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Appraisal Navigation as an Appraiser 

Completing the appraisal document from the appraiser (line manager) perspective  

Reviewing Performance for Previous Year 

One Member of Staff to Appraise 

Log onto Horizon and Click on My Team and then on Performance on the Horizon home screen.    

You can see at the bottom of the page that you will also receive a notification when your 
appraisee submits their appraisal document and you can click directly into it from here.  

 

  

This will display the ‘Evaluate Performance’ screen where you can click into each team 
member’s appraisal document to complete your comments or Click on All-in-One Evaluation to 
view all the appraisal documents of the team members on one screen. 
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You can scroll along the banner at the top of the screen and click on it to display the Appraisal 
Dashboard, showing completion status for your team and the Appraisal Guidance for Managers 
document. 

 

 

 

Clicking into each employee’s appraisal document from the Evaluate Performance screen will 
bring up the screen to complete Manager comments as below.  
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The Values/Behaviours section and the appraisee’s goal plan will also be displayed by scrolling 
down the page. 
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Clicking on the ‘Show more info’ hyperlink in the Summary section brings up a reminder of the 
performance ratings descriptions, Feedback summary and any Check-in summaries. 
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You can click on the ‘Review Employee Feedback’ box at the top of the page to access the 
Participant Feedback requested by the appraisee. Click on the three dots to view the feedback.  

 

 

You can also click on the ‘Review Employee Goals’ box at the top of the screen to take you 
directly to Goals Center to view the appraisee’s goals.  
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You can switch between the Performance Goals and Development Goals on this screen. 

 

 

Returning to the performance page, as the appraiser, you will need to complete the Manager 
Comments and Manager Ratings (this is mandatory) and if you wish, add comments to the 
Values/Behaviours and Goals sections.  

 

 

 

 

 

 

 

 

To add comments, 
click on the down 
arrow to open the 
relevant field 
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Once this is completed, you can submit the appraisal using the Submit button at the top of the 
page which will move the appraisal to the Employee Final Feedback stage. Or you may need to 
return the form to your appraisee for amendment which will move the form back to the 
Employee Self Evaluation stage, you can do this by clicking on the three dots and selecting  
Return Self-Evaluation to Employee button. 

 

When clicking on Submit the appraisal will be sent to the appraisee for the Final Feedback stage 
of the appraisal process. 
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More than one person to appraise 

If you have more than one person to appraise, there is alternative functionality to view all the 
appraisee forms on one page via the All-In-One Evaluation. 

To access the All-in-One Evaluation on the ‘Evaluate Performance’ page, you can also use the 
tabs at the bottom to enter your own appraisal document by clicking the ‘My Performance’ 
button or you can enter the ‘All-in-One Evaluations’ page which enables you to view and 
evaluate your whole team in one place. 

 

 

The All-in-One Evaluation Screen appears.  Click on Select Performance Document and then 
select the relevant Annual Review period and document and click on Apply 

 

 

Click on Worker Type and select the relevant worker type from the list.  Ensure status is set to All 
Statuses.  All your team should now be listed. 
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Your team will be displayed in a list. You are able to use the drop-down box under the 
Performance column to assign a rating.  

 

 

You can add your manager comments by clicking on the text box under the comments column 
which brings up the side menu for completion and gives a reminder of the Performance Rating 
descriptions, a summary of Check-ins and Feedback. If required, you can attach documents to 
the appraisal by clicking on the paperclip icon.   

 

  

Click through each of the tabs at the top of the page to make comments on each section. 
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When you have completed this on the All-in-One evaluations tab, click the Submit button.  

 

 

Once you have completed manager comments, you can see the status of your team’s 
appraisals using the ‘Evaluate Performance’ or ‘All-in-One Evaluation’ tabs.  

Evaluate Performance screen 
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All-in-One Evaluation screen 

 

 

Sharing Goals  

Appraisers also have the option to share or assign goals with their team by using the actions 
button or clicking on the three dots of their own goals.  Assign goals will automatically be added 
to the goal area of the relevant team member whilst sharing a goal will appear in the shared goal 
area and will need to be added by the team member for them to work on throughout the 
appraisal year.    

 

 

If you wish to assign or share, you can select whether you assign or share to a person in your 
team or the whole team.  For assigning goals, you then have the option for the goal to be 
assigned to all your indirect reports (include all reports of selected managers) and whether the 
assignees can edit the goal.   
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Team Goals Centre 

Appraisers also have access to the Team Goals Centre by navigating via My Team>Team Goals 
Centre. 

 

Select the relevant review period to reveal the data and goal summary of the progress of the 
appraisees goals. 
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Completing feedback as a Participant Manager 

You will receive a notification in the bell and Things to Finish at the bottom of the home page on 
Horizon to provide feedback as a Participant Manager. Click on the notification to take you 
directly to where you can complete feedback.  

 

An alternative way to access the Participant Manager section to provide feedback is via 
Me>Career and Performance  
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And then click on the Feeback Center. 

 

This will open up the Feedback Center that show the Feedback about me or for others.  To 
provide feedback to others click on Feedback about Others 
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On the Feedback about Others page, click on the pencil icon to provide feedback to the relevant 
person as the Participant Manager. 
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You will then be required to provide the required feedback on the appraisal document, including 
Participant Rating and Participant Comments and click on Submit. 

   

 

The Participant Manager feedback will now show as complete on the Feedback About Others 
page.   

Clicking on the three dots will enable you to view the feedback or reopen the feedback.   

 

 

 

 

 


