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P&DR FAQs
What if the reviewer/senior reviewer assigned to me is incorrect?

91 OK RANBOUG2NIGS 3Sda 'y WIRYAYQ LISNE2Y K2z Oly
relationships within their Directorate. I€ase go to the following page for the P&DR administrator in
your areahttp://www.staffnet.manchester.ac.uk/employment/pdr/

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

L¥ @2dz2NJ NPt S KI& OKFy3dSRI &@2dz ySSR (2 O2yidl OG Gk
change in the system for yobittp://www.staffnet.manchester.ac.uk/employmefpdr/

My P&DR has already begun, can | 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.

| have two managers/supervisors what dodo?

If a person reports to two reviewersnewill be set as a primary reviewdplease contact your local
HR partnetto consult as to who should be the primary reviewer.

Can laccess the system from home?

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

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

Thefile size limit is 10MBYou are allowed only 1 master documgi®DR templateand 5 supporting
documents as a maximum.

Who can see my P&BR

Within the system, only your reviewer and senior reviewer can see your &IDBe you are
assgned to new reviewer/senior reviewer, they will also inherit the access to your P&DRs.

Who else can | contact if | have questions regarding P&DR

For any HR issues, or PDR guidance, please rdff® fmag®r contact your local HR PartnedR
partner.

On the HR page, there are also FAQs for reviewee/reviewer to clarify quegboemsight have for
P&DRprocessn general

Systemhastimed out, what should | do?

Once the system is timed out, you wited to refresh the page or f&uthenticate to log back into
the system.
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Canreviewer make further amendments to the PDR document after returning it to the Revie®ee

This is possible. Howevemlyg one participant in the workflow is allowed to edit the PDR document

at any one time. This preventise Reviewer from amending their review notes after the PDR is
returned to the Reviewee as the Reviewee will tipertentially 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 fgjecy the PDR

and resubmit it fo review.
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ForReviewess:
1. How to login to the system

Go tohttps://mypdr.app.manchester.ac.ukand 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 dispgh@ygdaneric P&DR template.

Upload your draft P&DR to begin

Download a template &

or

Selected P&DR year: | choose year ¥

Upload your PADR file & Upload a supporting document file &%

The P&DR template &soavailablefor download (with specific guidance applicable to each area) on
the HR2 &  tsieohiip://www.staffnet.manchester.ac.uk/employment/pdr/
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3. How to upload a P&DRorm or save a draft P&DForm.

1 Selectthe year that your P&DR is produced for.

Upload your draft P&DR to begin

Download a template &

or

Selected P&DR yea|: | choose year ¥

Upload your P&DR file & Upk ;g}j;g: ng document file &

| 2016-2017

2: / £tA01 &l LX 2R @2dz2NJ t 35w FALS
3: Selecthe document yowant to upload

4: Click Operé/a | LIt i th&dialogue box to process the request.

» PRDR User Manual b Test ~ [ 42 ]| Search Test ol
New folder #~- 0 @

feview Review feedback
o |3

L re
Maces | HP”&?I;%{”
2014-2015...

Upload your draft P&DR to begin

Download a template &

or 1
2 selected P&DR year
File name: ~ | AlFiles - Upload your PRDR file & Upload a supporting document file &
4 | Open |v | Cancel

3.1 How to upload a revised @DRFormto 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: / £t A01 a) LXCG2A1B ¢ NBJAASR
2: Select the document you want to upload.
3: /| £tA01 ahLSyéka! L2 RéE Ay GKS RAFf23dzS 62E
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| € open =]

. 2 Us . v [#3|[ search Test o]
) [+ P&DR User Manual » Test [4+
Organize » New folder e 0l @ YO ur P&D R d raft
r Favorites = Wl B 1rene Budson PsDR 2014-2015.dccx
M Desktop 2
¥ Downloads 1 Trene d copy of this document, upload supporting documents, or submit the P&DR to your reviewer.
o 3 Hudsen
&l Recent Places P&DR e, the revised copy of the P&DR document will overwrite your existing draft PR&DR
2014-2015...
4 Libraries L 1
[ Documents Upload a revised copy &
& Music
=] Pictures or
B Videos
ot - Upload a supporting document file &8
File name: - | AllFiles -

3 o

Submit for review =

3.2 How to wload a P&DRform after uploading asupporting document.
If you have already uploaded a supporting document:
1: Click2zy a! LX 2FR &2dzNJ t 95w FAES
2: Selecthe document yowant to upload

