
New Sign off Functionality



Select Outcome to do sign off

Employee Portal Employee and Manager 
Screen is the same

Click here if you wish to conduct self-
assessment on a guide you were 
previously linked to. Functionality is the
same as with the current guide sign off
And the same for Manager sign off



Employees sign off their self assessment here

Employee Portal



Employees can add their evidence 
here. Managers will be able to see it in 
the manager portal

Employee Portal

Save and Return button works as 
previously
Save and E –mail notifies manager

Employees cannot add comments here

Employees add comments here



Manager Portal

Select Outcome to do sign off

Employee and Manager 
Screen is the same

Click here if you wish to conduct 
manager assessment on a guide the 
employee was previously linked to.
Functionality is the same as with the
current guide sign off



Manager Portal

Manager’s can view and open evidence 
loaded by the employee and can add more 
evidence files if required. Employees will be 
able to see it in the Employee Portal

Save and Return button works as previously
Save and E –mail notifies the employee

Managers cannot add comments here but 
they can view the employee’s comments

Managers can view the employee’s self-
assessment result here and can update the 
final assessment here

Managers can select add comments per 
outcome here


