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Getting started with iRatio
Step by step instructions on how to sign up, register your business, add positions and
employees, and create performance reviews.

1 Fill in your information to create your profile.

2 Check your email to confirm and activate your account.
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3 Once verified, log into your account.
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4 Welcome to iRatio wizard.
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5 How it works. The basics.

6 Business roles
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7 Performance review rules
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8 Getting started.
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9 Once all your business information is submitted, we will verify it. Only legitimate
businesses will be approved.
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10 Business page setup
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11 Manager review evaluation configuration. Please contact us to add more review
categories.

12 Co-worker review evaluation configuration. Please contact us to add more review
categories.
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13 Next step, add the positions in your business.
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14 Write the name of the position and a brief description.
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15 Select the position type it apply's to.

16 Select review categories applicable to that position.
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17 Pick the frequency you want the reports due.
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18 Select the exact frequency date.
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19 Position summary



16/33

Important! Make sure to add all the positions in your business before continuing.
Only (Administrative Role) will have the ability to add more positions.
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20 Next step is to add your employees

Example! 2 Tier structure
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Example! 3 Tier structre
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Example! 4 Tier structure



20/33

21 Add employees by entering their email
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22 Select the employees role
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23 Assign them a position
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24 Assign them to a manager

Tip! For those who don't yet have an iRatio profile, an email notification to register
will be sent out once the business is approved.
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Tip! For those who already have an iRatio profile, an email notification to join your
business will be sent out once the business is approved.

Important! Make sure to add all employees that will have an Administrative role.
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25 Business setup is complete. NOW you can leave initial reviews.
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Tip! Business will show up at the bottom of your main profile page. Select the
business to view the profile page.

26 Business profile, "Info"



27/33

27 Business profile, "People" (once business is verified and employees accept
pending invitations).

Tip! Business profile, "People". Employees who already have an iRatio profile will
appear with (Pending). Those who do not have an iRatio profile will show up under
(Pending email invites).
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Tip! You have the option to view your direct employees only

Note! Select "View Org Chart" to see business structure breakdown
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28 Select employee to view more options.

"View profile" option, will show selected employees profile.
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"Edit/Transfer" option, allows you to change their role, position, or assign them a
new manager.

29 Business profile, "Reports"
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30 Select employee to write a review, or view their profile

31 Performance review. Rate each category. Overall rating automatically averages
out
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Important! Once a review is left, you have 72 hours to modify or remove it. The
employee has 7 days to dispute the review if they disagree. If a review gets
disputed, the person in a higher role will have 30 days to resolve the disputed
review.

32 Business profile, "Positions". You can add more positions at any time.
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Tip! Select an existing position, to edit or delete it.