3 JtAO01 GhLSyéka! LX21IRé Ay G(GKS RAFtE23d8S o02E

(==
Y8DR User Manual » Test - |4y| | Search Test 2 I YO U r P& D R d raft
lew folder e O @
o Wl B @ Download a template & Uplead your P&DR file &8 1
j = i (]
A Irene Support Support Support or
= |7 Hudsen Lot 2adsx 3.pptx
P&DR .
2014-2015... 2 Your Supporting Documents
“  Document Type
- support 1.txt Support
File name: + [ aiFiles -
3 [ Open |v] [ Cancel ]

4. How to upload a supporting document/s.
If you have already uploaded &BRform:-
1: / £t A01 &l L 2RROHzY8yzlILIFNL Sy @

2: Selecthe document yowant to upload
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3/ tAO]

GhLSyéka! LX 2 Ré Ay (GKS RAIf23dz2S o62E

P&DR User Manual » Test ~ [ 4 |[ Seorch Test 3
New folder He O @

0w 2| =

| =l
5 | =i @
s |0 Irene Support Support Support
e |F Hudson Lo 2udsx 3.ppts
P&DR 2
2014-2015...

s

File name:

~ | All Files -
3 [ Con e

Your P&DR draft

B ziene Bussor pepE 2014-2015.d0cx

e, the revised copy of the P&DR document will overwrite your existing draft PRDR

Upload a revised copy &

or

Upload a supporting document file &8

or

Submit for review =

d copy of this document, upload supporting documents, or submit the P&DR to your reviewer.
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4.1 How to wload a supporting document first (before uploaidg aP&DRForm).
To upload a supporting document befarploading a P&DR form:

1 Selectthe year that your P&DR is produced for.

Upload your draft P&DR to begin

Download a template &

or

Selected P&DR yea|: | choose year ¥
| choose year |
Upload your P&DR file & Upk ;g}j;g: ng document file &
|2016-2017
2: / £tA01 Gl LX2FR F &adzZlJl2NIAy3 R20dzySyid FAt Sé
3: Selecthe document yowant to upload
4: /] tA01 ahLSyéka! LX2FRé Ay GKS RAFE23dz2S o02E
_;r.DpM SO @
12 | » P&DR User Manual » Test 'l"” Search Test 3 Upload your draft P&DR to begin
Organize > New folder B O @
% Favorites = @j b @ Download & template 3
B Desktop == o @l
8 Downloads 1 Trene Support Support Suppert or
‘] Recent Places | HPU;ET; Lt 3 2xlsx 3.ppix 1

2014-2015... Selected P&DRyea[: | 2014-2015 ¥

= Libraries
| Documents

& Music o your PRDR file &8 Upload a supporting document file &b
[&=] Pictures
E Videos 2

‘M Cammn tter

| [AlFies -

4 [Comb] e

4.2 How to uploadan additional supporting document

1: /I £tA01 al X 2FR I RRAGAZ2YI

2: Selectthe document yowant to upload
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33 /fA01l ahLSyéka! LX2FRéE Ay GKS RAFE 23dzS

ew folder B 0O ® YOUr supportng vocuments
= ]
! Irene Support Support Support
s |8 Hudson 1ot 2xlsx 3.pptx A Dot
P&DR 2

2014-2015... Support 1.txt

: 1
File name: | [aiFiles - » ; i
Upload additional supporting document file &8
3 [ open |¢]|[ concel |
or
Submit for review =
4.3 How to uploadarevised version o supporting documer.
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: /I tA01 a5StSGSé
Select Document Name “  Document Type
L 1 Support 1.txt Support
Showing 1 to 1 of 1 entries Previous 1 Next

2

Download Delete

To upload a revised version of the supporting document, follow the steps outlined in 4,42 or

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

] £A01 G{doYAl FT2NI NBOASG¢ 2y -ipkviBdowto soyffirmiyGuNB Sy | v F
request.

Your P&DR draft

i Irene Hudson P&DR 2014-2015.docx

You can upload a revised copy of this document. upload supperting documents, or submit the P&DR to your reviewer.

Please note, the revised copy of the P&DR document will overwrite your existing draft P&DR

Upload a revised copy &

or

Your Supporting Documents

Show 25 ¥ |entries Search:
Select Document Name “  Document Type
O Support 1.txt Support
showing 1 to 1 of 1 entries Previous i Next

Download Delete

Upload additional supporting document file &

or

Submit for review <

The page at https://build.app.manchester.ac.uk says: *

Please confirm you would like to submit your PE&DE.

