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Load Default Rating Scale in Individual Objective 
The Load default rating scale in Individual Objective has been released to the system. 

In this new type, when creating objective rating score, user doesn’t need to add one by one the rating scale per 

objectives. 

 

Set up the default rating in Field Lookup 
• Login in HR Portal 

• Go to Maintenance > Field Lookup > Form Controls 

• Select Performance Management in Module field and select value in Default Rating. 

 
 

Create Individual Objective in Employee Portal: 
In the Employee Portal, the employee can load the default rating scale when creating Individual Objective. 

• Login in Employee Portal 

• Go to Performance Management > Individual Objective 

• Click the plus icon to create new Individual Objective. 
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• Fill out the form 

• Click the plus icon to add objectives 

 

 

• Click the Load Default Rating Scale button to load the rating scale. 

• Click the ADD button to save the objective with default rating scale. 
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Add, edit and delete the copied rating scale: 
Employee still be able to modify the copied rating scale in Employee Portal. 

• To add new rating in the copied rating scale: 

o Click the plus icon and add new criteria. 
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• To edit the rating in the copied rating scale: 

o Click the pencil icon and edit the criteria. 
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• To delete the rating in the copied rating scale: 

o Click the trash icon. 
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Mark Reviewed/Approve the Objectives: 
In the HR Portal under Performance Management> Individual Objective. The user may approve (Mark reviewed) the 

Employee’s individual objective and will reflect there the loaded default rating scale. 

HR user, may able too to load the default rating scale in the HR Portal. 
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Start the Evaluation in Employee Portal: 
After approving the evaluation schedule, employee may evaluate the evaluation and the default rating scale will 

reflect in the Employee Portal. 

• Go to Performance Management > Performance Evaluation 

• Select the evaluation. 

• Click the pencil icon to open the record. 
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