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Objectives 

In the Performance Pro Employee Training, we will log into Performance Pro as an employee. By the end 
of the training, you will have an understanding of how to complete a Self-Performance Review using 
Performance Pro. The key objectives for this training include: 

Á Identify the steps it takes to complete a Performance Review as an employee 
Á Adding SMART Goals 
Á Discuss the importance of adding comments on a Performance Review 
Á Discover the Performance History 
Á E-Signing a Performance Review 
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Performance Review Overview 
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Performance Review 

Performance Review Process with a Self-Performance Review  

  

 

Completing a Performance Review 

A Direct Supervisor can complete a Performance Review in 6 easy steps. 
 

1. Evaluate Core Values: Evaluate assigned Core Values, provide a rating and add comments.  
2. Evaluate Competencies: Evaluate assigned Competencies, provide a rating and add comments.  
3. Evaluate SMART Goals:  Evaluate previously established SMART Goals (if applicable), provide a 

rating and add comments.  
4. Set New (Future) SMART Goals: Establish new SMART Goals for the current or future 

Performance Review period.  
5. Summary Comments: Complete Summary Comments section as required by your organization.  
6. Finish Performance Review (Mark Ready, Merge, Route & Complete): Mark the Performance 

Review ŀǎ wŜŀŘȅΦ aŜǊƎŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ Self-Performance Review with the Direct SupervisorΩǎ 
evaluation and complete the Performance Review.  

 

  

Complete 
Performance Review

Self Performance Review

Direct Supervisor

Evaluate Core Values

Evaluate Competencies

Evaluate SMART Goals

Add Future SMART 
Goal(s)

Complete Summary 
Comments
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Process 
Performance 

Review
Direct Supervisor

Merge the Performance 
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EMPLOYEE: The action of Marking Ready for Meeting for the employee 
will lock the employee out of the Performance Review and from adding 
future SMART Goals.   
 
DIRECT SUPERVISOR: The action of Marking Ready for the Direct 

Supervisor starts the finishing steps for the Performance Review.  The 

Direct Supervisor will still have the ability to edit the Performance 

Review until it has been marked complete with the exception of during 

the routing process. 
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Accessing Performance Pro 

Access Performance Pro on the learner dashboard of the TakeAim learning management 

system (LMS). 
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Navigation & Menus 

Toolbar 

 

 

Tool Bar. Used to navigate the system. It gives you access to the Home button, Alerts, Spell Check, 
Language Check, and Role.  

Role and Log Out. Ensures you have access to the features needed to complete a Performance Review. 
Click the down arrow to display the roles available to you or to Log Out. 

 
 

Main Menu 

 

 

 

Menu. Gives you access to the different system features including 

the Performance Review. 
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Employee SMART Goal Tools  

(Employee Documents > Employee SMART Goal Tools) 

Setting SMART Goals 

Utilize SMART: 

Á Specific, Measurable, Attainable, Relevant, Timely/Time-bound 

Start with the end in mind: 

Á What is the end result? How do we get there? By When? 
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Add Current or Future SMART Goal   

1. From the main menu, under Employee Documents, click Employee SMART Goal Tools.  
2. The Current SMART Goals tab will display. Click the Future SMART Goals tab if desired.  
3. Click the Add SMART Goal button.  

 
4. Enter a new SMART Goal name in the Name box. For easy viewing of the titles, keep them brief.  
5. Enter a detailed description of the SMART Goal in the Description box.  
6. Click Spelling and/or Language Check icons on the toolbar to review your text.  
7. Enter a weight in the Weight box if weights are not hidden. 
8. If you would like to assign this SMART Goal a due date, enter the date in the Due Date field (mm-dd-yyyy) 

or click on the calendar icon and select the desired date.  
9. Click Save at the bottom of the screen.  
10. If desired, add specific SMART Goal Action Steps by clicking the + sign in the Action Steps area. Enter a 

Name, Description and Due Date for the Action Step.  
11. Repeat until all Action Steps have been entered.  

 

 

Note: 

You may continue to edit SMART 
Goals you have added using the Edit 
icon until your Direct Supervisor or 
Administrative User makes changes 
to the SMART Goal.  In addition to 
being able to add their own SMART 
Goals to the Future section, Direct 
Supervisors may also edit or delete 
SMART Goals that employees have 
added.   
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Ad Hoc E-mail Alerts 

You may send a customized e-mail message or calendar invite to any other user from several areas 

within the program by clicking the Ad Hoc Alert icon. Users must have an e-mail address entered on 

the Employee Data screen in order to be eligible to receive these alerts. Calendar invites will route 

through the user's calendar application (Outlook, Google Calendar, etc.) 

The icon is found throughout Performance Pro including the Current SMART Goals tab, when adding Action Steps, 
SMART Goal Notes, or Check In Dates, when adding a Form, on the Employee Data tab, and on the Toolbar. 
 

Sending an E-mail Alert 

1. Click on the Ad Hoc Alert icon from any location and 

options will open. 

2. Choose E-mail. (You can also choose Calendar Invite from 

the next screen if you want it to go out in both formats.) 

3. The From field will auto-fill with the e-mail address from 

the Employee Data screen of the sender. The To field will 

auto-fill with the name of the user currently selected in 

the employee selection tool. 

4. To enter additional recipients, insert your cursor in the 

To field and make your selection(s) from the popup that 

appears. (Only users who have an e-mail address entered 

on their Employee Data screen will appear in the list.) 

5. Enter the subject of the alert in the Subject field and the 

text of the message in the Body field. 

6. Customize the recurrence options according to how 

often you would like this message sent. If you choose 

Once, no further options need to be selected. Click OK to 

send the message. One-time e-mail messages will be 

sent immediately. 

