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How to download the P&DR template

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
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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

How to submit your P&DR document

How to find who is your reviewer and senior reviewer

How to find all of your P&DR documents

How to go back to the main P&DR screen from “My P&DRs” page

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
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How to go to “Reviewer” page

How to go to main P&DR screen (“Reviewee” page) from “Reviewer” page

How to find a list of your Reviewees

How to download P&DR document submitted by your Reviewee

How to upload your feedback to your Reviewee

How to go to “Offline P&DR” page

How to go to main P&DR screen (“Reviewee” page) from “Offline P&DR” page

How to upload P&DR documents for “offline Reviewee”
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How to go to “Senior Reviewer” page

How to go to main P&DR screen (“Reviewee” page) from “Senior Reviewer” page
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How to download a P&DR document submitted by your Reviewee
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How to go to “Admin” page.

How to go to main P&DR screen (“reviewee” page) from Admin page.
How to add a reviewee to the system.

How to add/remove reviewee as “offline reviewee”.

How to assign “admin” role to reviewee.

How to remove “admin” role from administrator.

How to assign “reviewer” role to reviewee.

How to remove “reviewer” role from reviewer.

How to assign “senior reviewer” role to reviewee.

. How to remove “senior reviewer” role from senior reviewer.

. How to assign/change reviewer for reviewee.

. How to assign/change senior reviewer for reviewee.

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

. How to run a P&DR status report

. How to run a report of Reviewee / Reviewer / Senior Reviewer relationships

. To check a single Reviewee / Reviewer / Senior Reviewer relationship
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P&DR FAQs

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

Each Faculty / School / Directorate has a P&DR administrator who can edit the
reviewee/reviewer/senior reviewer relationships within their area. Please go to the following page
to find the details of 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?

If your role has changed, you need to contact your local P&DR administrator to make the change
in the system for you. http://www.staffnet.manchester.ac.uk/employment/pdr/

My P&DR has been submitted, can | change my reviewer if | later find it’s not correct ?

Yes, please contact your local P&DR administrator and ask them to return your P&DR to draft
also advising them of the change of reviewer. Once that change is made you will need to
resubmit your P&DR.

I have two managers/supervisors what do | 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 | access the system from home?

Yes. If you have a University managed computer and use Global Protect to log in you
should not encounter a problem when accessing the P&DR system from home. If you are
using your own personal computer you must either remote into your desktop using
WakelT or have VPN software installed. Details of VPN software can be found on the IT
Services web site. https://www.itservices.manchester.ac.uk/ourservices/popular/vpn/

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

The first thing to check is that the file size has not exceeded 10MB. You are allowed only 1 master
document (PDR template) and 5 supporting documents as a maximum. Please also check that you
only have one P&DR in draft. You can check this by clicking on the orange MY P&DRs button on the
right hand side of the screen. If you have more than one draft, please delete the draft/s that you do
not intend to submit.

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 | contact if | 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.
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On the HR page, there are also FAQs for reviewee/reviewer to clarify questions you might have for
P&DR process in general.

You can also speak to your local P&DR administrator or email PDR@manchester.ac.uk including

details of your questions, any error messages you are encountering and including relevant screen
shots.

System has timed out, what should | do?

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

How to select the correct P&DR year

The requirement to select the correct P&DR year has been removed. The P&DR system will select
the year for you to ensure that it is always submitted for the correct P&DR year.

Can reviewer make further amendments to the P&DR document after returning it to the Reviewee?

This is possible. However, only one participant in the workflow is allowed to edit the P&DR
document at any one time. This prevents the Reviewer from amending their review notes after the
P&DR is returned to the Reviewee as the Reviewee will then potentially have two or more
conflicting copies of the P&DR document. If a Reviewer needs to make further amendments to the
P&DR document after returning it to the Reviewee then the Reviewee must be informed and
should reject/query the P&DR and resubmit it for review.

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.

