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Accessing and Completing an Introductory Review 

 Open Totara via the Gateway. 
 Click on Develop within the Totara menu 

 

 

Step 1: Click on Activities 

 

 

Step 3: Click on the “Activities about you” tab (Employee) or “As Manager” (Manager/Supervisor) 
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Step 4: Click “start” or “resume” on your employee’s Activity tile 

 
 

 

Step 5: Review of Performance 

EMPLOYEES: Respond to the entries within the Review of Performance Section 

Submit your entries 

 

MANAGERS: Toggle the Show others’ responses to view the employee’s entries and respond 

 

Step 6: Overall Comments 

Respond to sections within the Overall Comments 
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Step 7: Areas of Focus for Current Appraisal Period         

Respond to sections within the Areas of Focus for Current Appraisal Period 

 

Please note: Goals will be unavailable in Torara once the implementation of Work Day is complete

 

 

Step 8: Verification of Appraisal 

Complete and submit this section to finish your portion of the appraisal process.  

 