7. Clicking View Scheduled Emails will display a listing of all 

recurring e-mail notifications the user has initiated. If a 

recurrence has been set on any alert it can be deleted, if 

necessary, by using the delete icon in the recurrence 

column of the log. 

Sending a Calendar Invite 

¶ The From, To, Subject, and Body fields all function the same whether you 

choose E-Mail or Calendar Invite. However, if you choose Calendar Invite, 

there is an additional option in the Recurrence section that lets you 

specify the time zone, time, and duration of the meeting invitation.  

¶ The Calendar Invite will go through the user's calendar application 

(Outlook, Google Calendar, etc.)  
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Evaluate Core Values 

(Performance Reviews > Evaluate Core Values > Overview/Evaluation) 

After selecting the Core Value you want to evaluate, read through the Description and Core Value Level 
Definitions on the left.  Click on a score based on the Behaviorally Anchored Rating Scale details and add 
comments. Note that there is no Save button while navigating the Performance Review screens as the system 
will automatically save your changes. 
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Evaluate Competencies  

(Performance Reviews > Evaluate Competencies > Overview/Evaluation) 

After selecting the Competency you want to evaluate, read through the Description and Competency Level 
Definitions on the left.  Click on a score based on the Behaviorally Anchored Rating Scale details and add 
comments. 

Comments 

Why do we add comments? 

 ______________________________________________________________________________________________  
 
 ______________________________________________________________________________________________  

 
 

Á Spell Check. Scans the Comment section for 
misspelled words. 

Á Language Check. Highlights potentially offensive 
or discriminatory language.  
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Evaluate SMART Goals  

(Performance Reviews > Evaluate SMART Goals > Overview/Evaluation) 

You will use the same process to accomplish the evaluation process for SMART Goals. 

te 

SMART Goal 

SMART Goal Progress 

This feature allows employees and Direct Supervisors to indicate progress on their assigned SMART 
Goals in 10% increments. When the SMART Goal is marked 100% complete it will stop the SMART 
Goal reminders going out from the system to remind the Direct Supervisor and employee to 
complete the SMART Goal.  
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Summary Comments  

(Performance Review > Summary Comments) 

Summarize performance for the Performance Review period.  This section is also customizable to fit 
the needs of your organization, requiring additional information from the employee. 

 

Finish Performance Review  

(Performance Review > Finish Performance Review) 

Ready 

As an employee, once a Performance Review is marked Ready, it will move into a read-only finalized 
copy unavailable for future edits.   
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Completing a Performance Review 

A Performance Review in Performance Pro can be completed in 6 easy steps.  

1. Evaluate Core Values 

2. Evaluate Competencies 

3. Evaluate SMART Goals 

4. Set New Future SMART Goals 

5. Add Summary Comments 

6. Finish/Complete Performance Review 

Notes: 

 ___________________________________________________________________________________  
 
 ___________________________________________________________________________________  
 
 

E-Signature 

E-Signatures are generated once the Performance Review has been marked complete. Employees mark Agree or 
Disagree and can also add comments if desired. (If you mark Disagree you will be required to add comments before 
saving.) 
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Widgets & Buttons 

 

Widgets 

Widgets are the boxes of information available to you on your Home Screen. If the Configure Home 
ōǳǘǘƻƴ ƛǎ ǾƛǎƛōƭŜΣ ȅƻǳ Ŏŀƴ ŎǳǎǘƻƳƛȊŜ ŀƴŘ ƳƻǾŜ ǿƛŘƎŜǘǎ ōŀǎŜŘ ƻƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎŜǘǘƛƴƎǎΦ As an 
employee you can also add your own widgets by clicking the tool on the right side of the User area. 

Required: Anything that is required of you. 

Á To Be Signed.  Items needing an E-Signature. 
Á Form Inbox.  Forms that have been sent to you as an employee. 

Assigned: Widgets that are assigned by the Admin. 

Á Company Files. List of files available for download. 
Á Employee Notes.  An area where you can track your own personal performance management 

throughout the Performance Review period.  
Á Welcome Message. Customized message from your organization. 

Buttons 

Á My Current Performance Review.  A link to a read only version of your Self-Review if applicable. 
Á Configure Home. Allows you to configure your Home Screen. 
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Adding Your User Image 

You may upload an image to be linked to your assigned username. The image will be seen by you and any user that 

has access to your account including Administrative Users, Direct Supervisors, Upline Direct Supervisors, and 360-

Direct Supervisors. The image will appear in the top right corner where the login and role information displays. It 

will also appear next to the employee selection tool. You will see a generic avatar until you upload your own 

image. 
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Additional Documents 

(Employee Documents > Performance History > Additional Documents) 

.ȅ ƭƻŀŘƛƴƎ ŀƴŘ ǎǘƻǊƛƴƎ ŦƛƭŜǎ ƛƴ !ŘŘƛǘƛƻƴŀƭ 5ƻŎǳƳŜƴǘǎΣ ȅƻǳ ŀǊŜ ǎǘƻǊƛƴƎ ǘƘƛƴƎǎ ƛƴ ǘƘŜ άŎƭƻǳŘΦέ !ƴȅƻƴŜ ǿƛǘƘ 
access to your file will be able to access these files from any computer with an active internet connection.  

After selecting the Add Document button, simply enter the required details and Browse out to your computer 
(like attaching a file to an email). Locate the file you would like to add to your file and click Upload. 

 

 

 

Note: 
It is very important when using this section that the files be named with a unique title. Performance Pro will not allow 
you to have 2 of the same document assigned in the system. Suggested format: Employee Name-Title of Document-
Date of document. 

Notes: 

 ___________________________________________________________________________________  
 
 ___________________________________________________________________________________  

  






