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Once you log in to you account, this is the first 

screen you will see.  
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Make sure you are on the “Evaluation” tab… 

 

Click the checkbox next to each Employee that you want 

to assign to another person.  
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Once you have selected all the employees 

you would like to assign to someone else, 

click the “Bulk Action” drop-down menu.  
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Select “Assign Evaluator” from the “Bulk 

Action” drop-down menu 
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Use the “Search” bar to search for the New 

Evaluator using any part of their name, 

employee ID, title/position, or location.  

Once you have found the New 

Evaluator, click the “Assign” button 

next to their name.  
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Click “Yes” to assign a new Evaluator 

New Evaluator 


