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Introduction 

The Employee Performance Plan and Evaluation Application provides easy access to 

your performance information. The information is secured so that only you, your 

supervisor, and reviewer can access your performance information. 

Before you use the system 

You can start using the system once you have an active account. Most employees will 

have accounts created for them by their direct supervisor.  

You can create your own account if you are a supervisor who does not have your own 

performance evaluated. For more information, see Self registration. 

All supervisors must create accounts for their direct reports if the employee is new. If the 

employee was transferred from another supervisor or judicial entity, contact Human 

Resources so they can transfer the account. Once the supervisor creates an account, the 

employee receives a registration email containing a link to a registration page. The 

registration page allows the employee to set up their own password and a reminder to 

help them reset their password in case they forget it. 

Once you have registered, you can log in to the system. For more information, see 

Logging in. 

Supervisors will also have to set up an association to each of the persons who will act as 

reviewers. 

Supervisor’s account setup 

If you are a supervisor and your performance is evaluated, then your supervisor will set 

up an account for you. For more information on activating your account, refer to 

Employee’s account setup – Activating your account. If you are a supervisor and you do 

not have your performance evaluated you can self-register as described in the next 

section. 

Supervisor self-registration 

You can self register only if you are a supervisor who does not have your own 

performance evaluated. To self-register follow the steps below: 

1. Visit the following address with your web browser:

https://insideapps.nmcourts.gov/PerformancePlan/sec/main.jsf. 
The Supervisor Registration page opens (see screen shot 1). 

2. Complete all required fields.

http://inside.nmcourts.gov/PerformancePlan/supregistration.jsf
https://insideapps.nmcourts.gov/PerformancePlan/sec/main.jsf
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The Challenge Question and Challenge Answer fields will help you in case you 

forget your password (For information on retrieving your password, see Forgot 

password). 

3. In the Challenge Question field enter a question that only you are likely to know 

the answer.  

4. In the Challenge Answer field enter an answer to this question. 

5. If you will also be acting as a reviewer, check the “I will also act as a reviewer” 

check box. 

6. Click Submit. A message appears notifying you if the registration was successful. 

7. Once you have self registered you can log into the system. For more information 

on logging in, see Logging in. 

 

 

 
Screen Shot 1 – Supervisor registration screen 
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Employee’s account setup  
This section describes the tasks an employee must perform in order to activate their 

account.  

Activating your account 

If your supervisor set up an account for you, you will need to activate the account. 

However you will only need to do this once. After your supervisor has created your 

account you will receive an email with a link to an activation page. To activate your 

account follow these steps: 

1. Click on the activation link in your email. The account activation page opens (See 

screen shot 2). If the link does not work, see the Trouble shooting section in this 

document. 

2. In the Email Address field, enter your full email address. 

3. In the Password field, type what you want your password to be. 

4. In the Confirm password field, re-type the password you entered in step 3. 

5. In the Challenge question field, enter a question that only you know the answer 

to. 

6. In the Challenge answer field, enter an answer to the question you entered in step 

5. If you forget your password in the future you can reset it by answering the 

challenge question. 

7. Click Submit. A message appears notifying you if the activation was successful. 

 

 
Screen shot 2 – Account Activation Screen 
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Logging in 

You can log in by visiting the following address with your web browser:  

http://inside.nmcourts.gov/PerformancePlan/ 

 

To log into the system follow these steps: 

1. From the login screen, enter your full email address in the User name field.  

2. Enter your password. 

3. Click Submit. If you have only the employee role, the main menu opens, 

otherwise: 

a. If you have multiple roles in the system you are prompted to choose a role. 

Choose the role you want to work with and click Submit. If you did not 

choose the reviewer role, the main menu opens, otherwise: 

b. If you choose the reviewer role and if 

i. you have only one supervisor you can review, the main menu 

opens. 

ii. you have multiple supervisors you can review, the system prompts 

you to choose a supervisor. Choose the supervisor and click 

Submit. The main menu opens. 

Automatic logout 

After you have logged into the application it creates a login session. The session will 

become inactive if you are not actively working with the application for thirty minutes. 

