THE UNIVERSITY of EDINBURGH

System User Guide
How to Record your Annual Review for Employees

We realise this formatting may not be accessible for all - to request this document in an alternative format

please email hrhelpline@ed.ac.uk.
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Introduction

This guide covers key tasks for Employees in the ‘How to Record Your Annual Review’ system process.

As part of the University’s Annual Review process, there needs to be a record in People and Money of the

Annual Review conversation having taken place.

Before you begin...

All employees should have the opportunity to have appropriate discussions about their objectives,
performance, and development. You should familiarise yourself with the annual review information
available on the Annual Review pages of the Conversations Hub SharePoint site.

All employees have access to the Annual Review Record app in People and Money. Annual review
completion should be recorded when you have held your review meeting with your line
manager/reviewer, and this has been signed off within the school or department. Your line manager
can also record this on your behalf. If your annual review was held with a reviewer who is not your
line manager, only you or your line manager can record the completion in People and Money.

Associated paperwork should continue to be filed as per local arrangements.

Employees who are within their probation period and/or started after 01 August of the current
review year are not required to have an annual review recorded in People and Money. For
employees that this applies to, they will not have a review period for the current year within the
Annual Review app. For future annual review years, they will be able to record annual review
completion.

Recording Non-Completion of Annual Review

There are circumstances when an annual review meeting might not take place, as per below. If you fall

into one of these scenarios, your manager can record this within the system. Alternatively, you can record

this as outlined in Step 8 below.

Low Hours staff - working less than 0.2 FTE (working less than 7 hours per week)

Absent from work during review meeting schedule (e.g., adoption, surrogacy, maternity leave,
parental leave, illness, special leave, etc.)

Clinical Academics at Consultant Level or in a recognised training programme
Guaranteed Hours Staff
Employees who start after 1 August in the current year or are still within their probation period

Employee has resigned
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https://uoe.sharepoint.com/sites/ConversationsHub/SitePages/Annual-Reviews.aspx
https://uoe.sharepoint.com/sites/ConversationsHub

In Brief

This section is a simple overview and should be used as a reminder. More detailed information,
screenshots and tips are provided within the ‘In Detail’ section.

Record your Annual Review

1.

LAl S

9.

From the People and Money homepage, within the Me tab, select the Annual Review Record app.
Click on + Add.

Select Template, then select Annual Review Completion Record from the drop-down list.

Enter the date of the meeting.

Click on the Schedule button. You will be returned to the list of Check-ins, where the new Check-in
item will show.

Select the relevant new item to open the details screen.

Select the relevant questionnaire drop-down for yourself, then select View Questionnaire.
Questionnaire: Complete the answers to the three questions within the questionnaire, then click
Save. Note if you selected ‘No’ to Q1, this will allow you to record the non-completion reason.
Select Mark as done.

10. Select Update.

Review a Past Annual Review Record

1.
2.

From the People and Money homepage, within the Me tab, select the Annual Review Record app.
In the next screen, you will see a list of past Annual Review Records, named “Annual Review
Completion Record”.

Select a previous completion for a past period to view the record; this is for viewing purposes only.
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In Detail

This section provides the detailed steps and includes relevant screenshots from the system.
Record your Annual Review

1. From the People and Money homepage, within the Me tab, select the Annual Review Record app.

TE UINIVERSITY
EDINBURGH

morning, John Smith

On the next screen, you will see a list of past Annual Review Records, named “Annual Review
Completion Record”. In the list, new records are called “Check-ins”.

Note: Please ignore the column showing entries for “Topics Discussed”, which are inactive and greyed
out; within UoE we are not using this functionality.

2. Clickon +Add.

— K. THE UNIVERSITY
= ae¢ of EDINBURGH

< @ Performance
- S e
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3. Select Template, then select Annual Review Completion Record from the drop-down list.

: THE LUNIVERSITY
{ EDINBURGH

= New Check-in
M o sorame |1 TRe

UnE Rz Fered B085/2020 N |

Build your agenda

Note: If you hold more than one assignment, please select the assignment you wish to record your
annual review against, from the job title drop-down that will be shown above ‘Review Period’.

