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P&DR How-to Guide 

P&DR FAQs 

For Reviewee 

1. How to login to the system 

2. How to download the P&DR template 

3. How to upload a P&DR Form or save a draft P&DR Form 

3.1 How to upload a revised PDR Form to the system 

3.2 Upload PDR Form after uploaded supporting document 

4. How to upload supporting document (s)  

4.1 Upload supporting document first (before upload PDR Form) 

4.2 How to upload additional supporting document 

4.3 How to upload revised version of supporting document 

5. How to submit your P&DR document 

6. How to find who is your reviewer and senior reviewer 

7. How to find all of your P&DR documents 

8. How to go back to ǘƘŜ Ƴŀƛƴ tϧ5w ǎŎǊŜŜƴ ŦǊƻƳ άaȅ tϧ5wǎέ ǇŀƎŜ 

9. How to download your P&DR feedback 

10. How to accept your P&DR feedback 

11. How to query your P&DR feedback 

12. How  to delete a draft P&DR document 

 

For Reviewer 

1. Iƻǿ ǘƻ Ǝƻ ǘƻ άRŜǾƛŜǿŜǊέ ǇŀƎŜ 

2. Iƻǿ ǘƻ Ǝƻ ǘƻ Ƴŀƛƴ tϧ5w ǎŎǊŜŜƴ όάRŜǾƛŜǿŜŜέ ǇŀƎŜύ ŦǊƻƳ άRŜǾƛŜǿŜǊέ ǇŀƎŜ 

3. How to find a list of your Reviewees 

4. How to download P&DR document submitted by your Reviewee  

5. How to upload your feedback to your Reviewee 

6. Iƻǿ ǘƻ Ǝƻ ǘƻ άhŦŦƭƛƴŜ tϧ5wέ ǇŀƎŜ 

7. Iƻǿ ǘƻ Ǝƻ ǘƻ Ƴŀƛƴ tϧ5w ǎŎǊŜŜƴ όάwŜǾƛŜǿŜŜέ ǇŀƎŜύ ŦǊƻƳ άhŦŦƭƛƴŜ tϧ5wέ ǇŀƎŜ 

8. How to uploŀŘ tϧ5w ŘƻŎǳƳŜƴǘǎ ŦƻǊ άƻŦŦƭƛƴŜ wŜǾƛŜǿŜŜέ  

 

For Senior Reviewer 

1. Iƻǿ ǘƻ Ǝƻ ǘƻ ά{ŜƴƛƻǊ wŜǾƛŜǿŜǊέ ǇŀƎŜ 

2. Iƻǿ ǘƻ Ǝƻ ǘƻ Ƴŀƛƴ tϧ5w ǎŎǊŜŜƴ όάRŜǾƛŜǿŜŜέ ǇŀƎŜύ ŦǊƻƳ άSenior RŜǾƛŜǿŜǊέ ǇŀƎŜ 

3. How to find a list of your Reviewees 

4. How to download a P&DR document submitted by your Reviewee  
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For Admin 