If you have a University managed computer and use Global Protect to log in you should not
encounter a problem. If you are using your own computer you must either remote into
your desktop using WakelT or have VPN software installed. Details of VPN software can be
found on the IT Services web site.
https://www.itservices.manchester.ac.uk/ourservices/popular/vpn/

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.
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Upload your draft P&DR to begin

Download a template &

Upload your PADR file & Upload a supporting document file &

The P&DR template is also available for download (with specific guidance applicable to each area) on
the HR’s P&DR site: http://www.staffnet.manchester.ac.uk/employment/pdr/

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

1: Click “Upload your P&DR file”.
2: Select the document you want to upload.
3: Click “Open”/“Upload” 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: Click “Upload a revised copy”
2: Select the document you want to upload.
3: Click “Open”/“Upload” in the dialogue box to process the request.

NB With the latest release of the P&DR system you are not required to select the P&DR year for
upload. The system will do this automatically for you.
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Your P&DR draft

4-2015.docx

d copy of this document, upload supporting documents, or submit the P&DR to your reviewer.

Irene Hudson P&DR 201

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

1

Upload a revised copy &

or

Upload a supporting document file &8

or

Submit for review =

3.2 How to upload a P&DR form after uploading a supporting document.

If you have already uploaded a supporting document:-

1: Click on “Upload your P&DR file”.
2: Select the document you want to upload.
3:

Click “Open”/“Upload” in the dialogue box to process the request.

==
J&DR User Manual » Test v|4y| Search Test Pl Your P&D R draft
lew folder #H- 0 @
= Wl B i Download a template & Upload your P&DR file &8 1
j = j—' (]
A Irene Support Support Suppert or
= |W Hudson Lixt 2alsx 3.pphx
P&DR .
ZEE | Your Supporting Documents
4 Document Type
o support 1.txt Support
File name: - [AH Files v]
3 [ Open ‘v] I Cancel l

4. How to upload a supporting document/s.
If you have already uploaded a P&DR form:-
1:

Click “Upload a supporting document file”.

Select the document you want to upload.
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3: Click “Open”/“Upload” in the dialogue box to process the request.

P&DR User Manual » Test ~ [ 43| search Test ) Your P&DR draft
New folder ey O @ .
p . Irene Hudson P&DR 2014-2015.docx
all @ d copy of this document, upload supporting documents, or submit the P&DR to your reviewer.
s I Support Support Support
s |F HLZ:; ufs; ;if; ;':Z; e, the revised capy of the P&DR document will averwrite your existing draft P&DR
P&DR 2

2014-2015...

Upload a revised copy &

or

Upload a supporting document file &8

File name: > | AllFiles -
or
3

Submit for review <

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: Click “Upload a supporting document file”
2: Select the document you want to upload.
3: Click “Open”/“Upload” in the dialogue box to process the request.

4.2 How to upload an additional supporting document.

1: Click “Upload additional supporting document file”
2: Select the document you want to upload.
3: Click “Open”/“Upload” in the dialogue box to process the request.
e #- 0 e YOUr SUpportng uocuments
L [l
L Irene Support Support Support .
s |7 Hudson lixt 2uxlsx 3.ppix Dot
P&DR 2
LA Support 1.txt
File name: - [AII Files ']
[ =0 I Upload additional supporting document file &8
3 Open |+ Cancel

or

Submit for review =
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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: Click “Delete”.
Select Document Name “  Document Type
e 1 Support 1.txt Support
Showing 1 to 1 of 1 entries Previous 1 Next
Download Delete

To upload a revised version of the supporting document, follow the steps outlined in 4, 4.1 or 4.2
(as required).

5. How to submit your P&DR document.

Click “Submit for review” on the main screen and click “OK” in the pop-up window to confirm your
request.

Your P&DR draft

You can upload a revised copy of this document, upload supporting 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 v entries Search: |

Select Document Name *  Document Type

0 Support 1.txt Support

Showing 1 to 1 of 1 entries Previous 1 Next

Download Delete
Upload additional supporting document file &

or

Submit for review =
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The page at https://build.app.manchester.ac.uk says:

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

Prevent this page from creating additional dialogues.

A confirmation screen with the message “Your P&DR has been submitted for review” indicates
successful submission of the P&DR document and outlines the next steps.

M

Submit for review Review feedback

Your P&DR has been submitted for review

V)

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 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.