HE UNIVERSITY
of EDINBURGH

< @ Performance

Tutor

Tutor - ACTIVE

Demenstrator - ACTIVE

Researcher - INACTIVE

4. Enter the date of the meeting.

Note: The questionnaires are now revealed but are in a view-only state and not active until Schedule is
selected, and step 5 is completed.
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Note: Please ignore the text relating to “Agenda” or “Build your agenda”, which is inactive and greyed
out; within UoE we are not using this functionality.

5. Click on the Schedule button top right.

& Mew Check-in
B o b

U5E Fredras Faind FO55/3074 - Anet_al Bedwas Coerg pikae Reczisd
NS

Build your agenda

° Gurstizncalrs fre Line Wanagar Hara Sumame

e GursHsnrairs foe Cmpayas Kama Sumsms

You will be returned to the list of Check-ins, where the new Check-in item will show.

THE LUNIVERSITY
EDINBURGH

: Performance

o S

NIVERSITY
MBURGH

Check-in Line Manager and Employee on
71072025

@ ke
- MR

1072025 =]

Agenda

° Line Managss
4z s s b s

| R —

Page 6 of 10
PM 3723
25D V5 January 2026



Note:

e You can see the other party's questionnaire at any time, whether blank or completed but you
cannotinteract with it.

e Pleaseignore the “Agenda” and “Discussion Topics” sections, which is greyed out and cannot be
edited - within UoE we are not using this functionality.

7. Select the relevant questionnaire drop-down for yourself, then select View Questionnaire.

8. Questionnaire: Complete the answers to the three questions within the questionnaire, then click
Save bottom right.

5 Checkin Line Manager and EqREEeU Lt L Ll
- TH0202E

Note: If you select ‘No’ to Q1, this will allow you to record the non-completion reason. If you select the
reason as ‘Other’, a free-text box is provided; please do not include any personal details.

QL. D e B 0 Anvi2] REviewPertrmance and Deves scpmant aensemic year [August 12 July)?
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9. Select the Mark as done toggle. You will notice the icon next to the Questionnaire turning to a
green tick to show completion.

@ Check-in Line Manager and Employee on
dh 7/10/2025

Name Surmame | Job Title | Annual Review Completion Record

Note: It is essential to select both Mark as done and Update to complete the process to make the
data available in reporting.

Review a Past Annual Review Record

1. From the People and Money homepage, within the Me tab, select the Annual Review Record app.

TE LINIVERSITY
SDINBURGTH

2. Inthe next screen, you will see a list of past Annual Review Records, named “Annual Review
Completion Record”, with dates besides these.

Note: As already mentioned, please ignore the column showing entries for “Topics Discussed”; within
UoE we are not using this functionality.
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THE UNIVERSITY
A of EDINBURGH

« ®
Y e ]

3. Select a previous completion for a past period to open the record; this is for viewing purposes
only. You should not make any edits to previous records unless they are incorrect.

Annual Review Completion Record 17/06/2025
Mama Surraren | kb Tk | Aol Review Compkeion Recsrd

Agenda

° Ducabernare e Lise Manages Bame Bueneme

© s e e e

o

Common Errors

e Recording of Annual Review conversations must be done in the People and Money system by the
end of August for the review year in question. If it is done after that, you will incorrectly create an
annual review record for the following review year and can only be corrected by raising a Service
Request with HR Helpline.

Other points to note

e The person who completed the questionnaire is the only person who can delete a Check In/Annual
Review Completion record; therefore, your manager will not be able to delete this if it was created
by you and you will not have access to delete if it was created by your manager.

e However, it isrecommended that you do not delete any annual review records for previous review
periods, to avoid any impact on reporting. Please note there will be no ‘Are you sure’ warning
message should you decide to delete it.
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e If necessary, the person who created a previous annual review record, can edit it.

e |tis possible to create two entries for the same Annual Review period, albeit not on the same date.
However, it is current UoE process to only do one annual review meeting per year and therefore
there should only be one annual review record in the People and Money system.

o Likewise, itis technically possible for both the line manager and the employee to complete a
questionnaire for the same year but as the annual review conversation only needs to be recorded
once, this is not recommended. This does not impact reporting as it is only captured as one record.

e Itis common practice for the employee to record their annual review conversation in the system.

e You currently cannot use the Back button from the “Performance” screen to return to previous
screens. Please use the Home button to exit the screen.

e Please note that local staffing teams cannot record annual reviews in People and Money. This is not
possible because the recording of Annual Reviews is predicated on the line manager/direct report

relationship.
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