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Simply Personnel: Performance Profile Management. 
 
This document provides step-by-step guide for users to give an easy understanding  
on setting up the performance profiles in your self service system. 
 
If at any time you need help or just need some questions answered please use our 
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive 
articles and an option to open a support ticket.  
 
Thank you  
 
The Simply Personnel Team. 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.simplypersonnel.co.uk/
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To set up you performance profiles you need to access the system setup and then go 
to the personnel tab: 
 

 
 
Manage Rating: 
 

The Manage Ratings option allows you to configure how each section of the 
performance profile will be rated, e.g. Poor, Below Average, Average, Good, 
Excellent, etc. 
 
To add a new rating, click on Manage Ratings and then the Add New Rating 
button. You will see the screen below. 
 

 
 

Enter the rating the employee will see on the screen (e.g. “Good”) and then a 
numeric score. The numeric score is used to order the ratings on the screen. 
For example, if you enter the ratings below they will appear on the profile as 
shown in the following table. 
 
Ratings: 
 
Poor   1 
Below Average 2 
Average  3 
Good   4 
Excellent  5 
 
Profile Columns: 
 

Poor Below 
Average 

Average Good Excellent 
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Click on the Save button to save the rating. When finished you should have a 
table similar to the one below. Click on the pencil and paper icon to update 
the rating or click on the red cross to delete 
it.

 
Manage Priorities: 
 
The Manage Priorities option allows you to enter timescales against the 
objectives defined in the performance profile, e.g. short, mid and long term 
objectives to be met within 3, 6, or 12 months. 
 
To add a new priority, click on Manage Ratings and then the Add New 
Priority button. You will see the screen below. 
 

                          
 
Enter the description of the priority and the number of months for it. Click on 
Save and repeat this for any other priorities you may wish to add. When 
finished you should have a table similar to the one below. Click on the pencil 
and paper icon to update the priority or click on the red cross to delete it. 
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Manage Performance Profiles: 
 
To create a new performance management profile click on the option then 
New Performance Profile button. 
 

         
 
The list of profiles that can be created are linked to the posts that have been 
set up within Simply Personnel. Select the post from the drop down list and 
enter the number of descriptors. This should be the same as the number of 
ratings that have been created earlier as the descriptors are the number of 
columns available on the profile. 
 
You will only be able to assign the performance profile to an employee that 
has been set to the selected post on their current job record. 
 
Once done, click on the Save button. New screen will appear with two 
sections for you to complete. 
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Section A 

 

In Section A you create the form that the manager or employee has to 
complete online. The instructions to complete the form are given above the 
grid. Enter the description of the segment in the first column and the 
selectable criteria in the others. Add just a description to create a header for a 
new section. You can also add or remove rows as needed. 
 

 
 
You should end up with something like the grid below. 
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Section D 

 

The labels in Section D are used when entering an actual appraisal against 
the employee. There are a group of text boxes for additional comments and 
these labels will be used to indicate to the employee or manager what needs 
to be entered. 
 

 
 

Saving the Profile 

 
Click on the Save button when you have finished creating the profile. The 
profile will be added to the list of any existing profiles. 
 

 
 

Click on the red tick to change the number of descriptors, the red cross to 
delete the profile or the green pencil to edit the template. 


