
How to Complete a Standard Appraisal 

Step 1 – Log In 

Step 2 – Click on “Appraise” 

 

 

Step 3 – Complete the Appraisal 

 
 

   

Using the key above, 

select the area in the 

Bullseye that 

corresponds with your 

performance. The closer 

to the center of the 

Bullseye, the better the 

performance. 

Click “View Criteria” 

so see examples of 

each rating. 



 

 

  

 

When you are ready to complete the appraisal, log back in to Bullseye, click on “Drafts” then click “Open” 

Complete notes for each 

section of the appraisal. 

Your notes should be 

specific, honest, and 

include examples. 

If you are a evaluating a 

manager, you’ll notice a 

small blue arrow to the 

right of the Bullseye. This 

arrow will lead you to a 

second Bullseye that you 

will need to complete. 

Click on “SAVE” and then 

“OK” if you’d like to save 

your evaluation and 

complete it at a later 

time. 



 

 

 

Step 4 – Submit the appraisal 

Once you have completed the appraisal, click “SUBMIT” 

 

 

 

 

Your evaluation will then be sent to you approver for a final review. 

 
 

Congratulations – You have completed and submitted your employee’s appraisal! 

 

Click “Drafts”. 

Click “Open” 


