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Getting Started

1. Start by logging in to myHR Portal using 

Company Single Sign-On and access 

the Homepage.

2. Once logged in, under the ‘Me’ tab click 

on the Career and Performance icon.

3. Select the Performance icon.

4. Click on Performance Documents.
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Review Your Goals

1. Click on Update your Goals to review your goals set at 

the beginning of the year to refresh your memory, guide 

your responses to performance review questions, and 

provide a solid basis for validating your achievements 

and progress. 

Important Note: If you did not set goals for the year, no goals 

will be displayed for review.

2. If desired, click on the goal to Update your Progress and 

track your achievements. Click Update to save your 

update.
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Starting your review

1. Click on Global Year-End Performance 2024 to start 

the review.

2. Under Global Goal Plan click on each goal to review 

your goals set at the beginning of the year to refresh 

your memory, guide your responses to performance 

review questions, and provide a solid basis for 

validating your achievements and progress. 

Important Note: If you did not set goals for the year, no goals 

will be displayed for review.
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Starting Your 

Self-Evaluation 

1. Start by expanding the Summary section under 

Performance and Culture.

2. Complete all three sections shown (Performance, 

Culture and Additional Feedback) by answering 

the questions displayed under each section.

3. Click ‘Save and Close’ once finished with the three 

sections. 

Note: You may disregard the Overall Summary section 

as no input is required. 

Optional: You may attach any additional supporting 

documents to highlight your performance. 

4. Once you are ready, on the top right corner, click 

Submit to finish your self-evaluation. 

Important Note: Your manager won't be able to see 

your self-evaluation until you click Submit. You cannot 

change comments once you have submitted your 

evaluation.
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Next Steps
1. Your leader will be notified that you 

have submitted your self-evaluation so 

that they may start their leader portion, 

followed by the performance 

conversations.

2. You can view and check the progress of 

your submitted Year-End Evaluation by 

following the same steps you used to 

initiate it, and then clicking on the 

document progress tasks. 

3. To print your performance evaluation, 

click on “…”, then click on Print.
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