This means that you will no longer be logged in. The application will warn you if you are 

inactive for twenty nine minutes and will ask you to save your work. If you do not save 

your work before the thirty minutes is up, some of your work may be lost. 

Forgotten password 

If you have forgotten your password follow these steps: 

1. Visit the following address with your web browser: 

http://inside.nmcourts.gov/PerformancePlan/  

The login screen opens. 

2. Click Forgot Password. The Forgot Password screen opens. 

3. Enter your email address and click Submit. The Forgot Password screen displays 

a message telling you to check your email. 

Important: Be sure to enter the correct email address. The system will not warn 

you if you enter an incorrect email address. 

4. Check your email, looking for the subject line “Forgot password for Employee 

Performance Plan and Evaluation.” 

http://inside.nmcourts.gov/PerformancePlan/
http://inside.nmcourts.gov/PerformancePlan/
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5. Click on the link in the forgotten password email. The Forgot Password screen 

displays the Challenge question you entered when you set up your account. 

6. Enter the answer to the challenge question and click Submit.  

a. If you enter the correct answer, you will receive an email with the subject 

line “Account reset for Employee Performance Plan and Evaluation.” This 

email contains instructions for completing the password reset. 

b. You will have several chances to type the answer correctly. If you fail to 

answer the question correctly after several tries, you will be “locked out” 

and must contact the help desk to have your account reset. 

  

Supervisor’s tasks 

This section describes the tasks that supervisors perform in the system. Your tasks 

include: 

 

 Account creation and maintenance for your direct reports 

 Maintaining list of your reviewers 

 Maintaining your own custom competencies 

 Maintaining templates 

 Creating or updating plans and evaluations  

 Commenting on plans 

 

Creating a user account 

 

Important: Employee accounts should only be created once. If the employee is a 

transfer from another supervisor or judicial entity, contact Human 

Resources for assistance with transferring the account. If your employee’s 

name and/or email address changes do not create another account. Instead, 

edit the information on the existing account. For information on editing an 

existing account, refer to Account Maintenance section in this document. 

 

To create an account for one of your direct reports follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Employee click Maintain. The account maintenance 

screen opens displaying the employees you have created.  

3. Click Add. The create employee screen opens. (See screen shot 3). 

4. Enter the employee’s full email address. Be careful to enter this correctly as the 

system will send an account activation email to this person. If the email address is 

incorrect the employee will not get a notification. 

5. Enter information in the name fields (the Middle name field is optional). 
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6. Enter the employee’s SHARE ID. 

7. Select the employee’s job title. 

8. Enter the date the employee was hired in MM/DD/YYYY format. For example: 

03/15/2010. 

9. If this employee is a supervisor check the “Is supervisor” check box. 

10. If this employee is a reviewer check the “Is reviewer” check box. If you check 

this box you must also check the “Is supervisor” box. 

11. Click Submit. The account is created and email sent to the employee. 

 

 

 
Screen shot 3 – Employee Account Screen 

 

Account maintenance 

You can edit the accounts of your direct reports. For example, you may need to do this 

due to a name or email address change. You can also force the system to resend an 

account registration email if your employee says he or she did not receive the email. If an 

employee gets locked out of their account, you can reset their account and allow them to 

create a new password. 

 

Important: If an employee’s email address changes do not create another account. 

Instead, edit the email address on the existing account. 

 

To maintain accounts, follow these steps: 
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1. Log into the system and select the Supervisor role.  

2. From the main menu under Employee click Maintain. The account maintenance 

screen opens displaying the employees you have created (See screen shot 4). 

3. To edit, click Edit next to the employee whose account you want to edit. Edit is 

not available if the account has a status of Unregistered. 

4. To re-send account registration email, click Send email next to the employee who 

you want to re-send a registration email. 

