Classified Employee

Training
New Evaluation System - Perform



Agenda
a Basic Navigation

How to view evaluation assighments and
interact with the forms

Viewing/Printing completed forms

e How to sign a completed evaluation

Questions
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Basic Navigation
My Folder

v Default home page, shows any open tasks for your user
v" Go to History to Print completed evaluation forms

Signatures

v" Your needed signatures

] Incomplete Tasks
My Folder
n/ School Year
Signatures l 2025/2026 o
# Task Process Scheduled

You currently have no incomplete tasks for the selected school year.
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Signhing The Evaluation

23.’} Perform

] Approvals
My Folder
[ fw Documents Awaiting Your Signature

Classified - Annual Evaluation E. Training Draft Classified - Annual Signature by Employee5 Training View and Sign

Bulk Action vl m
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Reviewing Completed Form for Signature

Classified - Annual Evaluation

Responsible: S. Training Employees5 Training Building: WEST HS

Task: Classified - Annual Evaluation

EMPLOYEE NAME
Employee5 Trainin
EMPLOYEE ID 2. DEPENDABILITY
employee5@ccsoh
Exceeds Expectations Meers Fxpectations Improvement Nel
LOCATION
WEST HS Dependability Willingness to do whatever it takes to get | Artifacts
JOB CLASS: completes tasks ahead of schedule and m
[DirectReport.Titlg] consistent work schedule; can be counted © Add Artifact
1. ATTENDANCE aSSIgnmentS' Date Added A Added By Associated With Type Title Content Axtions
- fa No data available in table
Attendance Dependability Comments
5555 Showing O to 0 of 0 entries
Attendance Commg b e 1
1 [
comments 3. SERVICE TO CUSTOMERS ! !
1 Attached Workflow SV Sig + DR Sig !
2. DEPENDABILITY | !
Exceeds Expectd i Current Status Pending |
1 [
1 : . |
Service to Customers Treats customers with respect and courtgj SuPmitted Date 01/10/2026 at 01:41 PM I
1 [
willingly assists customers; if solution to g1 Submitted By TalentEd Support :
1 1]
customer contact proper person and helg! !
1 [
able. ! Workflow Steps [
] [
i 1 Signed by TalentEd Support on 01/10/2026 at 02:13 PM |
. . i Signature: type in name here |
Rater, list the customers served by this empfoyee: i Comments: add any comments needed at the time of signature here b
1
i Signature by Direct Report: Employee5 Training
5555 i
1
1




Digital Signature

N

See workflow history

N

Type name in signature box

N

Acknowledge signature
statement

<\

Add any comments
Click Submit

<\
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Workflow Steps

° Completed 1 Signed by TalentEd Support on 01/10/2026 at 02:13 PM

Signature: type in name here
Comments: add any comments needed at the time of signature here

“ 2 Signature by Direct Report: Employee5 Training

Signature

Current User

Employee5 Training

Date
1/10/2026

Signature required

l type your name here

I have read and accept the Electronic Signature Statement.

Comments

Click box above for signature statement acknowledgement; add any comments here, click submit

|

Cancel H Submit ]




Viewing and Printing a Completed Form
My Folder, History, find the form, click VIEW

”Eli} Perform

B Y ks
My Folder History ]
n/ Attachments
Signatures Profile s
Evidence

Draft Classified - Annual

Completed on:  12/09/2025
Completedby:  Supervisor5 Training
Comments :

Task Date Completed Completed By

Classified - Annual Evaluation 12/09/2025 Training, Supervisors

Evaluation Conference 12/09/2025

Ee
&

Training, Supervisors
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Viewing and Printing a Completed Form

After opening the evaluation, click the printer icon in upper right corner

[} Classified - Annual Evaluation

My Folder

]

Signatures

Responsible: 5. Training Employee5 Training Building: WEST HS

Task: Classified - Annual Evaluation

EMPLOYEE NAME
Employees Training
EMPLOYEE ID

employee5@ccson tedk12 com

1. ATTENDANCE

Exceeds Expectations Meets Expectations Improvement Needed Does Nor Meet Expectations
Artendance Perfect attendance; has had no absences with the exception of approved vacation or approved Infrequent absences, all excused; no parern of abuse; Occasionally meets expectations, Frequent absences or patterns of absences that
personal leave; plans vacation and work time to avoid conflicts with work requirements; consistently | consistently follows call-off procedures; consistently on time for  continued development is needed in  are undocumented; does not follow call-off
follows call-off procedures; on time for meetings, etc. work and other scheduled events. this area procedures.
Attendance Comments
comments
2. DEPENDABILITY
Exceeds Expectations Meers Expectations Improvement Needed Does Not Meet Expectations
Dependability Willingness to do whatever it takes to get tasks accomplished; often completes Gets tasks completed on time and consistently; performs tasks | Occasionally meets expectations, ~ Frequently does not get tasks completed on time; does not consistently
tasks ahead of schedule and maintains a predictable and consistent work daily; maintains predictable and consistent work schedule and | continued development is needed  perform tasks daily; does not maintain predictable and consistent work
schedule; can be counted on to follow-through on all assignments. can be counted on to meet deadlines. in this area. schedule and cannot be counted on to meet deadlines.

Dependability Comments

5555
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Adding Evidence

Navigate to My Folder, Evidence, click ADD ARTIFACT in lower left side.

1. Follow prompts, SAVE ARTIFACT

- Tasks
My Folder
History
n/ Attachments
Signatures .
profile Add Artifact
Evidence
Semrer Tltle required
[ Add a title of the file you are adding
School Year Added By ) File Upload
2025/2026 hd I [ All Users Valid extensions : csv,tif, tiff Hoc, docx, ppt, pprx, xis, xlsx, pdf txt, rif, jp g gif png. Max size T0MB.
Choose File
W] Date Added Process As:
TTUORTC
[ Associate the artifact with one or more rubric items.
v

’”@ PowerSchool



	Slide 1: Classified Employee Training New Evaluation System - Perform  
	Slide 2: Agenda
	Slide 3: Basic Navigation
	Slide 4: Signing The Evaluation
	Slide 5: Reviewing Completed Form for Signature
	Slide 6: Digital Signature 
	Slide 7: Viewing and Printing a Completed Form 
	Slide 8: Viewing and Printing a Completed Form 
	Slide 9: Adding Evidence