1. Iƻǿ ǘƻ Ǝƻ ǘƻ ά!ŘƳƛƴέ ǇŀƎŜ. 

2. Iƻǿ ǘƻ Ǝƻ ǘƻ Ƴŀƛƴ tϧ5w ǎŎǊŜŜƴ όάǊŜǾƛŜǿŜŜέ ǇŀƎŜύ ŦǊƻƳ !ŘƳƛƴ ǇŀƎŜ. 

3. How to add a reviewee to the system. 

4. Iƻǿ ǘƻ ŀŘŘκǊŜƳƻǾŜ ǊŜǾƛŜǿŜŜ ŀǎ άƻŦŦƭƛƴŜ ǊŜǾƛŜǿŜŜέ. 

5. Iƻǿ ǘƻ ŀǎǎƛƎƴ άŀŘƳƛƴέ ǊƻƭŜ to reviewee. 

6. Iƻǿ ǘƻ ǊŜƳƻǾŜ άŀŘƳƛƴέ ǊƻƭŜ from administrator. 

7. Iƻǿ ǘƻ ŀǎǎƛƎƴ άǊŜǾƛŜǿŜǊέ ǊƻƭŜ to reviewee. 

8. Iƻǿ ǘƻ ǊŜƳƻǾŜ άǊŜǾƛŜǿŜǊέ ǊƻƭŜ from reviewer. 

9. Iƻǿ ǘƻ ŀǎǎƛƎƴ άǎŜƴƛƻǊ ǊŜǾƛŜǿŜǊέ ǊƻƭŜ to reviewee. 

10. How to ǊŜƳƻǾŜ άǎŜƴƛƻǊ ǊŜǾƛŜǿŜǊέ ǊƻƭŜ from senior reviewer. 

11. How to assign/change reviewer for reviewee. 

12. How to assign/change senior reviewer for reviewee. 

13. How to reset P&DR document status from Submitted to draft. 
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P&DR FAQs 

What if the reviewer/senior reviewer assigned to me is incorrect? 

9ŀŎƘ ŘƛǊŜŎǘƻǊŀǘŜ ƎŜǘǎ ŀƴ Ψ!ŘƳƛƴΩ ǇŜǊǎƻƴ ǿƘƻ Ŏŀƴ ŜŘƛǘ ǘƘŜ ǊŜǾƛŜǿŜŜκǊŜǾƛŜǿŜǊκǎŜƴƛƻǊ ǊŜǾƛŜǿŜǊ 

relationships within their Directorate.  Please go to the following page for the P&DR administrator in 

your area: http://www.staffnet.manchester.ac.uk/employment/pdr/ 

How to change P&DR roles (reviewee/reviewer/senior reviewer) in the system? 

LŦ ȅƻǳǊ ǊƻƭŜ Ƙŀǎ ŎƘŀƴƎŜŘΣ ȅƻǳ ƴŜŜŘ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ ά!ŘƳƛƴέ ǇŜǊǎƻƴ ƛƴ ȅƻǳǊ ŘƛǊŜŎǘƻǊŀǘŜ ǘƻ ƳŀƪŜ ǘƘŜ 

change in the system for you. http://www.staffnet.manchester.ac.uk/employment/pdr/  

My P&DR has already begun, can I change my reviewer? 

You cannot change the relationships between reviewer and reviewee whilst the P&DR has begun, 

this can only be changed at draft or at the completed stage.  

I have two managers/supervisors what do I do? 

If a person reports to two reviewers, one will be set as a primary reviewer. Please contact your local 

HR partner to consult as to who should be the primary reviewer.  

Can I access the system from home? 

The P&DR system is not reachable outside of the University of Manchester network, unless 

connected via VPN.  

My P&DR document is failing to upload to the website?  

The file size limit is 10MB. You are allowed only 1 master document (PDR template) and 5 supporting 

documents as a maximum. 

Who can see my P&DRs? 

Within the system, only your reviewer and senior reviewer can see your P&DRs. Once you are 

assigned to new reviewer/senior reviewer, they will also inherit the access to your P&DRs. 

Who else can I contact if I have questions regarding P&DR? 

For any HR issues, or PDR guidance, please refer to HR page or contact your local HR Partner - HR 

partner.  

On the HR page, there are also FAQs for reviewee/reviewer to clarify questions you might have for 

P&DR process in general. 

System has timed out, what should I do? 

Once the system is timed out, you will need to refresh the page or re-authenticate to log back into 

the system. 

  

http://www.staffnet.manchester.ac.uk/employment/pdr/
http://www.staffnet.manchester.ac.uk/employment/pdr/
http://www.staffnet.manchester.ac.uk/employment/contact-hr/
http://www.itservices.manchester.ac.uk/our-services/my-it/vpn/
http://www.staffnet.manchester.ac.uk/employment/pdr/
http://www.staffnet.manchester.ac.uk/employment/contact-hr/
http://www.staffnet.manchester.ac.uk/employment/contact-hr/


Page | 4  
 

Can reviewer make further amendments to the PDR document after returning it to the Reviewee?  