5. To reset an employee’s account if they have forgotten their password, click Reset. 

6. Click Cancel to return the main menu. 

 

 
Screen shot 4 – Account maintenance screen 

Maintaining reviewers 

Reviewers review the plans and evaluations you create for your employees. A reviewer is 

typically a supervisor that works in the same judicial entity as you do, however the 

system allows you to select reviewers from other judicial entities. You may have one or 

more reviewers. By telling the system who you reviewer(s) are, you are giving access to 

those people who can review and/or edit the plans and evaluations you have created for 

your employees. 

Adding a reviewer 

To add a reviewer, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Reviewers click Maintain. The Maintain Reviewers 

screen opens. 

3. Click Add. The Add Reviewer screen opens (see screen shot 5). 

4. Click the letter of the last name of your reviewer. The reviewers that match 

appear in the list.  

5. If you wish to select a reviewer from outside your judicial entity, check the 

Expand List checkbox and then repeat step 4. 

6. Find the reviewer in the list and click Add. The Maintain Reviewers screen opens 

displaying the reviewer you added (see screen shot 6). Notice that the last column 

on this screen has a Remove link. 

7. To return to the main menu click Cancel. 



User Guide for the Employee Performance Plan and Evaluation Application 2018-11-28 

Page 10 of 26 

 

 
Screen shot 5 – Add Reviewer screen 

 

 
Screen shot 6 – Maintain Reviewers screen 

 

Removing a reviewer 

To remove a reviewer, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Reviewers click Maintain. The Maintain Reviewers 

screen opens (see screen shot 6). 

3. Click Remove next to the reviewer you want to remove. The reviewer is removed 

from the list. 

4. To return to the main menu click Cancel. 

Maintaining competencies 

Competencies are predefined or custom defined goals that you can add to tasks in an 

employee’s plan. The system allows you to create your own custom defined competency 

list.  

Creating a custom competency 

To create a custom competency, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Competencies click Maintain. The Maintain 

Competencies screen opens (see screen shot 7). 

3. Click Add. The Custom Competency screen opens (see screen shot 8). 

4. In the Term field, enter the name of the competency. 

5. In the Definition field, enter the definition of the competency. 
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6. Click Submit. The Maintain Competencies screen opens and your new term is 

shown in the list. 

7. To return to the main menu click Cancel. 

 

 

 
Screen shot 7 – Maintain Competencies screen 

 

 

 
Screen shot 8 – Custom Competency screen (create mode) 

 

 

Editing a custom competency 

To update a custom competency follow these steps: 

1. Log into the system and select the Supervisor role. 

2. From the main menu under Competencies click Maintain. The Maintain 

Competencies screen opens. 

3. Click Edit next to the competency you want to change. The Custom Competency 

screen opens in edit mode (see screen shot 8-A). 
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4. You can edit the term or definition fields or change the active status. Inactive 

competencies are not shown in drop-down lists.  

5. Click Submit. The Maintain Competencies screen opens and your changes are 

reflected in the list. 

6. To return to the main menu click Cancel. 

Deleting a custom competency 

You can delete a custom competency only if it has not been used in any plan. If you 

attempt to delete a custom competency that is used in a plan or evaluation you will get an 

error message similar to the following: “DataIntegrityException: Cannot delete 

competency, it is referenced by a plan”.  

 

To delete a custom competency follow the steps below: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Competencies click Maintain. The Maintain 

Competencies screen opens (see screen shot 7). 

3. Click Delete next to the competency you want to delete. If the delete was 

successful the item is removed from the list. If the item is being used in a plan or 

evaluation you will get an error message indicating that you cannot remove the 

item. 

4. To return to the main menu click Cancel. 

 

 
Screen shot 8-A – Custom Competency screen (edit mode) 

Maintaining templates 

You can create a template for a particular job title. When you create a new plan for an 

employee, you can use that template to create the initial plan and then modify the plan to 

fit the employee. 
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Creating a template 

To create a template, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Template click Maintain. The Maintain Templates 

screen opens (see screen shot 9). 

3. Click Add. The Template screen opens (see screen shot 10). 

4. In the Template Name field enter a name for the template. 

5. If the template is for a supervisory position check the Supervisory template check 

box. 

6. Click Submit. The template body section opens (see screen shot 11). This is the 

same screen you see when you create a new plan. 