©000|0

Hover over your name here
Hello, Irene Hudson Help P&DR Upload [MIEEeLs

eviewer: Dorothy Edmunds

Senior Reviewer: Donna Morgan

Review feedback Finish

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

Past and current P&DR documents are available to view by clicking “My P&DRs” at the top right of
the screen.

@000 |0

Hello, Irene Hudson Help P&DR Upload |WAzlS

M P& D R Hello, Irene Hudson Admin Help P&DR Upload I

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

Year 4 status Date submitted Date accepted Reviewer Senior reviewer Document Name 4  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

(@] 2014-2015 Support 2.xlsx Support

O 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 from the “My P&DRs"” page.

From the “My P&DRs” page, click “P&DR Upload” at the top right of the screen. Alternatively use the
“refresh” or “reload” function on your web browser

@000 |0

Hello, Irene Hudson Help | P&DR Upload | [UAE2RLES

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 -
“Review Feedback”. To download P&DR feedback, click the “Download your updated P&DR” link.

__

Submit for review Review feedback

Your reviewer has added comments to your P&DR file

Download your updated P&DR

or

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

To accept the feedback sent by the Reviewer, click “Approve P&DR” then “OK” on the pop-up
window to confirm your request.

__

Submit for review Review feedback

Your reviewer has added comments to your P&DR file

Download your updated P&DR

or

Approve PEDR + Query PRDR X

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

Please confirm you would like to approve your PADR.

A confirmation screen with the message “Complete” will indicate your P&DR has been completed .

_

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 feedback sent by the Reviewer:-

1: Click “Query P&DR”.

2: Click “OK” in the pop-up window to confirm your request.

Your reviewer has added comments to your P&DR file

Download your ypdated PE&DR

Approve PR&DR ¢ | Query P&DR % 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.

Complete the text box with your comments or request a meeting to review the feedback.
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4: Click “Send” to complete the process.

N\
__‘ RIS

Or review Review feecback

You've queried comments from your reviewer

What happens next?
1ggest 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

Send feedback to Dorothy Edmunds

3 Please insert your comments here.

4

A confirmation screen with the message “You’ve queried comments from your reviewer” will
indicate the feedback has been sent.

5: Click “Return to Draft” to restart the P&DR process.
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 feedhack has been sent.

5 Return to draft 4=

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

From the “MY P&DRs” page, select the P&DR document to be deleted by clicking in to the checkbox
that corresponds with the document, then click “Delete” to process the request.

N.B. Only P&DR documents in a “Draft” status can be deleted
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Hello, Irene Hudson v  Admin Help P&DR UploadI My P&DRS|
Reviewer Offline P&DRs

Search: ,7

o 2014-2015 Support 1.txt Support
(0] 2014-2015 Support 2.xlsx support
m] 2014-2015 Support 3.pptx Support
Showing 1 to 4 of d entries 1 row selected Previous E Next

Download
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For Reviewer:

1. How to go to the “Reviewer” page

Click “Reviewer” button at the top right of the screen.

00000

Hello, Dorothy Edmunds

Reviewee

Admin Help P&DRE Upload A

Eeviewer| Senior Reviewer Offline P&DRs

2. How to go to the main P&DR screen (“Reviewee” page) from “Reviewer” page.

From the “Reviewer” page, you can click the “P&DR Upload” button or “Reviewee” at the top right

of the screen.

@000|0

Hello, Dorothy Edmunds

Reviewes

Admin

Help | P&DR Upload | WA:EH

Reviewer

Senior Reviewer Offline P&DRs

3. How to find a list of your Reviewees.

Go to the “Reviewer” page to display a list of your reviewees.

