
Gid Revizyon Pèfòmans Anyèl Anplwaye – UKG 

Kòmanse 

Ou pral resevwa yon notifikasyon pa imèl lè revizyon pèfòmans anyèl ou pare pou ranpli 
nan UKG. 

 

Etap 1: Louvri Revizyon ou a 

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. Louvri My Inbox pou kòmanse revizyon ou a. 

 

 

Ranpli Revizyon ou a 

Etap 1: Louvri Revizyon ou a 

1. Click Edit at the top of the screen.  

2. Chwazi premye bouton Start vèt la pou kòmanse premye seksyon revizyon ou a. 



 

Etap 2: Ranpli seksyon konpetans yo an premye: 

1. Click on the first green Start button  

 

 

Etap 3: Ranpli TOUT Seksyon yo 

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.  

 

 

Anba ekran an, UKG ap kalkile evalyasyon an selon nòt anplwaye a chwazi a. 

 

 

Etap 3: Ale nan Pwochen Seksyon an 

Apre ou fin ranpli yon seksyon: 

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.  

Repete pwosesis sa a jiskaske ou fin ranpli tout seksyon revizyon yo. 



 

 

 

 

 

 

 

 

 

Seksyon Kòmantè Jeneral yo 

Dènye seksyon an gen yon zòn pou Kòmantè Jeneral. 

1. Review your ratings and comments before continuing.  

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

3. UKG gen yon fonksyon asistans AI ki ka ede kreye kòmantè jeneral si sa nesesè. 



 

 

Soumèt Revizyon ou a 

Lè ou fin ranpli tout seksyon yo: 

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.  

Apre ou fin soumèt li, travay revizyon an ap disparèt otomatikman nan Bwat Resepsyon ou 
a. 



 

 

Lè ou peze Send, yon fenèt ap parèt pou mande verifikasyon anvan ou kontinye. 

 

 

Then its removed from my inbox  

 