Prevent this page from creating additional dialogues,

I O2YFANXNIGAZ2Y aONBSY gAGK (GKS YSaadindkcStesd, 2 dzNJ t 9 5
successful submission of the P&DR document and outlines the next steps.
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M

submit for review Review feedback

Your P&DR has been submitted for review

o

What happens next?
If not already done, you should now arrange a P&DR meeting with your reviewer, Dorothy Edmunds

After your meeting, your reviewer will send you an updated P&DR file with their comments, When this happens you'll be notified by email.
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6. How to find yourReviewerand SeniorReviewer.

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.

©000|0

Hover over your name here
Hello, Irene Hudson Help P&DRUpload [MEZ0:0

Reviewer: Dorothy Edmunds
Senior Reviewer: Donna Morgan

Review feedback Finish

7. How tofind all of your P&DR documents

tlrad FYyR OdzZNNByid tgs5w R20dzySyida IINB | dFAatlofS

the screen.
Hello, Irene Hudson Help P&DR Upload |L0YAEZRLE

Mv P&DR Hello, Irene Hudson Admin Help P&DR Upload |

y S Reviewee Reviewer Offline P&DRs
Show |10 ¥ |entries Search:

Year 4 status Date submitted Date accepted Reviewer Senior reviewer Document Name “*  Document Type o

(] 2014-2015 Draft 29 February 2016 n/a Dorothy Edmunds Richard Clark Irene Hudson P&DR 2014-2015.docx PDR

(] 2014-2015 Support 1.txt Support

m]} 2014-2015 Support 2.xlsx Support

m} 2014-2015 Support 3.pptx Support
Showing 1 to 4 of 4 entries 1 row selected Previous ‘ 1 | Next

Download Delete P&DR
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8. How to go back to the main P&DR screen frohe & a € t gphge.a €

CNRY (KS daeé tgswaé LI ISs OtAO| atss5w | LIX 21 Ré |
GNBFTNBaAKE 2NJ aNBf2FRé FdzyOlA2y 2y @2dzNJ 6S06 0NRG3

©000|0

Hello, Irene Hudson Help | P&DR Upload | [AZ2 LS

9. How todownloadyour P&DR feedback

Once the Reviewer sends their feedback via the P&DR system you will be moved to the third stage
GwSPOASs CSSRoOIFOl1éd ¢2 R2oyf2FR tags5w FSSRol O1 =% Of

__

Submit for review Review feedback

Your reviewer has added comments to your P&DR file

Download your updated P&DR

or

Approve PADR « Query P&DR %
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10. How to accept your P&DR feedback

To accept the feedback sedté G KS wS@OASHESNE Of AO0] 4! WhINRP DS t 5w
window to confirm your request.

M

Submit for review Review feedback

Your reviewer has added comments to your P&DR file

Download your updated P&DR

or

Approve PEDR + Query P&DR X

The page at https://ga.app.manchester.ac.uk says: %

Please confirm you would like to approve your P&DR.

—

I O2YyFANXNIGAZ2Y aONBSYy gAGK GKS YSaalr3asS a/ 2YLX S €

_

Submit for review Review feedback

Complete

v

Thank you, your PDR has been accepted and is now complete.
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11. How to Query your P&DR feedback

To query the feedbackent by the Reviewer:
1: /| T A0l GvdzSNE t g5wé P

2: I £ AO01 & h Y-dp wikdbw td ¢oSfirmlyBut dequest.

Approve PRDR Query P&DR X 1

The page at https://qa.app.manchester.ac.uk says: %

You will be returned to the first stage of the P&DR upload

process but you can now upload the amended edition of your
P&DR and resubmit.

Please confirm you would like to query your P&DR comments.

3: Complete the text box with your comments or request a meeting to review the feedback.
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4: [ E£AO01 G{SyRe¢ (2 O02YLX SGS GKS LINROSaao

evie Review feecdback

You've queried comments from your reviewer

What happens next?

gest you meet with Dorothy Edmunds  to resolve any problems that stopped you acce

When you've done that and Dorothy Edmunds has submitted updated comments, you'll b

Send feedback to Dorothy Edmunds

3 Please insert your comments here.

4

Aconfirmt GA2y aONBSYy 6A0GK (GKS YSaalasS a, 2dzQ3S 1j dzSNR S

indicate the feedback has been sent.

5./t AO1  awsS GodasArt tie PLORPIoCESS £

M

Submit for review Review feedback

You've queried comments from your reviewer

What happens next?
We suggest you meet with Dorothy Edmunds to resolve any problems that stopped you accepting your P&DR.

When you've done that and Dorothy Edmunds has submitted updated comments, you'll be able to approve your P&DR.

Your feedback has been sent.

