
Line Manager Team Progress guide 

A Team Progress dashboard has been created for Line Manager’s that details how many of the staff you line manage 

on Turas Appraisal have had a completed Appraisal within the last 12 months. To view this information an additional 

button now appears within your ‘My Team’ tile on your Turas Appraisal homepage: 

 

Click on the ‘Team Progress’ button. 

Please note that if you have one employment you will be presented with your Team Progress dashboard but if you 

have multiple employments the following page will show: 

 

Here you would select the employment that you wish to see the Team Progress dashboard for by clicking on the 

relevant ‘Select Employment’ button. 

The Team Progress dashboard that will appear is shown overleaf. 

 

 



 

The format of this dashboard is the same as your Reviewer Team Progress page with one additional function of being 

able to filter the dashboard by Reviewer name. Further information on this additional function will be provided later 

in this guide. Please note that if you carry out the reviews for all your staff the information shown on this page will 

be the same as shown on your Reviewer Team Progress page. If though you have nominated other Reviewers to 

carry out reviews for some of your staff the dashboard above shows the progress of all staff that you line manage. 

The information presented in each section is detailed below. 

Appraisals In The Past 12 Months section 

 

The information in the top right hand corner above shows how many Appraisals were signed off and how many were 

not signed off within the last 12 months. This is then shown as a percentage below. For this example the Line 

Manager manages 4 employments and of those employments 2 have had an Appraisal signed off in the last 12 

months and 2 have not.  



At the bottom of this section it details how many reviewees the Line Manager is responsible for and there is a button 

that can be clicked that will open further information. Further information on this bottom section will be provided 

later in this guide.  

Signed-Off Appraisals with PDP Activities section 

 

This section specifically relates to the 2 signed off Appraisals from the previous section. It details whether the 

Appraisal had PDP (Learning) activities added to it or not. From this example 1 Appraisal did have PDP activities and 

1 did not. 

Signed-Off Appraisals with Objectives 

 

This section specifically relates to the 2 signed off Appraisals from the previous section. It details whether the 

Appraisal had Objectives added to it or not. From this example 1 Appraisal did have Objectives and 1 did not. 

Reviewer selection option 

If you have allocated some of the staff you line manage to another Reviewer you can use the option at the top of the 

screen to select each Reviewer to see the progress for the staff they review on your behalf:   

 

Please note that your own name will appear here as you will also review at least one of the staff that you line 

manage.  

Select the name of the Reviewer that you wish to see the Team Progress information for and click on the ‘Update 

Data’ button. The page will then update as follows: 



 

The highlighted section shows the name of the selected Reviewer in the selection filter and it shows above the 

dashboard area. Each section shows the same format of information as detailed earlier in this guide. To return to 

viewing data for your all staff you line manage select ‘All Reviewers’ and click on the ‘Update Data’ button. 

My To Do List section 

When you scroll to the bottom of the Team Progress page you will see an additional section headed ‘My To Do List’: 

 

This section shows any outstanding actions that are required from you as a Reviewer for your Reviewee’s Appraisals. 

If the Reviewee has signed off their Appraisal the following message will appear:

 

Clicking on the link on the right hand side will take you to the Appraisal for the Reviewee. 

 

 

 

 



Within the ‘Appraisals In The Past 12 Months’ section the following link/button appears: 

 

Clicking on either the ‘4 reviewees’ wording or the ‘Reviewees’ button will open the following page: 

 

 

Please note that if you have multiple employments the page above shows the Reviewee’s that you line manage 

under your selected employment. 

A Reviewer filter section appears at the top of the page followed by information about the Signed Off and Current 

Appraisals of the staff you line manage. The Reviewee’s SWISS ID and Name will show in the first two columns and 

the remaining information that could show in each column is as follows: 

Signed-Off Appraisal column 

 No previous Appraisal 

 Signed off in last 12 months 

 Signed off more than 12 months ago 

Date Signed-Off column 

 Will show the date of the last Appraisal to be signed off or n/a if no Appraisal has been signed off. 

 

 



PDP Activities (Signed-Off Appraisal) 

 A ‘Yes’ will appear if the signed off Appraisal had a PDP activity attached to it 

 A ‘No’ will appear if the signed off Appraisal had no PDP activities attached to it 

 n/a will appear if there is no signed off Appraisal  

Objectives (Signed-Off Appraisal) 

 A ‘Yes’ will appear if the signed off Appraisal had an Objective attached to it 

 A ‘No’ will appear if the signed off Appraisal had no Objectives attached to it 

 n/a will appear if there is no signed off Appraisal 

Current Appraisal 

 Not Started – no information has been added to a current Appraisal 

 Started – information has been added to a current Appraisal 

 Partially signed off – the Appraisal has been signed off either by the Reviewer or the Reviewee 

Actions 

The ‘Actions’ button shows the same options as those on your ‘My Team’ page:  

 

Reviewer filter option 

 

Select the name of the Reviewer and click on the ‘Update Data’ button to filter the employments that appear in the 

information list for the selected Reviewer: 



 

The header at the top of the information section updates to also show the name of the selected Reviewer. To return 

to the full list select ‘All Reviewers’ and click on the ‘Update data’ button. 

 

 


