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Performance Job Aid:  
Performance Administrator - Launching 
and Archiving Annual and Probationary 
Reviews 
 

As a Performance Admin, you can Launch and Archive Reviews, as well as update statuses.  These 
may be processed on an individual basis or a bulk process.  For a more detailed explanation of the 
“Employee Search” screen see the “Employee Search” Job Aid. To access the Employee search and 
Performance Center use these links: COV Network Users and Non-COV Network Users.  

 

Launching Reviews: From the home screen you will click on the “Hamburger” menu and 
“Employee Search”. 

 

 

 

 

https://dhrm.dc4.pageuppeople.com/default.aspx
https://dhrm.login.pageuppeople.com/
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Individual Launch 
1. To complete a launch for an individual, begin your search by clicking in the search box and 

clicking the “Add Search Option” box. Add “Agency – Parent” or “Agency” search criteria. 
Then select your agency. 
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2. Type in the name you are looking for in the Search box.   

 

 

3. Utilize the box to the left of the employee’s name to select the employees. 

 

 

4. In the top left of the screen, you will see a “Select” drop down box, select “Bulk New 
Performance Review”. 
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5. FOR ANNUAL REVIEW PROCESS: Start Date is the date you initiate the review and End 
Date must be February 1 of the following year e.g. 2026 performance review end date 
should be 02/01/2027. Check the boxes for “Automatically Assign Manager” and 
“Automatically Assign 1-up Manager” or you can manually enter the names.  Then “Save”. 
 
FOR PROBATIONARY PERIOD PROCESS: Start Date must be the new hire’s Start Date in 
Cardinal and the End date will automatically populate.  Do not adjust the end date for 
probationary review.  For example, new hire starts on 4/10/2026, HR doesn’t initiate the 
review until 4/20/2026.  HR enters 4/10/2026 as the review Start Date. Check the boxes for 
“Automatically Assign Manager” and “Automatically Assign 1-up Manager” or you can 
manually enter the names.  Then “Save”. 
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6. Once the Performance Review Process is launched, you’ll be able to see the review on the 
employee card under “Performance Reviews.” 

 

 

Bulk Launch 
1. To bulk launch, return to the Employee Search Screen.  Use Parent Agency or Agency as 

your desired criteria in the “Search” Box to bring up a list of employees. See Employee 
Search job aid for additional instructions on searching by Agency. 
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2. You may select employees by checking individual boxes or use the “All Pages” or “Current 
Page” feature to check the entire group.  After making your selections, select from the menu 
located under the PageUp Logo click the “Select Box” and choose “Bulk New: Performance 
Review”

 

 

 

3. FOR ANNUAL REVIEW PROCESS: Start Date is the date you initiate the review and End 
Date must be February 1 of the following year e.g. 2026 performance review end date 
should be 02/01/2027. Check the boxes for “Automatically Assign Manager” and 
“Automatically Assign 1-up Manager” or you can manually enter the names.  Then “Save”. 
 
FOR PROBATIONARY PERIOD PROCESS: Start Date must be the new hire’s Start Date in 
Cardinal and the End date will automatically populate.  Do not adjust the end date for 
probationary review.  For example, new hire starts on 4/10/2026, HR doesn’t initiate the 
review until 4/20/2026.  HR enters 4/10/2026 as the review Start Date. Check the boxes for 
“Automatically Assign Manager” and “Automatically Assign 1-up Manager” or you can 
manually enter the names.  Then “Save”. 
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4. The system will take a moment to process LARGE bulk launches, so please be patient.  
You can check the status of bulk requests as well as all Performance Reviews by clicking on 
the “Hamburger” menu in the top left of the screen and selecting the “Performance Center.” 
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5. Within the Performance Center you can see all launched Performance Reviews or view any 
Bulk Processes.  Note: You cannot launch reviews from Performance Center.  Reviews 
are launched using Employee search.  Bulk actions are completed the same way as the 
Employee Search using the search feature and making the necessary selections. 

 

 

6. When you go into Bulk Processes, you’ll see a list of any processes launched in bulk 
(creating, archiving, etc).  You can see the totals, whether they are completed or still 
running, and more. 
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7.  Return to the Performance Center and select Performance Reviews. The screen is similar to 
that of Employee Search, except this screen displays Performance Reviews that have been 
launched.  

 

 

Changing a Review Status 
1. Statuses can be changed at a bulk level but also can be done from the Performance Center 

or from Employee Search by clicking the name of the status. 
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2.  Select the status you would like to move the review to then select the “Save” button. 

 

 

Archiving a Review 
1. Select Performance Center from the Hamburger menu. Select Performance Reviews and 

search for Employee.   
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2. Scroll to the right of the screen and select “Archive” to archive the review.  
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