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Halogen Manager Performance Reviews 

1: Website: https://global.hgncloud.com/ntpc/welcome.jsp 

 

 

 

 

 

 

 

 

 

 

 

2: Click on your Task from your homepage to Write your Employees Review 

 

 

 

 

 

 

 

https://global.hgncloud.com/ntpc/welcome.jsp
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3. Complete each section of the Core Competencies 

 Read your employees self comments. Choose a Rating from 1—5 and add a comment 

 as to why you chose that rating 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

In this section there is the ability to use the Suggested Comments function within the system. 

This will help you with  adding meaningful comments. You can choose from multiple  

categories, choose the comment level and also ensure they match the rating you have  

chosen. 

If you are using this function please ensure you read the comment and edit to personalize 

for your employee. 

 

See the next page for examples on how to use this function 



 3 

 

Once you have rated each competency and added comments you will see the Overall  

Performance Appraisal Score at the bottom of the section. This is an average of all of your 

ratings. 

 

 

 

4. Complete the Individual Development Plan for your employee 

 Please read what your employee has requested as a development opportunity 
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5. Create a minimum of 2 new Performance Goals for your Employee 

6. Add Manager Final Comments 

 

7. Submit the form to your 2nd Level Manager for Review 

8. You will see a completed check mark once you submit.  

 

The next step is to sit down and meet with your employee to review the form and go through 

their review. You can edit the final comments based on this meeting.  

 

Once you have met with your employee they will have the opportunity to log in, add any final 

comments and agree or disagree with the review. The form will then come back to you for  

final sign off. 



 5 

 

Review Employee Comments and Sign-Off  

1. Click on your Task to Review final comments and sign-off your employees appraisal 

 

 

 

 

 

 

 

 

 

 

2. You will see the comments that your employee has added and also their agreement or 

disagreement with their appraisal.  

 

 

 

 

 

 

 

3. Click Sign Off to complete and file this performance review 

 


