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1. When an evaluation for you or someone you manage is 3. Complete each section of the evaluation, including Review
available, you will receive an email notifying you of Goals and Create Goals, if applicable. You can also download
outstanding task. Go to your dashboard to review all a copy of the employees response, if the employee

outstanding items. completed their self-evaluation before you.

Evaluating Kelly Ann

2022 Annual Review
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Hi Aiden, (O Employee Review

You have update(s) on the following evaluations- O Manager Only
Evaluated Employee: Aiden Smith @ Review Goals
Evaluation: Test Manually Move 9.30 - Due By 10/30/24

Status: Ready To Start Create Goals

1 iy Pl a W all (*

Please go to your Express Evaluations dashboard to view all updates and ease answer all required questions (*)
Manager Tools
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Sent on behalf of Best in the West

Pawered by Express Evaluations

o haverttregisterel for e account o gt your passwore, g b5 the login page 4. Once all sections are completed (indicated with a checkmark
click "Don't remember your passward?” to set a new password for your account. . . .

N . . _ next to each section), click “Submit” to complete your

This message is sent from an automated email - Please do not reply. If you run into any issues,

contact your HR manager.

feedback request.

2. From your Dashboard click “Start Evaluation” to begin the

evaluation for any of the employees you manage
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5. After you submit an evaluation for an employee, schedule a
time to meet with the employee to review the evaluation
with them.

6. If you need to add additional signers to the evaluation, click
on "Request Additional Signers" and add employee(s) from
the organization

8. All finalized evaluations can be reviewed by going to the
finalized evaluation tab, on the evaluations page.

2023-2024 Annual Review

Jess Egbert

Reviewing Evaluation for Jess Eghert

Mark As Reviewed And Ask For Signature

Employee: Jess Eghert Employee Score: Developing
Reviewing Manager: Nick Shorter Manager Score: Outstanding
Employee Completed: 9/27/2024

Manager Completed: 9/27/2024

| e
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7. After meeting with the employee, click “Mark as Reviewed
and Ask for Signatures”

2023-2024 Annual Review

Jess Egbert
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Mznager Completed: 9/27/2024
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9.

GOALS

If your company is utilizing goals, you can review, edit, make
comments, mark goals as completed, or create new goals for
yourself, or any employee that reports to you or is in your
downline within your organization.

[ sestinthe west

c ==

........

B

a. Personal — All of your goals will live here. Any goal you
created during the evaluation flow, or goals created
outside the evaluation flow will all appear here,
including in progress, completed, and past due.

b. Team - Goals for all employees who report to you (or
are in your downline within your organization) will
appear here. Goals created by the employees, or by you
for your employees, will be housed here.

c. Great Goal — If you need to create a new goal at any
time, click “Create Goal” to get started. You can also
create a goal for an employee.

d. View | Actions — You can view goals and add additional
comments, update the status to completed, or
update/change the goal by clicking “actions”

10. If you have any questions about the evaluation process,
contact your HR department. If you have any questions
regarding the system itself, you can send an email to
support@expressevaluations.com.
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