This is possible. However, only one participant in the workflow is allowed to edit the PDR document 

at any one time. This prevents the Reviewer from amending their review notes after the PDR is 

returned to the Reviewee as the Reviewee will then potentially have two or more conflicting copies 

of the PDR document. If a Reviewer needs to make further amendments to the PDR document after 

returning it to the Reviewee then the Reviewee must be informed and should reject/query the PDR 

and resubmit it for review. 
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For Reviewees: 

1. How to login to the system. 

Go to https://mypdr.app.manchester.ac.uk and login with your University username and password. 

 

 

2. How to download the P&DR template. 

Once logged in you will be taken to the landing page which displays the generic P&DR template. 

 

The P&DR template is also available for download (with specific guidance applicable to each area) on 

the HRΩǎ tϧ5w site: http://www.staffnet.manchester.ac.uk/employment/pdr/  

 

  

http://www.staffnet.manchester.ac.uk/employment/pdr/
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3. How to upload a P&DR form or save a draft P&DR form. 

1: Select the year that your P&DR is produced for. 

 

2:  /ƭƛŎƪ ά¦ǇƭƻŀŘ ȅƻǳǊ tϧ5w ŦƛƭŜέ.  

3:  Select the document you want to upload.  

4:  Click  άOpenέ/ά¦ǇƭƻŀŘέ in the dialogue box to process the request. 

 

 

3.1 How to upload a revised P&DR Form to the system.  

A revised P&DR form can be uploaded to replace any previously uploaded draft/s before the 

document is submitted to the Reviewer.   

1:  /ƭƛŎƪ ά¦ǇƭƻŀŘ ŀ ǊŜǾƛǎŜŘ ŎƻǇȅέ 

2:   Select the document you want to upload.  

3:   /ƭƛŎƪ άhǇŜƴέκά¦ǇƭƻŀŘέ ƛƴ ǘƘŜ ŘƛŀƭƻƎǳŜ ōƻȄ ǘƻ ǇǊƻŎŜǎǎ ǘƘŜ ǊŜǉǳŜǎǘΦ 
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3.2 How to upload a P&DR form after uploading a supporting document. 

If you have already uploaded a supporting document:-  

1: Click  ƻƴ ά¦ǇƭƻŀŘ ȅƻǳǊ tϧ5w ŦƛƭŜέ. 

2: Select the document you want to upload. 

3: /ƭƛŎƪ άhǇŜƴέκά¦ǇƭƻŀŘέ ƛƴ ǘƘŜ ŘƛŀƭƻƎǳŜ ōƻȄ ǘƻ ǇǊƻŎŜǎǎ ǘƘŜ ǊŜǉǳŜǎǘΦ  

 

 

 

4. How to upload a supporting document/s. 

If you have already uploaded a P&DR form:- 

1: /ƭƛŎƪ ά¦ǇƭƻŀŘ ŀ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘ ŦƛƭŜέΦ  

2: Select the document you want to upload. 
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3: /ƭƛŎƪ άhǇŜƴέκά¦ǇƭƻŀŘέ ƛƴ ǘƘŜ ŘƛŀƭƻƎǳŜ ōƻȄ ǘƻ ǇǊƻŎŜǎǎ ǘƘŜ ǊŜǉǳŜǎǘΦ 
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4.1 How to upload a supporting document first (before uploading a P&DR Form). 

To upload a supporting document before uploading a P&DR form:- 

1: Select the year that your P&DR is produced for. 

 

2: /ƭƛŎƪ ά¦ǇƭƻŀŘ ŀ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘ ŦƛƭŜέ  

3: Select the document you want to upload. 

4: /ƭƛŎƪ άhǇŜƴέκά¦ǇƭƻŀŘέ ƛƴ ǘƘŜ ŘƛŀƭƻƎǳŜ ōƻȄ ǘƻ ǇǊƻŎŜǎǎ ǘƘŜ ǊŜǉǳŜǎǘΦ  

 

4.2 How to upload an additional supporting document. 

1: /ƭƛŎƪ ά¦ǇƭƻŀŘ ŀŘŘƛǘƛƻƴŀƭ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘ ŦƛƭŜέ  

2: Select the document you want to upload. 
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3: /ƭƛŎƪ άhǇŜƴέκά¦ǇƭƻŀŘέ ƛƴ ǘƘŜ ŘƛŀƭƻƎǳŜ ōƻȄ ǘƻ ǇǊƻŎŜǎǎ ǘƘŜ ǊŜǉǳŜǎǘΦ 

 

4.3 How to upload a revised version of a supporting document. 

To do so you will need to delete the existing document:- 

1: Click in to the corresponding checkbox (on the left of the document name). 

