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How to Complete the Admin Final
Review

1 Navigate to Frontline - Professional Growth.
https://www.mylearningplan.com/DistrictAdmin/Dusers.asp

2 Click "Evaluations"

https://www.mylearningplan.com/DistrictAdmin/Dusers.asp
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3 Click "Process View"

4 Find the Employee you will be reviewing/evaluating
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5 The evaluative components will open below. Click the [+] sign next to the
component to expand options.

6 Click the blue tile box labeled "Complete (Assessment Name) Assessment."
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7 Enter status updates to each of the goals listed.

8 Indicate whether the employee is "on track" or "off track"
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9 Click "Enter Notes" if necessary.

10 Enter information in the "Way Forward" section
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11 Click "Submit" to notify the employee that the component is ready for review.

12 After the employee has reviewed, return to system to finalize the document. Click
"Finalize"


