Details > Groups > Employee name > 

Performance > Reviews > List and ensure that the status is showing Completed PR Forms.  The list of 

completed Forms will each have a ‘Create Next’ link next to them.  This will open an Add form that will list all 

the PR Forms that can follow the last one. 

An option is available when setting up the PR Forms to allow the owners of the PR Form to Create the next 

form for themselves.  If available, this is done by going to My Details > Performance > Reviews > list and ensure 

the status is Completed.  If available the Create Next link will show next to ‘My Performance Reviews’. 

 


