Org Dashboard -Share & Perform
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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.
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1 Once you're in Share and Perform, click Reviews on the left side
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Click Reviews

You are logged in as a partner user. Exit
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Click Change Cycle if you need to select a different cycle

a
You are logged in as a partner user. Exit
@ Home Dashboard Cycles Te | Team Dashboard ~ Org. Dashboard Reports  Exports
S Workspace »
2, Engagement » Performance Review with Goals [35” Add Users "] 'L,’ Change Cy*e ] [ﬁ Export VJ
o Parfarmisiea v Review Period: Jan 07, 2024 - Dec 31, 2024
@ Goals > My Org. v -
 Reviews ° >
Total Active Employees: 94
360 Reviews > < B s
& Active Participants: 0 0% 0% 0% 0% 0% 0%
Blocked Participants: 27
& Rewards » Active Participants vs Active Employees: 0%
Template Assigned | Template Shared LP Assignment Self Review Supervisor Review | Additional F
B Organization »
List View  Hierarchy View Select an option
® Support » S
© Admin. Settings Employee 3 o Job Title <+ Template & Status s LP % Employee Supervisor % Additio
Review
Select Q Filter - Actions v Actions. v Actions b Actions Actions. ¥
You can select and add users from your organization one at a time or add all employees in one go by using the ‘Add users to this cycle' button on th
| You are logged in as a partner user. Exit
@ Home Dashboard Cycles T I Team Dashboard  Org. Dashboard Reports  Exports
& Workspace »
Review Period: Jal ec 31,2024
2 Engagement »
Performance Revievi with Goals .
| Performance ¥
@ Goals > My Org- i b
@ Reviews o 4
Total Active Employees: 94
& 360 Reviews > Active Participants: 0 0% 0% 0% 0% 0% 0%
Blocked Participants: 27
& Rewards » Active Participants vs Active Employees: 0%
Template Assigned | Template Shared LP Assignment Self Review Supervisor Review | Additional
@ Organization »
List View  Hierarchy View Select an optiol
@& Support »
® Admin, Settings Employee %% Job Title ¥ Template ¥ Status s LP v Employee Supervisor ¥ };S\c‘ii::
Select Q Filter - Actions v Actions v Actions ~ Actions Actions w/

You can select and add users from your organization one at a time or add allrer'nployees in one go by using the ‘Add users to this cycle' button on il



You are logged in as a partner user. Exit

@ Home Dashboard Cycles T I Team Dashboard  Org. Dashboard Reports  Exports
8 Workspace »
Review Period: Jan 01,2024 - Dec 31,2024
2, Engagement »
Performance Review with Goals i ‘ [ Cancel J
e ¥ [ 1
e Performanics 2026 Annual Performance Review 2
@ Goals > Quarterly Cycle ‘
New Cycle l‘
@ Reviews o >
January DYN, ‘
& 360 Reviews > ‘ Performance < 0% 0% 0% 0% 0% 0%
~BIOCKEU Fay UCIPElIS. £7] 3
@ Rewards » Active Partidipants vs #ctive Employees: 0%
Template Assigned Template Shared LP Assignment Self Review Supervisor Review | Additional
B Organization »
List View  Hierarchy View Select an optiol
@& Support »
@ Admin. Settings Employee %x Job Title - Template = Status - LP v Employee * Supervisor ¥ ﬁ:f.:C
Select Q Filter > Actions . Actions o Actions i Actions o Actions ~

You can select and add users from your organization one at a time or add all employees in one go by using the ‘Add users to this cycle' button on tl
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accident.

You are logged in as a partner user. Exit

Home Dashboard Cycles Te | Team Dashboard ~ Org. Dashboard Reports  Exports
Workspace »
Engagement » Performance Review with Goals ] [@ Change Cycle ] [ﬁ» Export v J
Review Period: Jan 01, 2024 - Dec 31, 2024
Performance
Search & Add employees
Goals > My Org v -
Reviews o >
Total Active Employees: 94
360 R < B -
i ? Active Participants: 0 0% 0% 0% 0%
Blocked Participants: 27
Rewards 2 Active Participants vs Active Employees: 0%
Template Assigned Template Shared LP Assignment Self Review
Organization »
List View  Hierarchy View
Support » S
Admin. Settings Employee €3 = Job Title $ Template # Status s LP 3 Employee
select Q Filter - Actions v Actions v Actions v Actions v

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

Supervisor Review | Additional F

Select an option

a
s

Additio
Review

a .
- Supervisor

Actions

You can select and add users from your organization one at a time or add all employees in one go by using the ‘Add users to this cycle' button on th
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If we're going by individual, select the employees you'd like to add

Add Users to Cycle (Performance Review with Goals)

