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Org Dashboard -Share & Perform

Learn how to efficiently manage performance review cycles by assigning participants,
adjusting settings, and overseeing review statuses. This guide provides a clear
walkthrough for administrators to organize and process employee evaluations within
the platform.

1 Once you're in Share and Perform, click Reviews on the left side
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2 Click Reviews

3 Click Org. Dashboard
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4 Click Change Cycle if you need to select a different cycle

5 Choose the Cycle
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6 Choose Add Users and here you can either Add All Employees, or Search & Add to
select individuals. You can always remove employees here if you add any by
accident.
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7 If we're going by individual, select the employees you'd like to add

8 Click Add
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9 Click Save

10 Once you do that, you'll see all employees that you've added listed here. This
dashboard is where you can assign, remove and track the progress of these
reviews.
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11 All of these items have 'Actions' from the drop downs. You can use this to do
certain functions in mass, or you can do it by each individual employee. By clicking
the button in their row.

12 Check the boxes, or click the checkbox up top to select all.
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13 Click Assign

14 When Assigning, it will also ask you to select a template you'd like to assign.



9

15 Click Submit

16 Unless you have it set to Automatically share the review once it's assigned, you'll
need to click Share next and can also do this by individual, or in bulk with the
Actions drop down.
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17 LP will be Leadership Potential. If this is turned on, you'll see this showing here
after a review and their Leadership Potential is completed.
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18 If you click any of these you can go into the review and see the progress. If it says
Pending, they haven't started. If it shows a rating, you'll know that the employee
or supervisor has submitted their review.

19 If you need to undo any of these reviews, you can back track.
Open the Template actions menu and click Recall, to recall a review. This will
remove all progress the reviewers have made on this review.
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20 Click Remove from cycle if you need to remove an employee all together.


