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Access the form by clicking 
Performance.berkeley.edu

Questions?

Contact Campus Shared Services HR at 
510-664-9000, option 3. Or submit your 
question to performance management 
and our CSS partners will respond.  Also, 
refer to the FAQs found on the 
performance management website by 
clicking FAQs.

http://performance.berkeley.edu
https://berkeley.service-now.com/ess/hr_catalog.do
https://hr.berkeley.edu/faq/performance-review-form


Performance 
Review
performance.berkeley.edu

Dashboard

● Read overview and 
instructions

● Start New Form
● Access existing and 

previously completed 
reviews

● Confirm Signature status
● Confirm Comments - Private 

or Shared (New Feature)



Start New Review



Start Form 
Wizard

1. From the Employee Search page, 
enter the name of person and 
select  “Search”.

2. Results of search will display.   
Locate the person you want, and 
choose “Select” to continue.

1

Employee Search

From Dashboard, select “Start New Form”. 



Start Form 
Wizard

1. On the Job Information page, 
locate the job you are reviewing 
and choose “Select” to continue.

Job Information



Start Form 
Wizard

1. On the Employee Review Records 
page,  locate previous year goals 
to import and choose “Select”.  
Goals will be imported into the 
new review form.  

Employee Review Records

If the Employee does not have a 
previous review available or there is 
no need to import previous goals, 
choose “Start Blank Form”. 



Performance Review Form - Draft



Review Form - 
Draft

1. Review Period - choose Annual, 
Probationary or Custom date range 
for review.  

2. Employee - displays job information 
of employee

3. Goals - Edit existing goals and/or 
enter new goals. 
Supervisor/Reviewer can comment 
on each goal.

New Feature: Employees can now add 
comments to their goals.  For the 
Reviewer/Supervisor, Employee comments 
are read-only.  The same is true for 
Employees.  The Reviewer/Supervisor 
comments are read-only.

New Feature: Click on “you open access to 
employees” and the tool will scroll to the 
bottom of the form. There you can save 
changes and open the employee self 
review option.



Review Form - 
Draft

1. Comments on Overall Performance 
- Reviewer/Supervisor can enter 
comments on overall performance.  
Employees can enter in comments 
on overall performance.  Employee 
comments are read-only for 
Supervisor

2. Compliance Training Check Off - 
Reviewer can select all that have 
been completed this review period. 
Note: Merit Increases for Supervisors 
and Managers are contingent on 
completion of mandatory Sexual 
Violence and Sexual Harassment 
prevention training by all subordinate 
staff, and themselves, by June 30th. 
Completion is validated through LMS, 
not this checkbox. These checkboxes 
are here for the purpose of prompting 
a conversion about learning and 
development between the supervisor 
and employee.

3. Supporting Operating Principles - 
Reviewer can select all that apply



Review Form - 
Draft

1. Rating - Reviewer/Supervisor - can 
enter Rating.  Note: Ratings are 
hidden  to Employee during draft 
stage of review form.  Ratings will 
be visible to Employee after 
signature process begins

2. Signatures - Reviewer can search 
and assigned a Second Level 
Approver.  Note:  A Second Level 
Approver and Rating is required to 
being signature process.

3. Next Period Goals - Supervisor / 
Employee to propose goals for next 
year.



Performance Review Form Draft - Show / Hide Comments



Review Form - 
Draft

Reviewer and Employee now have the option 
to hide or show comments during the draft 
stage of the review. This is referred to as 
“Private/hide and Shared/show"

To hide or show comments to Employee, select 
“Show Comments To Employee” or “Hide 
Comments From Employee” 

The employee has the option to share 
comments on the form, while still maintaining 
access, before sending it to the Supervisor for 
approval, by clicking “Show Comments to 
Supervisor”

A pop-up notification to inform Reviewer that 
comments will now be visible to Employee

