
Monitoring Performance 

Evaluator monitors employee performance: 

You may use the system as a documentation tool by clicking Go. 

 
Once in the evaluation, you may make notes in the evaluator comments boxes. To make notes, 

choose which competency to make notes on and click on the title to expand. 



 

 

Also in this step, you have the ability to add attachments.  At the very bottom of the form, you 

will find the attachments section.  To add an attachment, click on Choose File. 



 

Locate the file you are wanting to attached and click, Open. 

  

Then click, Add. 

 

This is the step in the system where the evaluation is intended to stay for the longest duration of 

the review period.  Once the step is due, the system will send you an email notification.  You will 

then click on Submit, to move the evaluation to the next step in the process. 

 