2: /ƭƛŎƪ ά5ŜƭŜǘŜέΦ 

 

 

To upload a revised version of the supporting document, follow the steps outlined in  4, 4.1 or 4.2 

(as required). 
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5. How to submit your P&DR document. 

/ƭƛŎƪ ά{ǳōƳƛǘ ŦƻǊ ǊŜǾƛŜǿέ ƻƴ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴ ŀƴŘ ŎƭƛŎƪ άhYέ ƛƴ ǘƘŜ ǇƻǇ-up window to confirm your 

request. 

 

 

 

 

! ŎƻƴŦƛǊƳŀǘƛƻƴ ǎŎǊŜŜƴ ǿƛǘƘ ǘƘŜ ƳŜǎǎŀƎŜ ά¸ƻǳǊ tϧ5w Ƙŀǎ ōŜŜƴ ǎǳōƳƛǘǘŜŘ ŦƻǊ ǊŜǾƛŜǿέ  indicates 

successful submission of the P&DR document and outlines the next steps. 
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6. How to find your Reviewer and Senior Reviewer. 

Hover  over your name at the top right of the screen to display the names of the Reviewer and 

Senior Reviewer. 

If the names displayed are incorrect  contact your Reviewer to amend them. 

 

 

7. How to find all of your P&DR documents. 

tŀǎǘ ŀƴŘ ŎǳǊǊŜƴǘ tϧ5w ŘƻŎǳƳŜƴǘǎ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǘƻ ǾƛŜǿ ōȅ  ŎƭƛŎƪƛƴƎ άaȅ tϧ5wǎέ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ 

the screen.  

 

 

 

  



Page | 14  
 

8. How to go back to the main P&DR screen from the άaȅ tϧ5wǎέ page. 

CǊƻƳ ǘƘŜ άaȅ tϧ5wǎέ ǇŀƎŜΣ ŎƭƛŎƪ άtϧ5w ¦ǇƭƻŀŘέ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ !ƭǘŜǊƴŀǘƛǾŜƭȅ ǳǎŜ ǘƘŜ 

άǊŜŦǊŜǎƘέ ƻǊ άǊŜƭƻŀŘέ ŦǳƴŎǘƛƻƴ ƻƴ ȅƻǳǊ ǿŜō ōǊƻǿǎŜǊ 

 

 

 

 

9. How to download your P&DR feedback. 

Once the Reviewer sends their feedback via the P&DR system you will be moved to the third stage - 

άwŜǾƛŜǿ CŜŜŘōŀŎƪέΦ ¢ƻ ŘƻǿƴƭƻŀŘ tϧ5w ŦŜŜŘōŀŎƪΣ ŎƭƛŎƪ ǘƘŜ ά5ƻǿƴƭƻŀŘ ȅƻǳǊ ǳǇŘŀǘŜŘ tϧ5wέ ƭƛƴƪΦ 
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10. How to accept your P&DR feedback. 

To accept the feedback sent ōȅ ǘƘŜ wŜǾƛŜǿŜǊΣ ŎƭƛŎƪ ά!ǇǇǊƻǾŜ tϧ5wέ ǘƘŜƴ άhYέ ƻƴ ǘƘŜ ǇƻǇ-up 

window to confirm your request. 

 

 

 

 

 

! ŎƻƴŦƛǊƳŀǘƛƻƴ ǎŎǊŜŜƴ ǿƛǘƘ ǘƘŜ ƳŜǎǎŀƎŜ ά/ƻƳǇƭŜǘŜέ ǿƛƭƭ ƛƴŘƛŎŀǘŜ ȅƻǳǊ tϧ5w Ƙŀǎ ōŜŜƴ ŎƻƳǇƭŜǘŜŘ Φ 
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11. How to Query your P&DR feedback. 