Employees

[1-20- |ores

Selected Employees

Select To Remove

Employees | 30 Job Title Hire Date
o Search Q
O Abigal A Employee3 Implenetation Specialist May 03,2016
AT Amber Demo Test Hugger Nov 15,2023
[0 As andystanley Pastor Sep 21,2020
O am Angela L Martin Training Manager May 08,2017
O AE arias Employee3 Implenetation Specialist Oct 20,1978
[0 AE Audrey M Employeetn  Trainer May 18,2004
0  BI BenButton IV Groomer Jan 26,1999
O 8 Benjamin Button Iv Server Jul 25,2018
= 259018
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Click Add

Add Users to Cycle (Performance Review with Goals)

Employees

O Employees | 0 Job Title Hire Date
Selected Employees

Select To Remove
O Employees | 0 Job Title Hire Date

Employees | 30 Job Title Hire Date
- a
AE Abigal A Employee3 Implenetation Specialist May 03,2016
AT Amber Demo Test Hugger Nov 15,2023
AS Andy Stanley Pastor Sep 21,2020
AM Angela L Martin Training Manager May 08,2017
AE Aria S Employee3 Implenetation Specialist 0ct 20,1978
AE Audrey M Employee10  Trainer May 18,2004
Bl Ben Button IV Groomer Jan 26,1999
Bl Benjamin Button IV Server Jul 25,2018
= Il 252018
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Click Save

Employees

| 1-30~ ylnfGS < >

(14

Employees | 30 Job Title Hire Date
Search Q -

O ae Abigal A Employee3 Implenetation Specialist May 03,2016
O AT Amber Demo Test Hugger Nov 15,2023
0 AS andy Stanley Pastor Sep 21,2020
O am Angela L Martin Training Manager May 08,2017
[0 AE Aras Employee3 Implenetation Specialist 0Oct 20,1978
[0 AE Audrey M Employeeto  Trainer May 18,2004
O B! BenButton IV Groomer Jan 26,1999
O Bl Benjamin Button Iv Server Jul 25,2018
= LY. ey & il 252019
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Cancel |

Selected Employees

Select To Remove

| Employees | 30 Job Title Hire Date
O ae Abigal A Employee3 Implenetation Specialist May 03,2016
[0 AT AmberDemo Test Hugger Nov 15,2023
] AS Andy Stanley Pastor Sep 21,2020
O AM Angela L Martin Training Manager May 08,2017
O ae Aria S Employee3 Implenetation Specialist Oct 20,1978

[0 A€ Audrey M Employeeto | Trainer May 18,2004
[0 Bl BenButton v Groomer Jan 26,1999
O = Benjamin Button IV Server Jul 25,2018

(| pu ~ . e — ml 252018

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.
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12 Check the boxes, or click the checkbox up top to select all.
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13  Click Assign
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Selected Employee: 2

T

~  Hierarchy View

dloyee %3 Job Title
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) Abigal A Employe. Implenetation Spec
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) Andy Stanley Pastor
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) Aria S Employee3 Implenetation Spec

) Audrey M Employ. Trainer
) Ben Button IV Groomer
) Benjamin Button IV Server

s Template % Status s LP
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& Assign - g
Assign - .
Assign - %
Assign - .
Assign = %
Assign = .

Assign s =

Assign - "

Employee %

Actions

Supervisor

Actions

1-30

s

- of30 ¢

Additional E

Reviewers
Action

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

Assign Template For Selected Employees

Select Cycle

Performance Review with Goals

Full Time Annual Review

Goals Review

RYANTEST

Review with Goals
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Service and Implementation Management Team

Service and Implementation

Select

Select

Select

Select
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Select
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15 Click Submit

Select Cycle

Performance Review with Goals

Full Time Annual Review select @
Goals Review Select

RYANTEST Select

Review with Goals -

test Select
Annual Service Review Select
Service and Implementation Management Team Select

Service and Implementation Select
v
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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.

£ Workspace »
&, Engagement » Performance Review with Goals (% Addusers v ] (& ChangeCycle | (s Export v |

Review Period: Jan 01, 2024 - Dec 31, 2024

L= Performance
@ Goals > My Org v =

@ Reviews [+ B
Total Active Employees: 94

3 360 Reviews > A A - o
[ Active Participants: 30
Blocked Participants: 27
& Rewards » Active Participants vs Active Employees: 32%
gned Tel LP
B Organization »
List View  Hierarchy View 1-30
® Support » Pt
© Admin. Settings Employee % = Job Title s Template % Status s LP s Employee % Supervisor % Additio
Review
Q Filter - Assign > v Actiops - Actions v Actions - Actions v
@ Abigal A Employe... Implenetation Spec... v 8 Share v Waiting Waiting +0
Amber Demo Test Hugger / ™ Share v Waiting Waiting +0
@ Andy Stanley Pastor & Assign - - - - +0
Angela L Martin Training Manager 4 Assign & 2 2 = +0
@ Aria S Employee3 Implenetation Spec... 4 Assign = = & - +0
@ Audrey M Employ. Trainer 4 Assign e = = = +0
B Assign - - - - °J

© Ben Button IV Groomer
—




sure you want to share

perforr e template for
dsce review?

