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Admin - How To View Submitted
Documents/Evaluations

1 Navigate to CCPS Central Log-in Page

2 Click "Professional Growth"
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3 Click "Evaluations"

4 Click "Process View"
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5 Employees assigned to you as an Evaluator will be listed in the Administration -
Process View window below. Evaluators will be able to sort by Employee Name,
Evaluation Type, the Evaluation Period, or Progress Status.

6 Click "In Progress" to see the evaluation's progress.



Made with Scribe - https://scribehow.com 4

7 Click the evaluation/component to be reviewed.

8 Click this image - "Complete Goal Setting"
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9 Review to make sure that the information is correct in the "User Information"
section.

10 Review "Goal 1:"
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11 Review "Goal 2:"

12 Review "Goal 3:" (if applicable).
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13 Review "Ongoing Growth" section

14 Review "Employee Comments" if any are entered.
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15 If needed, you can also add comments. Click on the "Comments" box.

16 Click "Submit" when done reviewing.


