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Appraisals/PDR

Shared Services

Delivering Excellence for All

The appraisal/PDR section of MyHR allows managers to log that an appraisal/PDR has been
completed, but does not store the full details of the discussion.

- Click the MyPeople tab
- Locate the employee and click Select
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- The menu on the left hand side will change to show New Appraisal/PDR
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- Use the drop down list to select the relevant Post and the Type of Appraisal/PDR
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- Click Next
- Three additional fields will appear to complete.
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- Status has a drop down menu with multiple options. Only use COMPLETED
- Click Submit.

NOTE:

You can save a summary of the discussion in the Documents section of MyHR. For guidance on using
Document Storage, please click here


https://www.xentrall.org.uk/hr-and-payroll/myhr/managers/user-guides/

