Instructions for Employees to Confirm Evaluation and Add Comments(* = required fields
that must be completed)

1.

Log in as Employee. If not logged in as Employee, select change user type to Employee.
2. Under Evaluations, Click ‘Active Evaluations’

3. Click View’
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4, 'Then click ‘Edit’
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CHANGE USER TYPE
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Tf you see the Edit link below, please follow this link to review the evaluation and add your
comments.

To take the action you have specified, click Continue. To edit the evaluation, click Edit. To exit the

evaluation without making any changes, click Cancel.
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5. Select ‘Overall Rating Comments’ tab.
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Flease note that a disciplinary action (including written warnings) is made inactive when an
employee receives an overall rating on their performance evaluation that is "Meets Expectations” or better
and the area cited in the disciplinary action is rated at "Meets Expectations” or better.

*Required information is denoted with an asterisk.
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Laura is a great asset to the ER/SD unit. She constantly displays
professionalism in dealing with all customers. Laura is a team
Overall Performance Comments: player and readily assists others when needed. Laura is a very

dependable employee.I loak forward to having Laura in our unit for M
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Enter ‘Employee Comments’
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7. Scroll to the bottom of the page and select ‘View Evaluation Summary,” then select ‘Confirm
evaluation reviewed/discussed with supetvisor & agree to abide with Employee
Expectations’ next select ‘Continue’ and finally select ‘Confirm.’
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