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1. When an evaluation is available, you will receive an email
notifying you of outstanding task on your dashboard. Go to

your dashboard to review all outstanding evaluations.

El Ectlustions

Hi Aiden,
You have update(s) on the following evaluations-

Evaluated Employee: Aiden Smith

Evaluation: Test Manually Move 9.30 - Due By 10/30/24
Status: Ready To Start

Please go to your Express Evaluations dashboard to view all updates and
complete next steps.

Take Me To My Dashboard

Sent on behalf of Best in the West
Powered by Express Evaluations

f you haven't registered for an account or forgot your password, go to the login page and
click "Don't remember your password?" to set a new password for your account.,

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

contact your HR manager.

2. From your Dashboard click “Start Evaluation”

B sestintheest

My Dashboard

o
Welcome to Express Evaluations &Y
My Tasks

.

3. Complete each section of the evaluation, including Review
Goals and Create Goals, if applicable.

Self Evaluation

Annual Evaluation 2022

Sections
1/2

(O Employee Review
(O employee only section
@) Review Goals

Create Goals

Please answer all required questions (*

4. Once all sections are completed (indicated with a checkmark

next to each section), click “Submit” to complete your
feedback request.

self Evauation
Annual Evaluation 2022 Instructions
Sections + Create Goal

@ Employee Review

( Goal 1

Create Customer Service Playbook
Due on 04/13/2023 | Created By: Brady Carlson
® In Progress.

@ Employee Only Section

L/

@ Review Goals

@ Create Goals

Work with CSM department to create playbook for new and renewing groups
d
Goal Name:

Goal Name *

@ Goals will be shared between an employee and their manager. Use the goal name as a quick overview and include details in

the description to explain intent, timelines, etc. x
Description:
S @ Paragraph v B I EviEvE & 0

0 PM @ ruosave | Save Back @

5. Once your evaluation is submitted, your manager will
complete their portion of the evaluation and schedule a
time to review your evaluation and goals.
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6. After meeting with your manager, you will receive an email
notifying you that it is ready to be signed. Log into
Expressevaluations.com and sign your evaluation.

Ea Best in the West My Dashboard
02 pashboard
performance Signatures Requests (8)
B Evaluations I
Bryon Buck - 2022 Annual Review sign >
Signature
rowth
Bryon Buck - With Comments and Goals Sian >
@ oGoals Signature
@ Checkins Bryon Buck - Check Reminders sign >
Signature
Bryon Buck - Test No Signatures Round 1 Sian >
Signature
Bryon Buck - Description on Finalized PDF sign >
Signature

7. After your evaluation is signed, you can review any finalized
evaluations from your finalized evaluations page.

Ea Best in the West Evaluations

OF  Dashboard
My Assigned Evaluation@C  Finalized Evaluations

Performance

GroupBy | Team | Department | Location | Job Title | Manager | Mismatched Manager
[ Evaluations

Growth
Evaluation Due Date Completed Employee Status
@ Goals = ]
Check-ins 2022 Annual Review
. 07/27/2022 06/27/2022 Bryon Buck
&) Bryon Buck
test for Barton
2 07/27/2022 Bryon Buck
@ Bryon Buck
Manager Only
. 07/27/2022 No Feedback
@ Bryon Buck

GOALS

If your company is utilizing goals, you can edit, make

comments, mark goals as completed, or create new goals by

going to your goals tab within the system.

B Bestin the West Goals

85 Dashboard -
perormance &=

coal AssignedTo Due Date & Progress Status
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@ Help | Hello, Bryon Buck

a. Goals — 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. Great a New Goal — If you need to create a new goal at

any time, click “Create a New Goals” to get started.
c. View | Actions —You can view your goal and add
additional comments, update the status to completed,

or you can update/change the goal by clicking “actions”.

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.

E Express
a Evaluations



mailto:support@expressevaluations.com

