
Performance Evaluation
On-line Program



You can use your timecard 
password or your computers 
initial sign on password

1. By clicking on the link in the email notification you were sent.
2. By going to eval.orem.org 
3. Through the city’s application tool bar. The evaluation program is in the Human 

Resources section.

There are three different ways you can get to the on-line 
evaluation program

Note: You can only be logged into one city web based program at a time. 



Evaluation Program Main Screen
Headings

05/31/2017 Annual John Doe

This main evaluation screen 
shows you all the evaluations 
that you are needing to 
complete.

All evaluations waiting for 
your approval will show in 
this section.

List of all 
evaluations done on 
your employees. 
Can search by 
completed or in 
progress.

Summary of Needs 
Improvement (NI), Meets 
Expectations (M) and 
Exceeds Expectations (E) 
per division.

This section allows you, through out the 
year, to add notes to refer back to at a later 
date.  For example if one of your employees 
obtains a certification or does well on a 
project.  You can add that information now 
and refer back to it when preparing their 
annual evaluation.

Note: As you move from section to section do not use the back 
arrow on your web browser. Click on the gray headings instead.



Evaluation Program Main Screen
Employee Evaluation Information

05/31/2017 Annual John Doe

Due Date
Not Yet = Evaluation is  not complete. 
Completed = Evaluation is complete 
and can be sent to HR. 

If you forward an evaluation to 
another supervisor you are saying 
that that supervisor is the one 
who is responsible to complete 
the evaluation not you.  This is 
not how you send an evaluation 
to your supervisor for approval.  If 
you use this feature a new 
approval path will be created.

Any supervisor in the 
approval path can add 
comments that can be seen 
by all supervisors in the 
approval path.  

Click the select button 
to bring up the 
employees evaluation



Completing the Evaluation Sections 1 and 2

After 5 minutes of inactivity 
the program will save your 
progress.  After 20 minutes 
of inactivity the server will 
log you out of the program.

John Doe 05/31/2017

Police Officer

Annual

Amy Peterson

Employees information 
and evaluation details.

Brief summary of the 
employee’s position.



Completing the Evaluation Sections 3 and 4

Prior Data:    John is a fantastic employee.

The system will display for your convenience the information from the previous evaluation.  
Delete the words “prior data” before starting this evaluations comments.

Instructions 
for section 
4. This 
section 
requires you 
to evaluate 
the 
employee in 
9 different 
categories. 

Note: Make sure you have a good understanding of the rating levels before proceeding.



Completing the Evaluation Section 4 continued

This drop down box displays the 9 
categories. Each category will have 2-4 
skill criteria that you will rate as either 
NI, M or E and a comment section that 
will also need to be completed. 

This button 
will uncheck 
every box and 
delete the 
comment box.

This comment will pop up if the employee has been given peer 
to peer reward points by a co-worker.  To see the details of the 
peer to peer reward click on the speech bubble.  You can copy 
and paste the information into the evaluation if you would like.

When the comment box 
is active it will spell check 
your comment.  Once 
you click out of the 
comment box the spell 
check feature will no 
longer be active. 

Once you have 
completed a category 
the system will put a 
check mark before the 
name of the category in 
the drop down box.



Completing the Evaluation Section 4 continued

Each category 
will have 2 to 4 
skill criteria.

You can add one skill criteria to 
each category if you have 
something specific to the job you 
would like to evaluate them on.

You have the option 
to add up to 4 skill 
criteria to the “other” 
category.



Completing the Evaluation Section 5 and 6

Your comment in this section 
is limited to 10,000 
characters. 

Click this button to add a goal for the 
coming year.  Add 3 goals at the most.

After you have added the new goal you 
will need to enter the goal description, 
measurement and action plan.  You will 
do this for every goal added 



Completing the Evaluation Section 7

Last year’s 
goals

Review last year’s goals 
and write a comment 
detailing the goal 
accomplishments or if the 
goal was not met.

If the goal from the previous 
year was not met click the 
“import” button and it will move 
the goal up to the current year’s 
goals so it can continue to be 
worked on. 



Completing the Evaluation Section 8 and 9

If the employee would like to add a 
comment to the evaluation allow 
them to add their comment here

If would like to add a 
document, certificate, 
picture, etc. click the 
“upload” button. 

Once you have completed all 9 
sections of the evaluation click 
the “Save and Proceed” 
button.



Obtaining Supervisor Approval and Submission to HR

Once you have clicked the “Save and Proceed” button the following will appear at the bottom of the evaluation.

Helpful tips 
to consider 
when 
finalizing an 
evaluation

Every supervisor from you to your department director will need to 
approve the evaluation before you meet with the employee.  When 
you click this button the system will send an email to every 
supervisor asking them to log into the evaluation program, read and 
approve the evaluation.  Supervisors can approve the evaluation or if 
they would like something changed they can enter that information 
on their approval screen.  The supervisor doing the evaluation will 
receive an email from each supervisor above them which will contain 
their comments.

Once the evaluation has been approved by all supervisors you 
can meet with the employee.  Print a copy of the evaluation 
and have it signed by the employee and you.  The original 
signed evaluation is sent to HR to go into the employee’s 
personnel file.  Based on your departments policies you will 
either now click the “final submission to HR office” button or 
your department secretary will submit it to HR for you.  

If you submit the evaluation 
to HR by accident call Amy at 
x7196 and we can send it back 
to you.  



Things to Remember
• Annual evaluations will be sent to you to complete on March 1st , they are due by May 31st.    

• Probationary evaluations for every department except Police and Fire will do evaluations every 3 
months during the 6 month probation period.  Police and Fire will do evaluations every 6 months 
during the 12 month probation period. 

• Probationary evaluations are sent out one month prior to their due date. 

• Completing the evaluations on time is extremely important.  If there is an outstanding evaluation 
for an employee in June when Directors begin working on merit increases, that employee will not 
be eligible for an increase. Also, while an employee is on probation it will mess up the evaluation if 
two evaluations are due for the same employee.  Don’t get behind!

• Remember to take your time completing an employee evaluation.  Don’t rush it.  It is important 
that the evaluations are well thought out and meaningful.  Every employee deserves to see how 
they are performing, at least annually.  They should also be told if their goals are being met and 
what new goals need to be worked on.  

• Always meet with the employee one on one in a private setting.  Do not hand the employee their 
evaluation without taking the time to review it with them. 