To query the feedback sent by the Reviewer:- 

1: /ƭƛŎƪ άvǳŜǊȅ tϧ5wέΦ 

2: /ƭƛŎƪ άhYέ ƛƴ ǘƘŜ ǇƻǇ-up window to confirm your request. 

 

 

 

 

3: Complete  the text box with your comments or request a meeting to review the feedback.   
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4: /ƭƛŎƪ ά{ŜƴŘέ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ǇǊƻŎŜǎǎΦ 

 

A confirmŀǘƛƻƴ ǎŎǊŜŜƴ ǿƛǘƘ ǘƘŜ ƳŜǎǎŀƎŜ ά¸ƻǳΩǾŜ ǉǳŜǊƛŜŘ ŎƻƳƳŜƴǘǎ ŦǊƻƳ ȅƻǳǊ ǊŜǾƛŜǿŜǊέ ǿƛƭƭ 

indicate the feedback has been sent.  

5: /ƭƛŎƪ άwŜǘǳǊƴ ǘƻ 5ǊŀŦǘέ to restart the P&DR process. 

 

 

12. How to delete a draft P&DR document. 

From the άa¸ tϧ5wǎέ ǇŀƎŜ, select the P&DR document to be deleted by clicking in to the checkbox 

that corresponds with the document, then click ά5ŜƭŜǘŜέ ǘƻ ǇǊƻŎŜǎǎ the request. 

bΦ.Φ hƴƭȅ tϧ5w ŘƻŎǳƳŜƴǘǎ ƛƴ ŀ ά5ǊŀŦǘέ ǎǘŀǘǳǎ Ŏŀƴ ōŜ ŘŜƭŜǘŜŘ 
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For Reviewer: 

1. How to go to the  άRŜǾƛŜǿŜǊέ ǇŀƎŜ 

Click άwŜǾƛŜǿŜǊέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

 

 

2. How to go to ǘƘŜƳŀƛƴ tϧ5w ǎŎǊŜŜƴ όάwŜǾƛŜǿŜŜέ ǇŀƎŜύ ŦǊƻƳ άRŜǾƛŜǿŜǊέ ǇŀƎŜΦ 

From the  άRŜǾƛŜǿŜǊέ ǇŀƎŜΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ the άtϧ5w ¦ǇƭƻŀŘέ ōǳǘǘƻƴ ƻǊ άwŜǾƛŜǿŜŜέ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ 

of the screen. 

 

 

 

3. How to find a list of your Reviewees. 

Gƻ ǘƻ ǘƘŜ άwŜǾƛŜǿŜǊέ ǇŀƎŜ to display a list of your reviewees. 
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4. How to download P&DR document submitted by your Reviewee. 

To download P&DR document submitted by your reviewee, you need to: 

1: Go to the  άwŜǾƛŜǿŜǊέ page 

2: Find the name of person you are downloading the P&DR document from. 

3: Locate the name of the relevant P&DR document to download. 

4: Select the document to download by clicking in the appropriate checkbox. 

5: CƭƛŎƪ ά5ƻǿƴƭƻŀŘέ to download the P&DR document from your Reviewee 
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5. How to upload your feedback to your Reviewee. 

1: Click Reviewer to gƻ ǘƻ ȅƻǳǊ άwŜǾƛŜǿŜǊέ ǇŀƎŜ 

2: Locate the name of person you are uploading the P&DR document to 

3. Identify the document entry you want to upload to. 

4. Select the relevant P&DR document entry by clicking the corresponding checkbox. 

N.B. A Reviewer can only upload a revised P&DR Form with the existing P&DR Form. Supporting 

documents do not need to be re-uploaded. 

