
 

 

 

 

 

  

Click “Pending Approvals” 

then click “Approve/Reject” 

Click “Comments” and “Forced 

Comments” to review the 

manager comments. 

Click “Approve” or  Click “Reject” 

Comments are optional 
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How to Approve/Reject and Appraisal 



 

 

 

  
If you choose to add 

comments, enter them 

in and click “Add” 

Click “Close” 
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Click “Yes” 
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