
Configuring Performance Management  

The Performance Management utility in ExponentHR allows you to evaluate your 
employees’ performance, maintain goal management, facilitate collaborative 
performance planning, and two-way communication throughout the year. 
 
Performance Administrators have complete visibility to the Performance 
Management setup to determine which group of employees are eligible for 
performance reviews, how frequently they are evaluated, and on what criteria.  
Additionally, these groups can be scored based on a global rating scale or have 
varying rating methodologies that best match each group’s specific needs.  These 
and similar setup features are administered through the performance configuration 
settings found in the Options drop-down menu. 

 
Note:  The configuration settings are available only to users given Performance 

Administrator Limited or Unlimited Grant Access rights. 
 
When setting up the performance configuration for your organization, to the right is 
a generic workflow of steps to initiate and maintain the performance review cycle.  
 
 

 

  

 

Step Action Comments/Features
  

1 Define the Rating 
Methodology 

If your performance review template 
includes scoring an employee's 
performance, the first step is defining 
the numeric or text rating scales. 
(If you have a 1-5 rating scale, you can 
edit the labels and descriptions of the 
ExponentHR default methodology) 

2 Create Performance 
Template 

Create the default template that applies 
to the majority employee base.  Create 
additional template(s) for each 
applicable review group (i.e. managers).  

  

 

General Setup Includes: Template type, annual review 
period, periodic schedule frequency (if 
applicable), eligibility waiting period, 
employee goal requirements, and more. 

    

Apply To Define which employees are applicable 
for the respective review template 
based on a variety of available 
employee classification filters. 

    

Schedule Set the timeline for each activity of the 
performance review cycle to drive 
notifications and when tasks appear on 
the outstanding task dashboard. 

    

Annual/Periodic 
Review 
  

Create the sections and review criteria 
that are to be used when evaluating an 
employee's performance.  This includes: 
Selecting the Rating Methodology to be 
used for each section and overall 
review, controlling comment 
requirements, and optional/mandatory 
inclusion on the final review. 

  Performance Configuration 
Administrator Job Aid 

If you need further assistance with any part of ExponentHR, contact the 
ExponentHR Service Team at: (866) 612-3200 or support@exponenthr.com. 

See reverse side for 
sample images



 
 

  
 

 
 
 
 
 
 
 