Your Reviewees

Show |25 ¥ entries

staff ID

Reviewee Name

+  Email

1234367

2345678

3456789

4567890

Irene Hudson

Theresa Roberts

Owen Peake

Alison Glover

Irene.hudson@manchester.ac.uk
Theresa.roberts@manchester.ac.uk

Owen.peake@manchester.ac.uk

Alison.glover@manchester.ac.uk
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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 “Reviewer” 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: Click “Download” to download the P&DR document from your Reviewee

Hello, Dorothy Edmunds Admin Help P&DR Upload [HIAZIeES
?E‘-.uewsle I Reviewer !Of‘lme P&DRs
Search:
Reviewee Year , Reviewee Name *  Status Date submitted Document Name Document Type *
2 I Irene Hudson I 3
214’201 5 Irene Hudson Submitted 29 February 2016 I Irene Hudson P&DR 2014-2015.docx  PDR I
O 2014-2015 Irene Hudson Support 1.txt Support
O  2014-2015 Irene Hudson Support 2.x1sx Support
O 2014-2015 Irene Hudson Support 3.pptx Support
Previous i Next

5 Uplead
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5. How to upload your feedback to your Reviewee.

1: Click Reviewer to go to your “Reviewer” page

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: Click “Upload” button

6: Select the document to upload,

7: Click “Open” / “Upload” upload in the dialogue box to process the request.

Reviewee

Year v

Reviewee Name *

Status Date submitted

Document Name

Hello, Dorothy Edmunds

Document Type *

2 IIreneHudson I

E 214-2015

Irene Hudson

3

Submitted 29 February 2016

I Irene Hudson P&DR 2014-2015.docx

PDR |

0O 2014-2015 Irene Hudson Sunnart 1 tyt
€ Ooen E
O 2014201 ~7 %3 | Scorcn test |
bss) [0 » pswk UserManual » rest v [ 43 ||[ seorch rest Ie)
O 2014-201 Organize v MNew tolder Hy 0 @
¢ Favorites S | w ] N 2] ]
M Desktop all @
& Downloads E Tiene Suppuil Suppuil Suppuil
% RecentPlaces Hudson 1ot 200sx 2.pptx
P&DR
2014-7015... 6
9 Libraries
| Documents
o Music
& Pctures
B vdens
"M (Comnuter =
File pame: v | All Files 57

7 [Ceglces

Support
Support

Support

Admin Help P&DR Upload
Reviewee Offline P&DRs

Search:

Previous 1 | Next

Download Upload

Search:
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6. How to go to the “Offline P&DR” page

Click “Offline P&DR” button at the top right of the screen.

Hello, Dorothy Edmunds Admin Help P&DR Upload

Reviewee Reviewer Senior Reviewer | Offline PEDRS

7. How to go to the main P&DR screen (“Reviewee” page) from the “Offline P&DR” page.

Click “P&DR Upload” button or “Reviewee” button at the top right of the screen.

00000

Hello, Dorothy Edmunds Admin Help | P&DR Upload

Reviewee | Reviewer Senior Reviewer Offline P&DRs

8. How to upload P&DR documents for an “Offline reviewee”.
1: Go to the “Offline P&DR” page
2: Click “Choose file”
4: Choose the document you want to upload,
5: Click “Open” or “Upload” in the dialogue box to process the request.

6: Click “Upload” to upload the P&DR document

9. How to upload P&DR documents for an “Offline reviewee”.
1: Go to the “Offline P&DR” page
2: Click “Choose file”
4: Choose the document you want to upload,
5: Click “Open” or “Upload” in the dialogue box to process the request.

6: Click “Upload” to upload the P&DR document
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10. How to upload P&DR documents for an “Offline reviewee”.
: Go to the “Offline P&DR” page
: Click “Choose file”

: Choose the document you want to upload,

: Click “Open” or “Upload” in the dialogue box to process the request.

: Click “Upload” to upload the P&DR document

11. How to upload P&DR documents for an “Offline reviewee”.
: Go to the “Offline P&DR” page
: Click “Choose file”

: Choose the document you want to upload,

: Click “Open” or “Upload” in the dialogue box to process the request.

: Click “Upload” to upload the P&DR document

12. How to upload P&DR documents for an “Offline reviewee”.
: Go to the “Offline P&DR” page
: Click “Choose file”

: Choose the document you want to upload,

: Click “Open” or “Upload” in the dialogue box to process the request.

: Click “Upload” to upload the P&DR document
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For Senior Reviewer:

1. How to go to the “Senior Reviewer” page

Click “Senior Reviewer” button at the top right of the screen.

