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Accessing the Performance Dashboard and Providing Manager Feedback: Log in to your ADP 
homepage, then follow these steps: 
 

1.​ Go to My Team > Talent > Performance Dashboard  
 

 
 
 

2.​ You'll see a list of your direct reports to review and complete the assessment. Click on 
Provide Feedback to complete the assessment for each individual. 

 

 
 

Tip: To view an employee’s past reviews, click their name, then go to the Historical tab. From 
there, click the three dots under Actions to download a review form if needed. 
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3.​ Follow the instructions and click Next to start the assessment. 
 

 
4.​ Throughout the review, you can click Actions (top right) at any step to download the 

review or manage the team member goals. 
 

 
 

5.​ For each goal and behavior, select a Rating, add Comments, and optionally click Add 
Attachments. 
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6.​ Overall Comment: Write a brief, professional summary that highlights the employee’s 
strengths, notes any areas for improvement, and outlines how you plan to support their 
growth. 
 

 
 

7.​ For the final step, review the summary. If you're not ready, click Save to return later. If 
you're ready to submit and see the below warning about differing scores between your 
rating and the employee's, you can ignore it—it just means your rating is not the same as 
the employee’s. Click Submit to send the assessment to HR for approval. 
 

 

 
 
 

ADP - Performance Dashboard Reference Guide - June 2025                                                                                      4 



Accessing and Managing Performance Goals Dashboard in ADP:  Log in to your ADP 
homepage, then follow these steps: 
 

1.​ Go to My Team > Talent > Performance Dashboard  
 

 
 

2.​ You'll see a list of your direct reports to manage their goals. To view goals for Direct or 
Indirect Reports, use the dropdown menu. 
 

 
 

3.​ To view existing goals, click the number of goals. This opens a new screen where you can 
edit the employee’s goals. 
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4.​ Click the three dots to edit the goals. 

 
 

5.​ You can add a goal description and set the start and end dates to include it in the performance 
review. Click Submit when done. This performance evaluation runs from December 2024  to May 
2025. 

 
 

6.​ To add a new goal for the upcoming performance review period, click the three-dot menu (⋮) and 
select "Create Goal." When entering the goal details, set the target start date to June 1, 2025, and 
the target completion date to December 31, 2025.  
 

 
 

The goal must be entered by August 15, 2025. It is the manager’s responsibility to verify that a new 
goal (or goals) has been entered. 
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