
 
 

How to Complete Goal Ratings for 2023-2024 Annual Performance Reviews 

1. From your Performance Review Summary page, click on the task. 

 

2. Review the Overview instructions and rating scale. 

 

3. Scroll to the bottom of the page and click “Get Started”. 

 



 
 

4. Click on “Select Goals”. Your direct reports may have more than one goal. Select only 
the goals you want to assign ratings to for the purposes of the performance review. For 
example, an employee may have created a goal that was not required for the 
performance review, so you may not want to rate that goal. After selecting the goal(s) 
you want to rate, click “Add”. 

 

 

 



 
 
 

5. For each goal you selected, use the drop-down menu to choose a rating.  

 

 

6. Afte you have given each goal a rating, scroll to the bottom of the page and click “Save 
and Continue”. 

 



 
 

7. Review the overall rating summary, then click “Next”.  

 

8. On the sign-off page, enter your comments/rationale for why you gave the goal(s) the 
ratings you did, then electronically sign-off and click “Submit”. 

 

 

 

 

 

 

 

 

 

 

 

 

9. Your direct report will receive an email indicating that they need to review the goal 
ratings and sign-off for the performance review. When the direct report signs off, the 
2023-2024 annual performance review will be complete for that employee.  


