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1. Two views: Tasks or Overview. Task view shows more detail.

2. Bar shows each step of the process—currently in the first step “Write annual appraisal” and due date. Slide the bar to view
tasks associated with each step.

3. Indicates the status of your tasks — See the legend. Click on the task to perform the task.

4. Click on “View Status” to see the progress of each employee through the process.
5. Legend