7. Complete the plan goals, results and competencies for each plan task. To move to 

the next plan task, click the numbered tabs toward the top of the screen. 

8. When you are finished click Close. You are retuned to the main menu. 

 

 
Screen shot 9 – Maintain templates screen 

 

 
Screen shot 10 – Template screen 
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Screen shot 11 – Template body 

 

Updating a template 

To update a template, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Template click Maintain. The Maintain Templates 

screen opens (see screen shot 9). 

3. You can edit the title or the plan tasks in a template. 

a. If you want to edit the title of the template, click Edit Title next to the 

template you want to change. The Template screen opens. Edit the content 

in the Title field and click Submit. The Maintain Templates screen opens 

and the change is reflected in the list. 

b. If you want to edit the plan tasks in the template, click Edit Body next to 

the template you want to change. The template body section opens (see 

screen shot 11).  Complete the plan goals, results and competencies for 

each plan task. To move to the next plan task click the numbered tabs 

toward the top of the screen. 

4. When you are finished click Close. You are retuned to the main menu.  

 

Working with plans and evaluations 

This section describes how to create and update a plan. Note that you can start working 

on a plan, close it and open it up for editing at any time. When you create a plan its status 

is hidden so your employee cannot see it until you are ready to make it visible. Changing 

the visibility of a plan is discussed in the section, Updating a plan or evaluation. 

Creating a plan 

To create a plan, follow these steps: 

1. Log into the system and select the Supervisor role.  
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2. From the main menu under Plan/Evaluation click New. The Create Plan screen 

opens (see screen shot 12). 

3. From the Employee drop-down field select the employee you want to create a plan 

for. 

4. From the Evaluation type drop-down select the type of evaluation: Focal, Interim 

or Probation. 

5. Enter the evaluation date in MM/DD/YYYY format. 

6. If you want to create this plan using a template, select the template from the Use 

template drop-down field. 

7. Click Submit. The plan opens (see screen shot 13). 

8. In the Assignments/Goals/Objectives field enter the information for this first task. 

9. In the Results expected field enter the results you expect the employee to achieve. 

10. Under the Competencies column, select a competency that you want the employee 

to work towards and click the plus button. The competency is added just below 

the column heading. You may repeat this process, adding as many competencies 

as you wish. Added competencies have a minus button next to them in case you 

want to remove a competency from this task. 

11. Click the # 2 Grouped Task tab button, the second task opens for edit. Repeat the 

process of entering data as you did in step 11 above. 

12. Complete as many tasks as the HR Department requires for completing the plan.  

13. The last tab button, # 8, lists the individual work qualities that all employees 

should possess. There are no entry fields on this tab. 

14. When you have completed the plan, click Close. Your work is saved and you are 

returned to the main menu. 

 

 
Screen shot 12 – Create Plan screen 
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Screen shot 13 –Plan screen 

 

Updating a plan or evaluation 

To update a plan, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Plan/Evaluation click Update. The Plan/Evaluation 

Update screen opens. 

3. From the Employee drop-down field, select the employee whose plan or 

evaluation you want to work with. The Plan/Evaluation Update screen (see screen 

shot 14) displays all plans and evaluations for the employee, whether the plan has 

been reviewed, and the phase (plan, evaluation, or closed).  

From this screen you can carry out several operations depending on the phase or 

status of the plan or evaluation.  

 You can change a plan to an evaluation by clicking on the label under the 

Phase column (or change the evaluation back to a plan). 

 You can change the visibility of the plan or evaluation so the employee 

cannot view or print the plan/evaluation. 

 You can edit the plan header (the evaluation type, evaluation date, and in 

some cases the employee’s job title or the supervisor listed on the plan or 

evaluation) by clicking Δ Header. 

 You can edit the plan or evaluation by clicking Update. 

 You can finalize an evaluation. 

 You can print an evaluation. 