5 Return to draft €=

12. How to delete a draft P&DR document

Fromthed a , t 95 wselkect thdlP®R documento be deletedby clickng in to the checkbox
that corresponds with the document, then cliak5 St S S ¢ théraquasiNe OS & &

bo. ® hyte tss5w R20dzyYSyda Ay | a5NI Fié adl (dz
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Hello, Irene Hudson v Admin Help P&DR Upload | [}
Reviewer Offline P&DRs

Search: li

2014-2015 Support 1.txt Support
20142015 Support 2.xlsx Support
2014-2015 Support 3.pptx Support
Showing 1 to 4 of 4 entries 1 row selected Previous m Next
Download
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For Reviewer:

1. Howtogotothe 6RSPA S SNE LJ 3S

QX
O
P
[

Qickao WS@PASGSNE odzidz2y 4G GKS G2L) NARIKG 2F (GKS

00000

Hello, Dorothy Edmunds Admin Help P&DR Upload

Reviewee |Reviewer| Senior Reviewer Offline PRDRs

2. Howtogotod KSYF Ay t 9553 a0NESy IBEAE S 6 SN YLK IS ®

Fomthe (RS OA SHSNE LI Jthehit@Bodg OULY 20tREOPP dziG2y 2N awSOA
of the screen.

@000|0

Hello, Dorothy Edmunds Admin Help |P&DR Upload | [UAERLS

Reviewee | Reviewer 5Senior Reviewer Offline P&DRsS

3. How to find alist of your Reviewees

&R (2 (0KS awdddpag alBthEyout devidvees.

Your Reviewees

Show 25 v entries

staff ID Reviewee Name +  Email

1234367 Irene Hudson Irene.hudson@manchester.ac.uk
2345678 Theresa Roberts Theresa.roberts@manchester.ac.uk
3456789 Owen Peake Owen.peake@manchester.ac.uk
4567890 Alison Glover Alison.glover@manchester.ac.uk
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4. How to download R.DR document submitted by your Reviewee.
To download P&DR document submitted by your reviewee, you need to:
1:Gotothe & wS @ A SageS NE
2: Fnd the name of person you are downloadithe P&DR document fram
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@ A O] & %t doyirfloadtHe RDR document fromaur Reviewee

Hello, Dorothy Edmunds Admin Help P&DR Upload [0S
?e‘-.uewe19 I Reviewer !Of—'\ine PRDRS
search:
Reviewee Year , Reviewee Name *  Status Date submitted Document Name Document Type *
2 I Irene Hudson I 3
&114’201 5 Irene Hudson Submitted 29 February 2016 I Irene Hudson P&DR 2014-2015.docx  PDR
O 20142015 Irene Hudson Support 1.txt Support
0O 2014-2015 Irene Hudson Support 2.xlsx Support
0O 20142015 Irene Hudson Support 3.pptx Support
Previous 1 Next

5 Download Upload
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5. How to uploadyour feedback to your Reviewee.
1:Click Reviewertgz (2 &2 dzBJ @¢IWSSA S5 SNJ
2: Locatethe name of person you are uploading the P&DR document to
3. ldentify the document entry you want to upload to.
4. Select the relevarR&DR document entry by clicking the corresponding checkbox.

N.B. A Reviewer can only uploadrevised DR Formwith the existing RRDR Form. Supporting
documents do not need to bee-uploaded.

5 A0 a! L) 21 R odzitz2y
6: Select the documertb upload,

7./ £ A01 & h LIS ypboadin thé dialofjue boRté pratess the request.

Hello, Dorothy Edmunds Admin Help PA&DR Upload [AZ1LE
%e‘-.'\e'.vsle -:)F\me P&DRs
search:
Reviewee Year , Reviewee Name * Status Date submitted Document Name Document Type *
2 I Irene Hudson I 3
&114’201 5 Irene Hudson Submitted 29 February 2016 I Irene Hudson P&DR 2014-2015.docx  PDR
O 2014-201% Irene Hudson ynnart 1 twt Support
€ Open =
O 2014-201 ~r— — | Support
(i) [ 1 pavnusemManual » 1est v 4 ][ search rest )
O 2014-200| yronge Mewfolder B m @ Support
e (Wi i s [ : Previous 1 Next
Ml Desktop all Iﬂ
& Downloads L Tiene Suppurl Suppuil Suppuil
%l RecentPlaces Hudzon Lot 25 2.pptx
P&DR ’ 5
2014-3015.. 6 Download Upload
S Libraries 5
=) Documents
o Music
& Petures
EE videns
search:
"M omnuter =
File name: = | All Files -
7
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6. Howtogotothed h¥Ff AyS tg5wé¢ LI 3IS

