
TalentEd Principal Guide – How To Change Due Dates While Assigning Processes 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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Once you find the Direct Report you want to 
assign to a process, click the “Start A Process” 
button next to their name.  
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On the “Start a Process” page, 
begin assigning the process as 
usual (choose a Process Type 
and Process Name from the 
drop-down menus). 

After assigning the Process Type 
and Process Name, the forms will 
begin automatically populating 
below, with the Start Dates and 
Due Dates to the right. 

Find the forms that are past due, and enter the Due 
Date of your choice by either typing in the date in the 
MM/DD/YYYY format, or by using the Calendar Icon 
next to the date.  
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Once you have changed all past Due Dates, 
finish assigning the process by clicking the 
“Assign Process” button at the bottom of the 
page.  


