How to finalise a CR&D for a member of your team — guide for Managers

This short guide will show you how to finalise a CR&D for a member of your team. Please note that you
can only sign off a CR&D after your team member has signed off their part.

Log into CoreHR and then select the Manager Dashboard option.
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From here you can complete your profile view and upload documentation. You can also find more detailed information about your new role and responsibilities within the organisation

Welcome to the company!

Once the manager dashboard appears, click on the CR&D icon on the left hand side.
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You will then see a box called My Team’s CR&D. Click on View All. You will then see your team’s CR&Ds
listed. Please note that each section of the CR&D is listed individually for each person. If an individual
has more than one contract, these will be listed individually as well.



Click on the 3 dots against Objectives and Progress Review 2019-20 against an individual and then

select Launch.
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Click on the Review Overall Progress tab on the left hand side.
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Make sure that this section is fully complete and ratings are input. The Review Overall Progress section
allows you to add an Overall Rating for all employee’s objectives. The first question is answered by
employee, the second question is completed by yourself to confirm the agreed rating once you have had
a conversation with the individual.



Increment Entitlement

The Increment Entitlement section requires the Manager to confirm whether an employee is subject to
either Managing Performance or Managing Discipline Policies. The Manager should enter the response
before clicking save. Please note you will not be able to complete Sign Off until this has been entered.
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The final step is to Sign Off. Click on Sign Off and then the Sign Off button.
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You will see a box that asks you for a password. Input this and click on OK.
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