
Third Party Review Guide



Third Party Review

ÅA third party review can be used in any case where a 
supervisor would like to get feedback on an 
employee from someone outside of their reporting 
line

ïFor instance, if an employee has two supervisors (e.g. dual 
positions or a matrix reporting environment), one manager 
ǿƻǳƭŘ ƭƛƪŜƭȅ ǿŀƴǘ ǘƘŜ ƻǘƘŜǊΩǎ feedback

ÅThird party reviewers are not able to edit the 
appraisal; they can only provide annotations

ÅSupervisors can recall a third party review at any 
time during the step of the process where the 
appraisal is drafted



Sending an Appraisal for 

Third Party Review



Third Party Review Assignment

ÅOpen ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ appraisal

ÅSelect Third Party Review (optional)at the top right

ïPlease note, any ratings and/or comments you have made  
will be visible to the third party reviewer

ÅType the Last Nameand First Name of the person 
you desire to be the third party reviewer and click 
Search

ÅFind their name in the Available Employees list, 
select it, and click Send



Third Party Review Assignment



Third Party Review Assignment



Providing Feedback as a

Third Party Reviewer



Provide Third Party Feedback

The Third Party Feedback feature uses annotations 
similar to the Second Level Approver

ÅAs the Third Party Reviewer, type your annotation 
and click OK

ÅAfter completing all necessary annotations, click 
Complete

Feedback will be routed back to the supervisor for 
consideration


