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Once you log in to your account, this 
is the first screen you will see. 

Click on the “My Staff” tab 
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The first screen of the “My Staff” tab shows all of your 
Direct Reports who have already been assigned an 
Evaluation Process. 

Click on the “Not Evaluated” 
tab to see all Direct Reports 
who have not been assigned 
an Evaluation Process.  
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Go to the bottom of the “Not Evaluated” screen 
and click the drop-down arrow next to “Results Per 
Page:”, and select “All”. 
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You can use the yellow Search Bar to search for an 
employee by name, job type, employee number, etc.   

You can also search by Job Type by clicking the 
drop-down arrow and selecting a job type.  
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There are two ways to assign processes: 

 

Method #1: 

Click the “Start a Process” button next 
to the individual you would like to 
assign a process.  

Method #2: 

Click the check boxes next to all the Direct 
Reports you would like to assign to one 
specific process (e.g. all Direct Reports you 
would like to assign to the Probationary 
Teacher Process. 

We will continue using Method #2… 
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Once you have clicked the check 
boxes next to all of the Direct 
Reports you would like to assign 
to a specific process… 

Click the drop-down menu 
next to “Bulk Action”, and 
select “Add Process(es)”.  

Then click “Go” 
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Click the drop-down menu next to “Process Type”, and 
select “Evaluation” 
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Click the drop-down menu next to “Process 
Name”, and select which process you would 
like to assign to the group.  
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Once you have confirmed that this is the 
process you would like to assign to the group, 
click the “Assign Process” button.  