00000

Hello, Donna Morgan Admin

Help P&DR Upload A0

Reviewee Reviewer

Senior Reviewer | Offline P&DRs

2. How to go to the main P&DR screen (“Reviewee” page) from the “Senior Reviewer” page

Click on “P&DR Upload” or “Reviewee” at the top right of the screen.

@000 |0

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

Reviewee | Reviewer

Senior Reviewer Offline P&DRs

3. How to find a list of your Reviewees

Go to the “Senior Reviewer” page to display a list of your Reviewees.

Your Reviewees

Show 25 ¥ |entries

Staff ID Reviewee Name v  Email

1234567 Irene Hudson Irene.hudson@manchester.ac.uk
2345678 Theresa Roberts Theresa.roberts@manchester.ac.uk
3456789 Owen Peake Owen.peake@manchester.ac.uk
4567820 Alison Glover Alison.glover@manchester.ac.uk
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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.
5: Click “Download” to download the P&DR document from the Reviewee.

Repeat steps 3-5 to download all required documents.

Hello, Donna Morgan Admin Help P&DR Upload

Reviewee Reviewer I Senior Reviewer !Ofﬂme P&DRs
1earch: |

Reviewee Year , Reviewee Name *  Status Date itted i name D Name Document Type *
2 I Irene Hudson I
E 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
O 2014-2015 Irene Hudson Dorothy Edmunds  Support 2.xIsx Support
O 2014-2015 Irene Hudson Dorothy Edmunds  Support 3.pptx Support

1 Next

5 [=]

Previous
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For Admin:

Revised P&DR Admin Screen (release 2020)

# 00000

Dashboard | Add reviewee | Offline status | Add reviewer Remove reviewer | Add senior reviewer | Remove senior reviewer | Assign reviewer | Assign senior reviewer | Reset P&DR
Upload offline P&DR | Reviewee - Reviewer | PDR Status

« Back to MyPDRs

1. How to go to the “Admin” page.

To go to the “Admin” page, please click the “Admin” button at the top right of the screen.

©e000|0

Hello, Dorothy Edmunds Admin| Help P&DR Upload

Reviewee Reviewsr Senior Reviewer Offline P&DRs

2. How to go to the main P&DR screen (“reviewee” page) from the “Admin” page.

To go to the main P&DR screen from the “Admin” page, please click “Back to MyP&DRs” button in
the top right of the screen.

©e000|0

« Back to MyPDRs
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3. How to add a reviewee to the system.
Go to the “Admin” page:
1: Click the “Add Reviewee” button.
2: Search for the person by name, email address or SPOT ID, and then click the “Find” button.
3: Choose the appropriate record by clicking the “radio button” in front of their record.

4: Click “Add Online Reviewee” or “Add Offline (Paper) Reviewee” button to process the request.

4. How to add/remove reviewee as “offline reviewee”.
Go to the “Admin” page:
1: Click the “Offline Status” button.
2: Search for the person by name, email address or SPOT ID, and then click the “Find” button.
3: Choose the appropriate record by clicking the “radio button” in front of their record.

N.B. Multiple records may be returned at this stage, depending upon the search criteria. Select the
correct record by reviewing “email, job title and/or Organisation”.

4: Click the “Add Offline Status” or “Remove Offline Status” button to process the request

5. How to assign the “Admin” role to reviewee.

If you require an colleague to be given P&DR admin rights, please email PDR@manchester.ac.uk with your
Request.

6. How to remove the “Admin” role from administrator.

Please email PDR@manchester.ac.uk with your request.
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7. How to assign the “Reviewer” role to reviewee.
Go to “Admin” page.
1: Click the “Add Reviewer” button
2: Search for the person by name, email address or SPOT ID, and then click “Find” button
3: Choose the correct record by clicking the “radio button” in front of their record

4: Search for the authorising person by name, email address or SPOT ID, and then click the “Find”
button

5: Choose the correct record by clicking the “checkbox” in front of their record

6: Click the “Add Reviewer Role” button to process the request

8. How to remove the “Reviewer” role from reviewer.
Go to “Admin” page:
1: Click the “Remove Reviewer” button
2: Search for the person by name, email address or SPOT ID, and then click the “Find” button
3: Choose the correct record by clicking the “checkbox” in front of their record
4: Click “Remove Reviewer Role” button to process the request

N.B. You will not be able to remove the reviewer role from a record until all reviewees have been
reassigned to another reviewer.

