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For Employees, Managers, and HR Reviewers — navigating the
annual performance review, from KPI setup through final
approval.
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1. Signing in and navigation

Open the application URL in your browser and sign in with your username and password. Your username is your organization employee code (a 4-
digit number) unless you are an HR Administrator.

Sign-in page — a language switcher (EN / عربي) is available before and after login.

After signing in you land on the Dashboard, which shows organization-wide completion progress (visible to HR Administrators) or your own team's
progress (for managers). The left-hand sidebar is your main navigation; it adapts to your role — an employee sees only PM Form and their own
account controls, while a manager additionally sees their team, and an HR Administrator sees the full administrative menu.
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Dashboard — completion metrics, department breakdown, and a recent-activity feed.
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LANGUAGE

Click EN عربي /   in the top bar at any time. The entire interface — including PDF reports and emails — mirrors to right-to-left in Arabic.
Your choice is remembered on your account.
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2. Understanding the review workflow

Every annual performance review moves through a fixed sequence of stages. You will only ever be asked to act when the review reaches the
stage that is yours:

STAGE WHO ACTS WHAT HAPPENS

KPI Creation Manager Manager sets KPIs (with weights) and competencies for the employee.

Employee Acknowledgement Employee Employee reviews and acknowledges the KPIs/competencies set for them.

Manager Review Manager At year-end, the manager scores actual achievement against each KPI/competency and submits to HR.

HR Review — First HR First HR reviewer checks and approves.

HR Review — Final HR A different HR reviewer gives final approval (the same person cannot perform both HR approvals).

Completed — Final score and rating are locked in; the employee and manager are notified.

You will receive an email at each stage that needs your action, with a button that takes you straight to the review (no separate login step). The
same events also appear in your in-app Notifications (bell icon, top right).
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3. For Managers: setting KPIs and competencies

Open PM Form from the sidebar and select the employee (searchable dropdown). If the review for the current year does not exist yet, you will see
a blank form to fill in.
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PM Form — KPI Creation stage (Draft). The manager adds KPIs across four perspectives and sets weights.

1. Add KPIs under each applicable perspective — Financial, Customer, Internal Process, Learning & Growth — from the KPI Master list, and
set a weight (%) for each. The suggested weight range for each KPI is shown as guidance.

2. Add competencies (behavioral and/or technical) from the Competency Master list, with weights.

3. The total KPI weight and total competency weight must each sum to 100% before the form can be sent — the page shows a running total and
flags it in red until it balances.

4. Click Save Draft at any point to save your progress without sending it anywhere.

5. When ready, click Send to Employee. This locks the KPI/competency structure and notifies the employee.

NOTE

The exact KPI/competency weight split (e.g. 60% KPI / 40% competency) is determined automatically by the employee's job family and
grade — you do not set this split yourself.
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4. For Employees: acknowledging and self-assessing

When your manager sends your KPIs, you'll receive an email and an in-app notification. Open the link (or navigate to PM Form yourself) to review
what was set for you.
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PM Form — Employee Acknowledgement stage.

1. Review every KPI and competency and its assigned weight.

2. Add any comments in the Employee Comments field, if you wish.

3. Click Acknowledge. This is a formal confirmation that you have seen and understood what you are being measured against for the year — it
does not require you to agree with a score yet, since no scores have been entered at this stage.

Later in the cycle, once the achievement-entry window opens (typically toward year-end), you may also be asked to provide a self-assessment
and, where applicable, comments toward your own development plan — both are visible on the same PM Form page once that stage is reached.
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5. For Managers: end-year scoring and submission

Once the achievement-entry window opens (an HR-configured date, typically after the employee has acknowledged), return to the employee's PM
Form.
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PM Form — Manager Review stage, entering achievement scores.

1. Enter an achievement score (0–100) for every KPI and competency.

2. The system calculates the weighted score for each item, and the overall KPI score, competency score, and combined performance score
automatically as you enter values.

3. Complete the self-assessment/manager-comments fields as applicable, and optionally record a promotion recommendation (Yes / Borderline /
No) with comments.

4. Click Submit to HR. All achievement scores must be entered (no zeros left unintentionally) before this button becomes available.

TIMING
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"Submit to HR" only becomes available from the configured submission start date onward (an HR Administrator sets this under System
Settings → Performance Review). Attempting to submit earlier shows a friendly message with the exact date it opens.Performance Management System — User Guide
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6. For HR Reviewers: two-stage approval

HR Administrators review submitted forms in two independent stages, enforced so the same reviewer cannot perform both:

1. HR Review 1 — the first available HR reviewer opens the form (via PM Form Summary or a notification link), checks scores and comments,
adds any HR remarks, and approves.

2. HR Review 2 (Final) — a different HR reviewer performs the final approval. Once approved, the review is Completed: the overall rating is
finalized, the record is locked, and the employee and manager are notified by email.

If a submission needs correction, an HR reviewer can send it back to the manager (Return to Employee / Return to Manager) — see the
Administrator Guide's Workflow Administration section for the full set of recovery actions available to HR Administrators specifically.
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7. Reports

HR Administrators can generate four report types from the Reports page, each exportable as PDF or Excel:

Reports page — Employee, Department, Manager, and Overall Organization summaries.

REPORT SHOWS

Employee Performance
Report

Full record for one employee: scores, KPI/competency breakdown, comments, development plan, workflow history, and
approval history.

Department Summary All employees in one department for a review year, with scores, ratings, and completion status.

Manager Summary A manager's direct reports for a review year, with scores, ratings, and completion.

Overall Organization
Summary

Org-wide totals and a department-by-department breakdown for a review year.

Every export is generated fresh from the live database at the moment you click Export — reports are never cached or pre-computed, so they
always reflect the current state.
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Sample Employee Performance Report PDF, opened in a PDF viewer.
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8. Search: PM Form Summary

The PM Form Summary page is the fastest way to find and track reviews across the organization (HR Administrators and read-only "branch
viewer" accounts). Filter by department, employee, review year, status, or manager; results page at 50 rows at a time.
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PM Form Summary — filterable, paginated tracking grid.

Click View on any row to open that employee's PM Form directly.
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9. Notifications

The bell icon in the top navigation bar shows your unread notification count. Notifications are created for every workflow event that concerns you
— a review assigned to you, an acknowledgement received, a submission awaiting your review, a return-to-manager, a finalization — and can be
marked read individually or all at once from the Notifications page.
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10. Your account settings

From the top-right user menu you can change your password at any time (Account → Change Password). You will be required to change your
password on first login and whenever your organization's password-expiry policy requires it — the system will route you there automatically when
needed, preserving whatever page you were trying to reach so you land back on it after changing your password.
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