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.

S Workspace »
&, Engagement » Performance Review with Goals | %t AddUsers v | ‘@ Change Cycle ] [:- Export v |

Review Period: Jan 01, 2024 - Dec 31, 2024

|~ Performance
@ Goals > My Org v -

T Reviews o >
Total Active Employees: 94

8 360 R & AT
[ SO 3 Active Participants: 30 7 0
Blocked Participants: 27
& Rewards » Active Participants vs Active Employees: 32%
B Organization »
List View  Hierarchy View 1-30
@ Support » p——
@ Admin. Settings Employee % -~ Job Title s Template # Status s LP 3 Employee % Supervisor % Additio
Review
Q Filter v Assign > v Actions v Actions Actions v Actions ¥
@ Abigal A Employe. Implenetation Spec. \ Shared v Pending Pending +0
Dan J Supervisor3

@ Amber Demo Test Hugger / 8 Share v Waiting Waiting +0
@ Andy Stanley Pastor 8 Assign - - - - +0
Angela L Martin Training Manager & Assign 5 : 2 = +0
@ Aria S Employec3 Implenetation Spec... B Assign - - 2 - +0
@ Audrey M Employ. Trainer & Assign o = - = c(;
@ Ben Button IV Groomer 4 Assign = G = 5 +0
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or supervisor has submitted their review.
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Workspace
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124 - Dec 31, 2024

-
w
94
7%
7
ctive Employees: 32%
Template Assigned
lew
b Job Title 2 Template %
Q Filter - Assign > ¥
e... Implenetation Spec... v
est Hugger v
Pastor B Assign
1 Training Manager & Assign
e3 Implenetation Spec... 4 Assign
oy.. Trainer 8 Assign
Groomer & Assign

Template Shared

Status s LP
Actions. X Actions

Shared v

4 Share v

LP Assignment

Self Review

Employee %

«®w

Actions.

¥ Actions hd

Supervisor Review

Supervisor

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

Additional Reviews HR Review

1-30 - of30 [ ¢ >
L J
s Additional HR s
Reviewers
4 Actions i
+0 Pending
+0 Pending
+0 =
+0 G
+0 -

= _ °
+0 N

»

Performance Review with Goals

Review Period: Jan 01, 2024 - Dec 31, 2024

My Org v

Total Active Employees: 94

Active Participants: 30

Blocked Participants: 27

Active Participants vs Active Employees: 32%

List View  Hierarchy View
Employee 8 i Job Title
Select Q Filter

@ Abigal A Employe...
@ Amber Demo Test
Andy Stanley
@ Angela L Martin
@ Aria S Employee3
@ Audrey M Employ...

Hugger

Pastor

Trainer

Groomer

e e

Implenetation Spec... ‘

Training Manager

Implenetation Spec...

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.

("j%v‘ Add Users VJ [IZ ChangeCyclej [&. Export VJ

Template Assigned

s Template %

= Actions a

Assign >

{ <Recall

5 Assign

3 Assign

5 Assign

L]
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B Assign
L]
~

% Accinn

3% 100%

Template Shared LP Assignment

Status s LP s
Actions .4 Actions v
Shared v
& Share

0 0% o
Self Review Supervisor Review | Additional F
1-30
Employee % Supervisor % Additio
Review
Actions v Actions v
" Pending -
0
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Waiting Waiting +0
5 % +0
= , +0
= = +0
= = +0
L4

11



20 Click Remove from cycle if you need to remove an employee all together.

& Workspace

2 Engagement

l~  Performance

8 Rewards

[ Organization

»

Performance Review with Goals

Review Period: Jan 01, 2024 - Dec 31, 2024

My Org. v

[r“,-; Add Users v] [@ Dhanget:ycle) [&. Export v]

2 w L]
Total Active Employees: 94
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Template Assigned Template Shared LP Assignment self Review Supervisor Review
List View  Hierarchy View 1-30
Employee 4& o~ Job Title + Template % Status s LP E Employee % Supervisor ¥
select Ramorsliomcyge Iter v <Recall Actions v Actions - Actions v Actions v
7 . : Pending
@ Abigal A Employe... Implenetation Spec... v Shared v Pending Dah J Supervisora
@ Amber Demo Test Hugger v 48 Share v Waiting Waiting
Andy Stanley Pastor 8 Assign = . 2 =
@ Angela L Martin Training Manager & Assign - - - -
@ Aria S Employee3 Implenetation Spec... & Assign = 4 = =
@ Audrey M Employ... Trainer B Assign L = = -
@ Ben Button IV Groomer 4 Assign - - - -
N . =g s e
S

Additional

Additii
Reviev

+0

+0

-
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