5: CƭƛŎƪ ά¦ǇƭƻŀŘέ ōǳǘǘƻƴ  

6: Select  the document to upload,  

7: /ƭƛŎƪ άhǇŜƴέ κ ά¦ǇƭƻŀŘέ ǳpload in the dialogue box to process the request. 
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6. How to go to the άhŦŦƭƛƴŜ tϧ5wέ ǇŀƎŜ 

Click άOffline P&DRέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

 

 

7. How to go to ǘƘŜ Ƴŀƛƴ tϧ5w ǎŎǊŜŜƴ όάwŜǾƛŜǿŜŜέ ǇŀƎŜύ ŦǊƻƳ  the άhŦŦƭƛƴŜ tϧ5wέ ǇŀƎŜ. 

Click άtϧ5w ¦ǇƭƻŀŘέ ōǳǘǘƻƴ ƻǊ άwŜǾƛŜǿŜŜέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 
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8. How ǘƻ ǳǇƭƻŀŘ tϧ5w ŘƻŎǳƳŜƴǘǎ ŦƻǊ ŀƴ άhŦŦƭƛƴŜ ǊŜǾƛŜǿŜŜέ. 

1: Go to the άhŦŦƭƛƴŜ tϧ5wέ ǇŀƎŜ 

2: Select the year the P&DR will be uploaded for 

3: CƭƛŎƪ ά/ƘƻƻǎŜ ŦƛƭŜέ   

4: Choose the document you want to upload,  

5: Click άOpenέ ƻǊ ά¦ǇƭƻŀŘέ in the dialogue box to process the request. 

6: CƭƛŎƪ ά¦ǇƭƻŀŘέ ǘƻ ǳǇƭƻŀŘ ǘƘŜ tϧ5w ŘƻŎǳƳŜƴǘ 
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For Senior Reviewer: 

1. How to go to the ά{ŜƴƛƻǊ wŜǾƛŜǿŜǊέ ǇŀƎŜ 

Click άSenior wŜǾƛŜǿŜǊέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

 

2. How to go to ǘƘŜ Ƴŀƛƴ tϧ5w ǎŎǊŜŜƴ όάwŜǾƛŜǿŜŜέ ǇŀƎŜύ ŦǊƻƳ ǘƘŜ  ά{ŜƴƛƻǊ wŜǾƛŜǿŜǊέ ǇŀƎŜ 

Click on άtϧ5w ¦ǇƭƻŀŘέ ƻǊ άwŜǾƛŜǿŜŜέ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

 

3. How to find a list of your Reviewees 

Dƻ ǘƻ ǘƘŜ ά{ŜƴƛƻǊ wŜǾƛŜǿŜǊέ ǇŀƎŜ ǘƻ ŘƛǎǇƭŀȅ ŀ ƭƛǎǘ ƻŦ ȅƻǳǊ wŜǾƛŜǿŜŜǎΦ 
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4. How to download P&DR document submitted by your reviewee.  

1: Click Senior Reviewer 

2: Locate the name of the Reviewee 

3: Identify the document you want to download. 

4: Select the P&DR document to download by clicking in the corresponding checkbox. 

рΥ /ƭƛŎƪ ά5ƻǿƴƭƻŀŘέ ǘƻ ŘƻǿƴƭƻŀŘ ǘƘŜ tϧ5w ŘƻŎǳƳŜƴǘ ŦǊƻƳ ǘƘŜ wŜǾƛŜǿŜŜΦ 

Repeat steps 3-5 to download all required documents. 

 

 

 

 

  



Page | 26  
 

For Admin: 

 

1. How to go to the ά!ŘƳƛƴέ ǇŀƎŜ. 

To go to the ά!ŘƳƛƴέ ǇŀƎŜΣ please click the άAdminέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

 

 

 

 

2. How to go to the main P&DR screen όάǊŜǾƛŜǿŜŜέ ǇŀƎŜύ from the άAdminέ page. 

To go to the main P&DR screen from the ά!ŘƳƛƴέ ǇŀƎŜΣ ǇƭŜŀǎŜ ŎƭƛŎƪ ά.ŀŎƪ ǘƻ aȅtϧ5wǎέ ōǳǘǘƻƴ in 

the top right of the screen. 
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3. How to add a reviewee to the system. 

Go to ǘƘŜ ά!ŘƳƛƴέ ǇŀƎŜ: 

1: Click ǘƘŜ ά!ŘŘ wŜǾƛŜǿŜŜέ ōǳǘǘƻƴ. 

