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Upcoming QMS requirements, 
along with their due dates.

If any buttons have this border, 
your attention is needed.

We have 
numbered each 

function to 
make it easier to 

follow the 
manual.
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6 7
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1) Capturing A Self-Appraisal

Click here

The self-appraisal screen will open and be automatically populated with all the default 
information you captured when you were setting up your profile.

On first use, your Appraisals screen will be empty.  
(As you use QMEasy, you can see and access current and historic self-appraisals and QMS appraisals)

Click here to change the term of your self-appraisal
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Scroll down to complete your self-appraisal. 
(Just click the rating number you choose for each criterion) 

Add comments by clicking these little icons. 

After saving, your comment will appear on the screen.

If you can’t finish it right now,  
save it and come back to it later.

On completion, send it for approval. No need to print or email it, your 
appraisee will be automatically notified that you have submitted it, and 

they will log on and approve or decline it. 

1) Capturing A Self-Appraisal
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1) Capturing A Self-Appraisal

Self-appraisal is declined. 
You will receive an email notification and need to log in and make the necessary 

changes, then re-submit it for approval again.  

Needs your attention

The status of your self-appraisal

The reason for the decline,  you are required to make the necessary changes then re-submit for approval
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2) Capturing A Self-Appraisal

Self-appraisal approved

The status of your self-appraisal

View it as a PDF and 
download if required

PDF View
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1) Capturing A Self-Appraisal

Self-appraisal Sign Off

Once the self-appraisal has been accepted and comments captured, it can be signed off for archiving be 
scrolling to the bottom of the self-appraisal screen.

Click here to agree and 
digitally sign off.

Enter your QMEasy Password to verify that it is you 
who is accepting the final self-appraisal. 

Click here to agree send to Appraiser 
for final sign off and archiving.

End Of Capture and Sign Off of A Self-Appraisal
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See and access current and historic self-appraisals and QMS appraisals

Click on a record to open the appraisal

Your appraisal will be displayed.
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On clicking this button, your QMS Appraisal will be shown with all static information, all your 
scores and comments made by your appraiser.

OR

After you have assessed your appraisal, you have the choice to approve or decline it. 
Either way, your appraiser will be automatically sent an email informing them. 

2) QMS appraisals requiring approval
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2) QMS appraisals requiring approval

To decline a QMS appraisal. 
Click here

Enter the reason for declining your appraisal and click the Decline button. You 
appraiser will be automatically notified of your reason and revert accordingly.

Under your from your home screen, the status will be shown as follows. 
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2) QMS appraisals requiring approval

To approve a QMS appraisal. 

Under your from your home screen, the status will be shown as follows. 

Click here

You may add your Educators Comment on the approval, 
which will be embedded into the Appraisal.

To sign it off for archiving, just 
tick the box and Save.

Click here to agree send to Appraiser 
for final sign off and archiving.

Enter your QMEasy Password to verify that it is you 
who is accepting the final self-appraisal. 
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3) Educator Appraisals
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3.1 – On selecting this function, a  list of all linked appraisee’s will be displayed, along with their most recent 
appraisals and status of them. 

Toggle/swap between QMS 
appraisals and Self appraisals

3.2 – Initiate a new Appraisal.

To initiate a new appraisal, select the relevant name from your appraisee list.  ie Bridget Jones in the image below.
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3) Educator Appraisals

3
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3.2 – Completing a new Appraisal.

All static information within QM Easy for this appraisee will auto-populate the relevant fields

Alter term and date to the relevant timeframe.

Scroll down and select the relevant score for each performance standard and criteria.
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3) Educator Appraisals
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3.2 – Completing a new Appraisal.

Add overall appraisal comments. 

After saving, your comment will appear on the screen.

If you can’t finish it right now,  
save it and come back to it later.

On completion, send it for approval. No need to print or email it, your 
appraisee will be automatically notified that you have submitted it, and 

they will log on and approve or decline it. 

Add comments by clicking these little icons. 
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QMS Appraisal is declined. 

Needs your attention

The reason for the decline,  you are required to make the necessary changes then re-submit for approval
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3) Educator Appraisals

3.3 – An appraisee has a right to accept or decline their appraisal.  If they have chosen to decline the 
appraisal, you will be notified via email. Your home screen will also indicate an appraisal requires your 
attention. 

The status of 
the appraisal
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QMS Appraisal is approved.
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3) Educator Appraisals

3.3 – An appraisee has a right to accept or decline their appraisal approve your appraisal, it will reflect in 
your appraisee’s list as follows:

The status of 
the appraisal

Sign off the appraisal for archiving

Click here to sign off, enter your 
password for validation and Save.

Add comments by clicking these little icons. 

These recommendations will pull through to the appraisee’s annual score sheet
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View to Download it.
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3) Educator Appraisals

Downloadable PDF version of Annexure A 1 Appraisal Instrument Document
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4) Score Sheets
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You have access to all linked appraisee’s score sheets, which can be opened by clicking 
the required record

Change to see 
previous versions.

Toggle between DBE 
and SGB employees

Download this list to 
an excel document

View your own 
score sheets

https://qmeasy.co.za/
mailto:qmeasy.co.za?subject=QM%20Easy%20Enquiry


4

4) Score Sheets Download it.Change to see 
previous versions.
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5) Workplans Creating

5

https://www.qmeasy.co.za qmeasy@syncflo.co.za

Create or View your 
own workplan

Click here to create new records in your workplan

On completion of your workplan, submit it 
to your appraiser for approval.
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5) Workplans Approving

5
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List of all Appraisee 
workplans

Blank in these fields 
indicated no 

workplan available

Click to open

Appraisee’s workplan 
awaiting your approval
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5) Workplans Approving

5

OR

After you have assessed the workplan, you have the choice to approve or decline it. 
Either way, your appraisee will be automatically sent an email informing them. 
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Download it.

Downloaded version 
of Workplan (PDF)
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6) Lesson Observations
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Select 
Appraisee for 

a new 
observation

View and approve your 
own lesson observations

For a new Lesson Observation, you may be 
asked to select the Term on this observation.

Complete all required details of the lesson observation 
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6) Lesson Observations
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Send to appraisee for 
approval

6
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Download it.

OR

You may approve or decline your lesson approval. 
Either way, your appraiser will be automatically sent an email informing them. 

If you it, enter your reason as it will be sent back to your appraiser and 
they will be notified by email.

You can approve your lesson observation and sign it off using these features. 

6) Lesson Observations (Approve/Decline yours)
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View and approve your 
own classroom reviews7) Lesson Observations

Post Level 2 & 3 User Manual

Select 
Appraisee for 

a new 
observation

For a new Classroom Review, you may be asked 
to select the Term on this review.

Complete all required details of the lesson observation 
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7) Classroom Review
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Send to appraisee for 
approval

7
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7) Classroom Review (Approve/Decline yours)

Download it.

OR

You may approve or decline your classroom review. 
Either way, your appraiser will be automatically sent an email informing them. 
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