
PDR Online System

Guidance for Non Academic Staff
This short step-by-step guide to completing PDRs on the online system is for members of 
staff in Administrative, Management & Specialist, Operational and Technical job families.



System Login

Login to the system using 
your university 

username and password



System Assistance
Any problems or questions 

regarding the PDR online system 
can be submitted using the ‘help’ 

function

Select the relevant 
option from the 

dropdown and type your 
message in the box 

below



Preparation Section - Reviewee



Homepage
Ensure you 
are on the My 
PDR tab

Click 
here to 

view the 
PDR 

online 
form for 

2018

Where applicable, multiple 
roles will appear below



Guidance

Work 
your 
way 

through 
each 

page to 
prepare 
for your 

PDR

Carefully read 
through the guidance 
notes, following the 

links to the PDR 
website for further 

information



Personal Details

Check your personal details. 

Incorrect details should be reported to 
your line manager who will contact HR.



Review of Past Year

This space should be used to comment on your progress towards each objective.
OR (for those whose objectives do not appear above):

• Copy and paste last year’s performance and development objectives into this box
• Review your progress against each objective; highlighting your successes and challenges

Your 2017/18 objectives will 
appear here 

(unless you were exempt from 
PDR or have changed roles in 

the last 12 months)



Training and Development

Your learning record from my.HR 
will be listed here in date order

This box can be used for any 
development which is not listed 

above



Overall Comments

Use this space to provide your Reviewer with any 
additional details regarding your performance and 

development over the last 12 months



Overall Comments (Continued)

Use this space to suggest potential performance and 
development objectives for the next 12 months



Overall Comments (Continued)

This space can be used to provide feedback for your line 
manager

When you are satisfied you have completed 
your preparation work, click this button to 

share with your Reviewer.
This will trigger an email to notify them.



Meeting Record Section – Reviewer



Reviewers only 

Check that 
your 

Reviewee 
has 

completed 
their 

preparation 
here

Select ‘open 
2018 

review’ 
from the 

drop down 
to view the 
Reviewee’s 
preparation



Setting Objectives (Performance)

Use this space to input the specific details of the 
agreed objective. This may include any resources 
needed and how performance will be measured.

Reviewers only 



Setting Objectives (Development) Reviewers only 

Use this space to input the specific details 
of the agreed objective. This may include 
any resources needed and how success 

will be measured.



Reviewer’s Comments

Use this space to summarise the PDR meeting, including 
the rationale behind the recommended performance 

assessment rating.

Reviewers only 



Reviewer’s Comments Reviewers only 

Select 
recommended 

rating from 
drop down 

menu



Supporting Statement Reviewers only 

If you recommend a rating of 
‘exceeds expectations’ the 
supporting statement box 

below will appear 
automatically

Use this space to justify your recommended rating of 
‘exceeds expectations’ to the Senior Reviewer Group 
(within 100 words), then ‘share meeting record with 

Reviewee’



PDR Agreement - Reviewee



Reviewees only Reviewer’s Comments

Thoroughly read through the agreed performance and 
development objectives inputted by your Reviewer.

If you feel any need amending you will need to discuss 
this with your Reviewer. They will need to login to make 

the changes.



Reviewees only Reviewer’s Comments

Check that your 
Reviewer’s discussion 

summary and PDR 
meeting date are 

correct

Your recommended rating will appear here



Reviewees only PDR Agreement

This space can be used if you wish to make any comments in 
terms of your recommended performance assessment rating



Use the 
drop 

down to 
select 

‘agree’ or 
‘disagree’

Click 
here to 
submit 
to the 
Senior 

Reviewer 
Group

Reviewees only PDR Agreement

Please Note!
Once submitted to the 
Senior Reviewer Group 
no further amendments 

can be made.



PDR Agreement - Reviewer



Reviewees 
at this 

stage will 
appear 

with this in 
the 

progress 
column.

Click 
here to 
open up 

the 
review.

Reviewers only PDR Agreement

Once the reviewee has submitted their PDR again 
you must submit it to the Senior Review Group. 
You will be offered the opportunity to add any 

further comments.



Agreement or 
disagreement with 

the rating will appear 
here

Click here to submit 
to the Senior 

Reviewer Group. This 
is the final step

Reviewers only PDR Agreement

You are given the opportunity to add any further 
comments in this box.



Inspiring Winners Since 1909
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