
Employee Annual Performance Review Guide – UKG 

Getting Started 

You will receive an email notification once your annual performance review is ready to 
complete in UKG. 

 

Step 1: Opening your Review 

1. Log in to UKG.  

2. Scroll down to My Inbox.  

3. You will see a red notification dot indicating there is a task waiting for you.  

4. Open My Inbox to begin your review. 

 

 

Completing Your Review 

Step 1: Open Your Review 

1. Click Edit at the top of the screen.  

2. Select the first green Start button to begin the first section of your review. 



 

Step 2: Complete the competencies section first: 

1. Click on the first green Start button  

 

 

Step 3: Complete ALL the Sections 

1. Review each section carefully.  



2. Click the Employee Rating drop-down menu.  

3. Select the score that best reflects your performance.  

4. Add descriptive comments where applicable to provide additional details or 
examples.  

 

 

At the bottom of the screen – it calculates the rating based on what number the employee 
chooses 

 

 

Step 3: Move to the Next Section 

After completing a section: 

1. Click Save if prompted.  

2. Use the Back arrow in Google Chrome to return to the main review page. 
There is currently no “Next” button within the review process.  

3. Select the next green Start button to continue to the following section.  



Repeat this process until all review sections have been completed. 

 

 

 

 

 

 

 

 

 

Overall Comments Section 

The final section includes an Overall Comments area. 

1. Review your ratings and comments before continuing.  

2. Add any final comments you would like your manager to review.  

3. UKG also includes an AI assistance feature that can help generate overall 
comments if needed. 



 

 

Submitting Your Review 

Once all sections have been completed: 

1. A green Send button will appear.  

2. Click Send to submit your completed performance review.  

3. A confirmation pop-up window will appear asking you to verify your submission.  

4. Select Continue to finalize and send your review.  

After submission, the review task will automatically disappear from your inbox. 



 

 

Once Send is pressed- a pop up wants verification to continue 

 

 

Then its removed from my inbox  

 


