How to Guides - Manager

How to complete a Manager Review/Check In

Step 1: Click on the 'Complete Your
Review' icon on the Focus Homepage or
under the "Your Reviews' tab. Click on the
review or check in you would like to
complete.

Step 2: Click ‘Get Started’ at the bottom
right of the page.

Step 3: Enter your comments for goals and
overall performance.

Step 4: Select a rating and then click
‘Submit’

Note:

* Your team member will not be able to view your
comments or rating until the review/check in period
has ended.
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Just 3 easy steps and you're done!

1. Comment on goal and development activities
2. Add career aspirations
3. Click Submit
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You're aimost done! Sum up the year acknowledging what's been achieved and how it's
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