4. Clicking Update opens the plan or evaluation for editing. In the evaluation phase, 

the “plan portion” is not editable, but you may enter data into the notes and score 

fields (see screen shot 15). 
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5. Clicking the Comments button allows the supervisor to view the employee’s 

comments on the plan and/or evaluation. The supervisor can enter comments only 

in the evaluation phase. 

6. When you are done updating the plan or evaluation, click Close. Your work is 

saved and you are retuned to the main menu. 

Changing employee job title on a plan or evaluation 

An employee’s job title is set on the plan at the time of creation. However, if the 

employee’s job title changes between the time the plan was is created and the evaluation 

is finalized, you may update the job title on the plan or evaluation. You should only do so 

if the employee held the new job title sometime during the plan/evaluation cycle for the 

plan or evaluation you are changing.  

 

If the employee’s job title has changed from what is listed on the plan, the Update Plan 

Header screen will show the title on the plan, the current title of the employee and a 

checkbox to update the plan or evaluation to the employee’s current job title (see screen 

shot 13-a). To update the job title, check the checkbox and click Submit. 

Warning: Be very careful using this feature as there is no “undo” 

function once you have made the change. 

Changing a supervisor on a plan or evaluation 

You may gain new employee(s) through transfer into your department or if you have just 

become a supervisor to a new group. In either case, the plans and evaluations for your 

new employee(s) have their prior supervisor listed on their plans. You can update their 

current plans and evaluations to show you as the supervisor. You should only do so to 

plans and evaluations in the current cycle. 

 

If the employee’s current supervisor is different from what is listed on the plan, the 

Update Plan Header screen will show the supervisor on the plan, the current supervisor 

of the employee and a checkbox to update the plan or evaluation to the employee’s 

current supervisor (see screen shot 13-a). To update the supervisor, check the checkbox 

and click Submit. 

Warning: Be very careful using this feature as there is no “undo” 

function once you have made the change. 

 
Screen shot 13-A – Update plan header 
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Copying from an evaluation 

You can copy the previous year’s evaluation to make a new plan for the current year. 

To create a copy, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Plan/Evaluation click Update. The Plan/Evaluation 

Update screen opens. 

3. From the Employee drop-down field, select the employee whose plan or 

evaluation you want to work with. The Plan/Evaluation Update screen (see screen 

shot 14) displays all plans and evaluations for the employee.  

4. Next to the evaluation you want to copy, click Copy. A dialog box asks you to 

confirm that you want to copy the plan.  

5. Click OK. The plan is copied and the evaluation date is set to the current date. 

Deleting a plan 

You can delete a plan or evaluation as long as it is not finalized.  

Warning: Once you delete a plan or evaluation, it is gone forever. 

To delete a plan or evaluation, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Plan/Evaluation click Update. The Plan/Evaluation 

Update screen opens. 

3. From the Employee drop-down field, select the employee whose plan or 

evaluation you want to work with. The Plan/Evaluation Update screen (see screen 

shot 14) displays all plans and evaluations for the employee.  

4. Next to the plan or evaluation you want to delete, click Delete. A dialog box asks 

you to confirm that you want to delete the item.  

5. Click OK. The item is deleted. 

Finalizing an evaluation 

When you, the employee, and the reviewer have signed the printed evaluation, you 

should finalize the evaluation.  

Warning: Once you finalize an evaluation, no further changes can be made. 

To finalize an evaluation, follow these steps: 

1. Log into the system and select the Supervisor role.  

2. From the main menu under Plan/Evaluation click Update. The Plan/Evaluation 

Update screen opens. 



User Guide for the Employee Performance Plan and Evaluation Application 2018-11-28 

Page 19 of 26 

3. From the Employee drop-down field, select the employee whose plan or 

evaluation you want to work with. The Plan/Evaluation Update screen (see screen 

shot 14).  

4. Click Finalize on the evaluation you want to finalize. The application warns you 

that if you finalize the evaluation you can not make any changes to it in the future.   

5. If you are sure you want to finalize the evaluation, click Finalize Evaluation, 

otherwise click Cancel. 

