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TALENT MANAGEMENT 
QUICK REFERENCE GUIDE – Upline Manager 
How to Access Appraisals for Your Indirect Reports  

 
You may have an employee who supervises other employees.  If this is the case, the 
employees who are supervised by your employee are called your indirect reports.  Use the 
step-by-step instructions below to access the appraisals of your indirect reports.  When you 
access these appraisals, you will be able to both view them and take action on them.   

 
Appraisals 
 

1. Login to MAP  
 

2. Double click on Manager icon (if you cannot find Manager icon, please click on Start in the 
upper right corner, then click Library and then drag the Manager icon to your desktop) 
 

3. Click on Review Performance and then Appraisals by Resource 
 

4. "My Staff” displays the employee’s that you supervise. If one of your employee’s is a supervisor 

and has direct reports, you will see a “direct reports” icon   
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5. Click on the  icon to view employees of that supervisor. 

  
 
6. At this time, you will be able to view and/or take action on any of the appraisals under the 

Active, Finalized or Historical tab.   

 
 

7. Double click Appraisal which will bring you to the Employee Appraisal Home Page. At this time, 
you can take action on the appraisal.  
 

 
 

 
 
 
 
 

If you have any questions regarding MAP, please contact your agency Human Resources office. 
 