Reviewer and Employee can check on 
comments status from the Dashboard

Reviewer and Employee can check on 
comments status from the top of review form

New Feature: Show/Hide Comments

Check on Comment Status - Dashboard

Notification alert when Reviewer makes comments available for Employee

Form status / Comment status shown at top of review form

Employee button options to show comments



Review Form - 
Draft 

1. Save Changes - Saves changes

2. Open Employee Self-Review / Close 
Employee Self-Review - opens or 
closes access to the Employee.

3. Show Comments To Employee / 
Hide Comments From Employee - 
Reviewer hides or shows comments 
to Employee.  Note: Comments are 
hidden by default for both Employee 
and Reviewer/Supervisor

4. Proceed To Signatures - begins 
signature process

5. Delete - deletes form.  Forms can 
not be retrieved once deleted

Supervisor Action Buttons (pre-signature)

● Save Changes
● Open Employee Self-Review / Close Employee Self-Review
● Show Comments To Employee / Hide Comments From Employee
● Proceed To Signature
● Delete

Action Buttons - Supervisor

Supervisor options when form is open to Employee

Supervisor options when form is closed to Employee



Performance Review Form - Signature Process



Review Form - 
Signature  

To begin the signature process, a Rating 
and 2nd Level Approver is required. 

The Reviewer selects “Proceed To 
Signatures” to begin the signature process.  
At this time:

Supervisor Action Buttons (pre-signature)

● Form is read-only
● Reviewer signature added
● Comments will be visible to 

Reviewer, Employee and 2nd 
Level Approver

● Releases form to 2nd Level 
Approver

● Access to form for Employee 
will be closed Pop up notification when Reviewer begins Signature Process



Performance Review Form - 2nd Level Approver



Review Form - 
Signature  

2nd Level Approver 

New Feature: Approve or Reject 
(refuse to agree) - The 2nd Level 
Approver can approve or refuse to 
agree to the submitted review.

To Approve - Select ‘Add Signature’ 
from the Signature section of the 
review form.  Next, select ‘Approve; 
Send Back To Supervisor’

To Reject (refuse to agree) - Leave 
comments for Supervisor in the 
comments field and select ‘Return to 
Supervisor for Revision’

Please note: The 2nd Level Approver 
must enter comments when requesting 
the supervisor to revise the review. 

The comments will not become apart of 
the final review when forwarded to CSS.

2nd Level Approver Action Buttons (Signature)

2nd Level Approver Signature

● Add Signature
● Open for Editing; Signatures will be removed
● Approve; Send Back To Supervisor
● Reject; Send Back to Supervisor To Resubmit



Review Form - 
Draft 

1. Save Changes - Saves changes

2. Open Employee Self-Review / Close 
Employee Self-Review - opens or 
closes access to the Employee.

3. Proceed To Signatures - begins 
signature process

4. Delete - deletes form.  Forms can 
not be retrieved once deleted

5. Show Comments To Employee / 
Hide Comments From Employee - 
Reviewer hides or shows comments 
to Employee.  Note: Comments are 
hidden by default for both Employee 
and Reviewer/Supervisor

Supervisor Action Buttons (Pre-Signature)

● Save Changes
● Open Employee Self-Review / Close Employee Self-Review
● Show Comments To Employee / Hide Comments From Employee
● Proceed To Signature
● Delete

Action Buttons - Supervisor

Supervisor options when form is open to Employee

Supervisor options when form is closed to Employee



Form Returned From - 
2nd Level Approver 

1. Open for editing. Signatures will be 
removed  - Re-opens the form and  
signatures are removed.  The 1st 
level supervisor may make edits to 
the form as necessary.

2. Final; discuss with employee - The 
2nd level approver has signed the 
form and it may now be discussed 
with the employee.  Employee will 
have the opportunity to 
acknowledge receipt of form with a 
signature.

3. Employee is unavailable or refused 
to sign - Ends the signature process

Supervisor Action Buttons (Signature Process Post 
2nd Level Approver Signing)

● Open for Editing. Signatures will be removed
● Final; discuss with employee
● Employee is unavailable or refused to sign

Action Buttons - Supervisor

Supervisor options when the form is finalized and awaiting Employee Signature

Supervisor options when the form is returned from 2nd Level Approver




