
How to Guides
How to complete a 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 and click submit

Note: 
• You will not be able to view Manager comments or 

rating until the review/check in period has ended. 