9. How to assign the “senior reviewer” role to a reviewee.

To assign the “senior reviewer” role to a reviewee, you must go to “Admin” page, you should then
follow the steps below:

Step 1: Click “Add Senior Reviewer” button

Step 2: Search person by name, email address or SPOT ID, and then click “Find” button
Step 3: Choose the correct record by clicking the “radio button” in front of their record
Step 4: Search authorising person by name, email or SPOT ID, and then click “Find” button
Step 5: Choose the appropriate record by clicking the “radio button” in front of their record

Step 6: Click the “Add Senior Reviewer Role” button to process the request
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10. How to remove the “senior reviewer” role from the senior reviewer.
Go to the “Admin” page:
Step 1: Click the “Remove Senior Reviewer” button
2: Search for the person by name, email address or SPOT ID, and then click the “Find” button
3: Choose the correct record by clicking the “radio button” in front of their record
4: Click the “Remove Senior Reviewer Role” button to process the request

N.B. You will not be able to remove the senior reviewer role from a record until all reviewees have
been reassigned to another senior reviewer.

11. How to assign/change reviewer for reviewee.
Go to “Admin” page.
1: Click “Assign Reviewer” button
2: Search for the reviewee by name, email address or SPOT ID, and then click the “Find” button
3: Select the correct record by clicking the “checkbox” in front of their record
4: Search for the reviewer by name, email address or SPOT ID, and then click the “Find” button
5: Choose the correct record by clicking the “checkbox” in front of their record
6: Click the “Assign Reviewer” button to process the request

N.B. You can only assign reviewer when reviewee’s P&DR is either in Draft status, Approved status,
or no P&DR exists. If the P&DR is Submitted or Returned, please “Reset P&DR” first.

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

Go to the “Admin” page.

1: Click the “Assign Senior Reviewer” button

2: Search reviewee by name, email address or SPOT ID, and then click the “Find” button

3: Choose the appropriate record by clicking the “radio button” in front of their record

4: Search for the senior reviewer by name, email address or SPOT ID, and then click “Find” button
5: Choose the correct record by clicking the “radio button” in front of their record

6: Click the “Assign Senior Reviewer” button to process the request

N.B. You can only assign senior reviewer when reviewee’s P&DR is either in Draft status, Approved
status, or no P&DR exists. If the P&DR is Submitted or Returned, please “Reset P&DR” first.
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13. How to reset P&DR document status from Submitted to Draft.

To reset a P&DR document for a reviewee, you should go to “Admin” page, you must then follow
the steps below:

1: Click the “Rest P&DR” button
2: Search for the reviewee by name, email address or SPOT ID, and then click the “Find” button

3 & 4: Choose the correct record and associated PDR document by clicking the “radio button” in
front of their record

N.B. In the January 2020 release of the system it is now possible to reset a P&DR to draft at any stage
within the process

5: Click “Reset P&DR” button to process the request.

14. How to run a P&DR status report
To run a status report of P&DRs within your School / Faculty / Directorate

1: From the admin screen select PDR status

2: From the dropdown menu select your School / Faculty / Directorate
3: Click SEARCH

4: To export to an excel spreadsheet click Export to Excel

15. How to run a report of Reviewee / Reviewer / Senior Reviewer relationships
(This report is typically run before the start of the P&DR year to ensure the relationships are correct)

1: From the admin screen select Reviewee — Reviewer

2: Click SEARCH
3: To export to an Excel spreadsheet click Export to Excel

16. To check a single Reviewee / Reviewer / Senior Reviewer relationship
1: From the admin screen select Reviewee — Reviewer

2: Click SEARCH
3: In the search box (right hand side of the screen) enter the name of the reviewee that you are looking for.
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