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Appraisal Navigation as an Appraisee 

Completing the appraisal document from the appraisee perspective  

Completing the Self-Evaluation  

Log onto Horizon and Click on Me and then on Career and Performance on the Horizon home 
screen 

 

Then select Performance 

 

Click into the Performance Document tab at the top of the screen and then 2025-2026 Annual 
Performance Review document to start completing it. Previous Probation and Performance 
Reviews will also show here if you have any.  Click on the Annual Performance Review link 
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You will see the screen below. Expand each section and complete your comments then click on 
Save and Close.
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Your current goal plan will also show at the bottom of the page as a reminder of your goals. 

 

Click on each of the goals and input comments on how you have progressed with this goal.   

 

To show the detail of the goal you had written last year , click on Show Performance Goal info 
and it will appear on the right of the screen along with any update notes you have made 
throughout the year. 

 

Requesting Participant Feedback 

You have the option to add Participant Feedback by clicking the Request More Feedback box at 
the top of the Performance page. 
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Click the Add button to add participant feedback. 

 

Complete the details, include name of the person providing the feedback and select Provide 
feedback as Matrix/Other Manager and click Save to send the request. 



6 
 

 

After the request is sent, you will be able to see the requests sent and their status as below. 

 

 

Performance and Development Goals  

You can access your current performance and development goals either from the Performance 
page by clicking on the Update your goals box or directly from the Career and Performance page 
and clicking on the Goals Center.   
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You can switch between the different tabs for Performance goals and Development goals by 
clicking on the relevant tab. 
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Once in the Goals Center, you can add new goals or click into existing goals to update them.  
You will need to select the relevant Review Period to update and to add goals to the appropriate 
year.  

 

 

 

Updating an existing goal 

To change an existing goal for the current year, click on the relevant goal from your list of goals, 
click on Edit Goal Details and make the required changes and click on Update.   

You can click 
on the banner 
to open a 
guidance 
document on 
Adding goals. 

 



9 
 

 

 

  

It is good practice, to update your goal to show what progress is being made on the goal. This 
can be done by clicking on your goal and then in the Update your progress section, select the 
status (defaults to not started) and inputting the Completion Percentage and adding information 
to the Progress Note field. To save this information, click on Update Progress.  

You can also use the three dots at the top of the page to Share, Copy, Move or Extend a goal and 
the Edit Goal button to edit the goal content.  If you are copying previous goals a panel appears 
on the right of the screen where you will need to select the relevant year and goal to copy and 
click on Add. 

 

 

 

Adding a New Goal 

In the Review Period drop down field, click on the relevant year (normally the next academic 
year) and you can either click on Add to create a new goal 
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Clicking on Add will show the screen to input your new goal for the relevant year.  Input the 
name of your goal and you will have the option to use AI assist button to help you create a 
Specific, Measurable, Achievable, Realistic and Timebound (SMART) goal.  If using this 
functionality, you must review and amend the SMART goal to ensure it is meaningful and 
realistic and is contextualised for your role, department and university priorities.  Once you are 
happy with the goal click on Add.  Any Shared goals you have received will appear on the right-
hand panel under Suggested Goals.  To add the Shared goal as one of your own goals, click on 
the + icon.   
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Shared Goals 

You can also Explore goals that have been shared with you or from the Goal library by clicking on 
the ‘Explore’ tab at the bottom of the page. You may need to adjust the filters at the top to 
display different types of goals.  Or the Shared Goals appear on the right-hand panel of any 
goals (as above).   

 

By clicking on the three dots, you can add the shared goal as your own goal and amend 
accordingly. 
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Academic colleagues prior to submitting their appraisal to their line manager should click on 
Review your competencies which will take you to the Skills and Qualifications page where you 
should input your Career Pathway and Research Centre information. 

Once you have completed all sections of your appraisal document, click the Submit button to 
send this to your manager for their comments. 

 

 

 

Once you have submitted your appraisal document, you will be able to see the status of the 
document under the Performance documents tabs and any responses from participant 
feedback as below. 

 

 

 

 



13 
 

Final Feedback stage  

After your appraisal conversation your manager should complete their comments on your 
appraisal document, you will receive a notification that you need to complete the final task of 
the appraisal process by providing your final feedback.  

Either click into your performance document using the hyperlink on the notification or enter via 
the link to Employee Final Feedback or Horizon home page > Me>Career and Performance > 
Performance.  

 

 

 

 

Complete your final comments and click Submit when finished to complete the appraisal 
process. 
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The Performance Document for the appraisal cycle will now show as completed. 

 

 

 

 

 

 

 

 

 

 

 

 