ClickéOffine P&QDB o6 dzii 2y 4 GKS @(2L) NAIKG 2F GKS

Q)¢
O
Z
&
(p))
<
Fal

Hello, Dorothy Edmunds Admin Help P&DR Upload

Reviewee Reviewer Senior Reviewer | Offline PEDRS

7. Howtogotod KS YIAY t 3S@A AHNES yiiHABD F NP 1tlg3 S

Clickdt 35w ! L) 2F R¢ o0dzid2y 2N awS@ASsSSe odzidzy i

00000

Hello, Dorothy Edmunds Admin Help | P&DR Upload

Reviewee | Reviewer 5Senior Reviewer Offline P&DRs
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8. Howii2 dzLJ 21 R t 95w RRFIJRYWSS/ (NS OFA2SNG S 9% d h
1: ®tothed hFFEAYS togs5wé LI IS
2: Rlect the year the P&DR will be uploaded for
3:d A01 G/ K22aS8S TFAfS¢
4: Choose the document ywwantto upload,

5:Click®Operé 2 NJ dih théf dRbgRebox to process the request.

6:@ A0 d! LX 21 Ré (G2 dzZLJ 2F R GKS tags5w R20dzyYSyi

Ea - 90000

. . Hello, Dorothy Edmunds Help P&DRUpload (FEERE
Offline Reviewee P&DRs
show |25 v |entries search: 1

staffID Reviewee Name v Email *  Upload P&DR
1234567 Irena Hudson Irene.hudson@manchester.ac.uk 0 Icnoose flie }m file chosen I
6
O
10f1 9
SR == Download
G Tt w [ 6y ]| Search Te 3
Organize v New folder =v 0 @
=3 = LS { Favorites s SAIASING Copynight notice Erivacy Racaime

B Desktop ] Irene Hudson PAIDR 2014-2015 docx
% Downloads |
{ RecentPlaces | 4

File pame: Irene Hudson P&DR 2014-2015.do ~ | All Files

,
=)
5= =
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For Senior Reviewer:

1. Howtogotothed { SYA2NJ wS@PASHSNE LI 3S

ClickiSeniow S @A SgSNE odzid2y G GKS G2LJ NAIKG 2F GKS a

00000

Hello, Donna Morgan Admin Help P&DR Upload RS

Reviewee Reviewer |Senior Reviewer | Offline P&DRs

2. Howtogotol KS YIAY t sS@A SONESyiMINaFEFN2N wSOAS o

Qickondt 95w | LX 2F Ré 2N awS@PAS$6S88¢ G GKS (2L NXIKI

@000|0

Hello, Donna Morgan Admin Help | P&DR Upload | [UREDRES

Reviewee | Reviewer 5Senior Reviewer Offline P&DRs

3. How to find a list of your Bviewees

D2 (2 GKS G{SyA2NJ wS@ASGSNE LI 3IS G2 RAALIX L& | fA

Your Reviewees

Show 25 ¥ entries

Staff ID Reviewee Name + Email

1234567 Irene Hudson Irene.hudson®manchester.ac.uk
23435678 Theresa Roberts Theresa.roberts@manchester.ac.uk
3456789 Owen Peake Owen.peake @manchester.ac.uk
4567890 Alison Glover Alison.glover@manchester.ac.uk

Page |24



4. How to download P&DR document submitted by your reviewee
1: Click Senior Reviewer
2: Locate the name of the Reviewee
3: ldentify the document you want to download.

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

PY /tA01 a526yf2FRéE (12 R26yE2FR G(KS tss5w R20dzySy

Repeat steps-5 to download all required documents.

Hello, Donna Morgan Admin Help P&DR Upload [[MEEGLS

Reviewee Reviewer I Senior Reviewer !Of‘lme P&DRS
1earch:

Reviewee Year , Reviewee Name *  Status Date submitted Reviewer name Document Name Document Type *
2 I Irene Hudson I
14-2015 Irene Hudson Submitted 29 February 2016 Dorothy Edmunds I Irene Hudson P&DR 2014-2015.docx  PDR I
O 2014-2015 Irene Hudson Dorothy Edmunds  Support 1.txt Support
0O  2014-2015 Irene Hudson Dorothy Edmunds  Support 2.xIsx Support
O  2014-2015 Irene Hudson Dorothy Edmunds  Support 3.pptx Support

Previous 1 Next

5
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For Admin:

1. Howtogotothed! RYA Yy ¢ LI IS

Togotothed RY A y ¢ pledsexi®ihe 6Admire o6dzi G2y Fd GKS (2L NAIK(G 2

@000 (0

Hello, Dorothy Edmunds Admin| Help P&DR Upload

Reviewee Reviewer Senior Reviewer Offline P&DRs

2. How to go tothe main P&DR screed & NB @A S ¢S the datimihipage
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