  

 

Screen shot 14 - Plan/Evaluation Update screen 

 

 
Screen shot 15 - Evaluation screen 

Reviewer’s tasks 

This section describes the tasks that reviewers perform in the system. Your tasks include: 

 

 Updating plans and evaluations  

 Marking plans and evaluations as reviewed 

 Commenting on the overall evaluation 

Updating and reviewing plans and evaluations 

To review a plan or evaluation, follow these steps: 
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1. Log into the system and select the Reviewer role.  

a. If you have more than one supervisor for whom you conduct 

reviews the Select Supervisor screen opens, otherwise see step 2 

below. 

b. From the drop-down, select the supervisor whose employees you 

want to review. Once you select the supervisor, the main menu 

opens. 

2. From the main menu under Plan/Evaluation click Update. The Review 

Plan/Evaluation screen opens. 

3. From the Employee drop-down field select the employee whose plan or 

evaluation you want to work with. The Plan/Evaluation Update screen 

(see screen shot 15) displays all plans and evaluations for the employee, 

whether the plan has been reviewed, the phase (plan, evaluation, or 

closed), and if the plan has been reviewed. 

From this screen you can carry out several operations depending on the 

phase or status of the plan or evaluation.  

 You can change a plan to an evaluation by clicking on the label 

under the Phase column (or change the evaluation back to a plan). 

 You can change the visibility of the plan or evaluation so the 

employee cannot view or print the plan/evaluation. 

 You can edit the plan or evaluation by clicking Update. 

 You can mark a plan as reviewed. 

 You can print an evaluation. 

4. Clicking Update opens the plan or evaluation for editing. In the evaluation 

phase, the “plan portion” is not editable, but you may enter data into the 

notes and score fields (see screen shot 17).  

5. Clicking the Comments button allows the reviewer to view the 

employee’s comments on the plan and/or evaluation. The reviewer can 

enter comments only in the evaluation phase.  

6. If the plan or evaluation has not yet been marked as reviewed, the Mark 

as reviewed button appears next to the close button. Marking a plan or 

evaluation as reviewed closes the screen and returns you to the main 

menu. 

7. When you are done updating the plan or evaluation, click Close. Your 

work is saved and you are retuned to the main menu.  

 



User Guide for the Employee Performance Plan and Evaluation Application 2018-11-28 

Page 21 of 26 

 
Screen shot 16 –Plan/Evaluation Review screen 

 

 

 
Screen shot 17 –Evaluation screen 
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Employee’s tasks 

This section describes the tasks that employees perform in the system. Employee tasks 

include: 

 

 Viewing competency and individual qualities definitions 

 Working with the employee communication form 

 Viewing your plans and evaluations 

 Commenting on your plans and evaluations 

 

Viewing definitions 

The main menu displays links that allow you to view standard competency definitions, 

competency definitions you supervisor has created, and individual work quality 

definitions. 

 

To view definitions, follow these steps: 

1. Log into the system and if the system asks you to select a role, select the 

Employee role.  

2. From the main menu, under Competencies click View Competencies (to view the 

standard competencies) or View My Supervisor’s Custom Competencies. The 

competencies and their definitions are displayed. 

3. To return to the main menu, click Close at the top-right of the list. 

 

Communication form 

The communications form is for communicating with your supervisor prior to a review. 

You can create, update, print and delete your communication forms. Your supervisor 

cannot see your communication form on the system. When you have completed your 

communication form and are ready to show it to your supervisor you can print it out or 

save it as a PDF and email it to your supervisor if you wish. 

 

Creating a communications form 

To create a new communication form, follow these steps: 

1. Log into the system and if the system asks you to select a role, select the 

Employee role.  

2. From the main menu, under Communication click Maintain. The Maintain 

Communication Forms screen opens. 

3. Click Add. The Communication Form screen opens. 

4. Enter the evaluation date and the information you wish to enter in each section. 
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5. Click Submit. The Maintain Communication Forms screen opens and displays 

the list of forms you have created. 

6. To return to the main menu, click Cancel.  

Updating a communications form 

To update a communication form, follow these steps: 

1. Log into the system and if the system asks you to select a role, select the 

Employee role.  