2: Search for the person by name, email address or SPOT ID, and then click the άCƛƴŘέ ōǳǘǘƻƴ. 

3: Choose the appropriate record by ŎƭƛŎƪƛƴƎ ǘƘŜ άǊŀŘƛƻ ōǳǘǘƻƴέ ƛƴ ŦǊƻƴǘ ƻŦ ǘƘŜƛǊ ǊŜŎƻǊŘ. 

4: CƭƛŎƪ ά!ŘŘ hƴƭƛƴŜ wŜǾƛŜǿŜŜέ ƻǊ ά!ŘŘ hŦŦƭƛƴŜ όtŀǇŜǊύ wŜǾƛŜǿŜŜέ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜss the request. 
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4. How to add/remove ǊŜǾƛŜǿŜŜ ŀǎ άƻŦŦƭƛƴŜ ǊŜǾƛŜǿŜŜέΦ 

Go to the ά!ŘƳƛƴέ ǇŀƎŜΥ 

1: Click the άhŦŦƭƛƴŜ {ǘŀǘǳǎέ ōǳǘǘƻƴ. 

2: Search for the person by name, email address or SPOT ID, and then click the άCƛƴŘέ ōǳǘǘƻƴ. 

3: Choose the appropriate record ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άǊŀŘƛƻ ōǳǘǘƻƴέ ƛƴ ŦǊƻƴǘ ƻŦ ǘƘŜƛǊ ǊŜŎƻǊŘ. 

N.B. Multiple records may be returned at this stage, depending upon the search criteria. Select the 

correct record ōȅ ǊŜǾƛŜǿƛƴƎ άŜƳŀƛƭΣ Ƨƻō ǘƛǘƭŜ ŀƴŘκƻǊ hǊƎŀƴƛǎŀǘƛƻƴέ. 

4: Click the ά!ŘŘ hŦŦƭƛƴŜ {ǘŀǘǳǎέ ƻǊ άwŜƳƻǾŜ hŦŦƭƛƴŜ {ǘŀǘǳǎέ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜǎǎ ǘƘŜ ǊŜǉǳŜǎǘ 
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5. How to assign the ά!dminέ role to reviewee. 

Go to the ά!ŘƳƛƴέ ǇŀƎŜΥ 

1: Click the ά!ŘŘ !ŘƳƛƴέ ōǳǘǘƻƴ 

2: Search for the person by name, email or SPOT ID, and then click the άCƛƴŘέ ōǳǘǘƻƴ. 

3: Choose the correct ǊŜŎƻǊŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άǊŀŘƛƻ ōǳǘǘƻƴέ ƛƴ ŦǊƻƴǘ ƻŦ ǘƘŜƛǊ ǊŜŎƻǊŘ. 

4: Search for the authorising person by name, email or SPOT ID, and then click theάCƛƴŘέ ōǳǘǘƻƴ. 

5: Choose the correct  ǊŜŎƻǊŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άǊŀŘƛƻ ōǳǘǘƻƴέ ƛƴ ŦǊƻƴǘ ƻŦ ǘƘŜƛǊ ǊŜŎƻǊŘ. 

6: Click the ά!ŘŘ !ŘƳƛƴ wƻƭŜέ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜǎǎ ǘƘŜ ǊŜǉǳŜǎǘ. 
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6. How to remove the άAdminέ role from administrator. 

Gƻ ǘƻ ά!ŘƳƛƴέ ǇŀƎŜΥ 

1: CƭƛŎƪ άwŜƳƻǾŜ Adminέ ōǳǘǘƻƴ. 

2: Search for the person by name, email address or SPOT ID, and then click the άCƛƴŘέ ōǳǘǘƻƴ. 

3: Choose the correct  ǊŜŎƻǊŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άǊŀŘƛƻ ōǳǘǘƻƴέ ƛƴ ŦǊƻƴǘ ƻŦ ǘƘŜƛǊ record. 

4: Click the άwŜƳƻǾŜ Admin wƻƭŜέ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜǎǎ ǘƘŜ ǊŜǉǳŜǎǘ. 

 

  
