2. From the main menu, under Communication click Maintain. The Maintain 

Communication Forms screen opens. 

3. Click Edit next to the form in the list you want to edit. The Communication Form 

screen opens. 

4. Edit the evaluation date and/or the information you wish to enter in each section. 

5. Click Submit. The Maintain Communication Forms screen opens and displays 

the list of forms you have created. 

6. To return to the main menu, click Cancel. 

Printing a communications form 

To print a communication form, follow these steps: 

1. Log into the system and if the system asks you to select a role, select the 

Employee role.  

2. From the main menu, under Communication click Maintain. The Maintain 

Communication Forms screen opens. 

3. Click Print next to the form in the list you want to print. The form is displayed as 

PDF in your browser. You can print the PDF or save the PDF to your desktop. 

4. To return to the main menu, click your browser’s back button, then click Cancel. 

Deleting a communications form 

To delete a communication form, follow these steps: 

1. Log into the system and if the system asks you to select a role, select the 

Employee role.  

2. From the main menu, under Communication click Maintain. The Maintain 

Communication Forms screen opens. 

3. Click Delete next to the form in the list you want to delete. The Maintain 

Communication Forms removes the form from the list of forms you have created. 

4. To return to the main menu, click Cancel. 
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Plans and evaluations 

You can view or print your plans and evaluations at any time unless they are hidden. 

Your supervisor may hide the contents of the plan or evaluation until they are ready for 

you to see it. If the plan or evaluation is hidden, you will still be able to see it listed on 

the Plan/Evaluation View screen (see screen shot 18), but you will not be able to view or 

print it. 

 

You can enter a comment on a plan or evaluation (while the evaluation is open). Once 

your supervisor has finalized your evaluation, you can not view it online or change 

comments, however you can still print it.  

Viewing and commenting 

To view and/or comment on your plan or evaluation, follow these steps: 

1. Log into the system and if the system asks you to select a role, select the 

Employee role.  

2. From the main menu, under Plan/Evaluation click View. The Plan/Evaluation 

View screen opens (see screen shot 18). 

3. If you want to view and/or comment on an open plan or evaluation, click View 

next to the item you want to work with. The plan or evaluation opens.  

4. To add a comment, click Comments. The comments section opens.  

5. Enter comments in the available comments field. During the plan phase, the plan 

comment is available for you to enter comments, but the evaluation comments 

box is not active. In the evaluation phase the situation is reversed; the plan 

comment field is inactive, but you can enter comments in the evaluation 

comments field. Click Close to save your comments and return to the main menu. 

Printing plans and evaluations 

To print your plan or evaluation, follow these steps: 

1. Log into the system and if the system asks you to select a role, select the 

Employee role.  

2. From the main menu, under Plan/Evaluation click View. The Plan/Evaluation 

View screen opens (see screen shot 18). 

3. Click Print next to the item you want to print. The plan or evaluation opens in a 

Microsoft Word document.  
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Screen shot 18 – Plan/Evaluation View screen 
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Trouble shooting 

Issue: The account registration email link to activate my account will not work. 

 

Your supervisor may have tried to resend the registration email from the application. 

Each time the application sends an email it appends a new code to the registration link. 

Make sure you are using the latest email to register.  

 

Issue: After working with the Forgot Password function my account is locked. 

 

Contact the Human Resources department and ask for an account reset. 

 

Issue: When I click ‘Print’ on a Plan/Evaluation or Communcation form, nothing 

happens. 

 

Rendering the document takes time. Please be patient and allow at least 60 seconds for 

the PDF to open. 

 

Issue: The total score on a printed evaluation says “INVALID”. 

 

An evaluation must have a minimum of four scored tasks in order to calculate a valid 

score. 

 

Issue: When creating a plan you get the message “Person does not have active job 

title”. 

 

Both your job title and your employee’s job title must be current before you can create a 

plan. If your employee’s job title is not current, you can edit the employee’s account. For 

more information on editing your employee’s account, see Account Maintenance. If your 

job title is not current, contact your supervisor or Human Resources. 


