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QUICK STEP GUIDE TO COMPLETING ONLINE PERFORMANCE REVIEW FORM -
EMPLOYEE

1. You will receive an email requesting your digital signature after your Supervisor has completed
the Performance Planning Process for your Performance Review Form and has met with you to
discuss the expectations for the review period.

2. Loginto your account on the Kansas Learning & Performance Management (KLPM) System.
3. Click on the Performance Tab at the top of the screen.
4. You will see your name and the current Performance Review Form.

5. Click the Link next to your name to review the Performance Review form (you may save a .pdf
version and / or print it for your records). Close the Performance Review form when done.

6. When ready to apply your Digital Signature (and add any optional comments), click on the pencil
icon to the far right of the row of the Performance Review form.

7. This will bring up your digital signature page:
a. Check the checkbox to agree to apply your digital signature.
b. (Optional) Enter Any Comments
c. Click the Employee Sign Off button

8. A message will indicate that an email has been sent to your Supervisor. Click the Close button to
close the page.

9. The screen will refresh and your Performance Review form will no longer display (it has been
sent back to your Supervisor so they can continue with your Performance Review form).

10. Note: You may be required to repeat steps 2- 9 for different stages of the Performance
Management process.
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STEP-BY-STEP GUIDE TO COMPLETING ONLINE PERFORMANCE REVIEW FORM —
EMPLOYEE

This document illustrates the Performance Management process which includes meeting with your
Supervisor during the review period below:

1) Performance Planning process — Review performance expectations for the upcoming
Performance Review period.

2) Mid-Year Discussion — Review to ensure progress towards established performance
expectations (optional for certain review types)

3) Annual/Final Review — Review actual Performance against the established performance
expectations.

After each session, you will be sent an email to review the online Performance Review form (you can
also save and print) and apply your digital signature (you can also add optional comments).

This document provides step-by-step instructions in how to perform these tasks.

NOTE: This process will be used for all Review types, including Special and Probationary. Not every
agency will require all steps.
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HOW TO LOGIN AND ACCESS YOUR ONLINE PERFORMANCE REVIEW FORM (PRF)

1) After meeting with your Supervisor and discussing your performance expectations for the
review period, you will receive an email that your Performance Review form (PRF) is available
for you to review, sign off (with electronic signature) and add optional comments. The email
will direct you to login to your Kansas Learning & Performance Management website.
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Learning & Performance Management

Enter your username and password to login

Username:

Password:

Forgot Password?

Need Help?
Call (M-F, 8am-4:30pm) 785-296-1900 (Topeka) or toll-free 1-866-999-3001 (outside Topeka)

Al information in this State of K n is confidential. By logging onto t
necessary and reasonable st d ensure that all information in thi
o LM 8 confidential and shall not be ed orrevealed to anyone or any entity outside of its Dﬁc\al u; g or ialhng to
St J” safeguard and protect this information by you may result in disciplinary action being taken ag uplu and
including termination of your employment, and possible civil and criminal charges

Photo Credit: Kansas Tourism
©2001-2021 Leamnsoft Technology Group. All Rights Reserved

2) Upon successful login you will be brought to your Overview Tab

Kansas

Overview Profilc Search Help Performance

User Dashboard
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3) Click the Performance Tab where you can access your Performance Review form which has been
completed by your Supervisor and is ready for your review and sign off.

Performance Review

Available Evaluations
Oue Date.

Delote AssignedOsta Usar T Evalustk on  Progress

Guthery,  Sef- 2021 Annusal v
CeraB  Signofl  (PRF) 10/23/2021 ¢

10/6/2021

New attachment

Mo Anschment
Current Skills Mew Skill

Mo Skitls

e Inthe Available Evaluations section, you will see a listing with your name in the User
column, Type = Self-Signoff and the Progress section will show a large checkmark in the

current Performance Review form step.

e Depending on the stage of the Performance Management process you should either see
a checkbox at Step 3 — Performance Planning Employee Sign Off or Step 6 — Mid-Year
Review Employee Sign Off or Step 11 — Annual Review Employee Sign Off

4) To access a copy of your Performance Review form, click on the Link to the right of your name.
This will launch a new window with a copy of your PERFORMANCE REVIEW FORM which was

updated by your Supervisor.

e Note: The document is in Read Only mode. You will be able to add comments when you

apply your digital signature.

User Evaluation

(i o Jm

Evaluation

= Colleague Feedback

Colleague:  Bryant. Adam R Evaluator:  Zachary Kesler

Evaluation Date:  10/13/2021 Position:  Natural Resource Offices |

Kansas

Performance Review Form
Employee Name: Employee ID:
Bryant, Adam R 0000204306
Department/Positios Evaluation Period:

KS Wildlife & Parks—WEBSTER 710-7107024000 / Natural Rescnerce Officer [ From:  10/15/2021 Toc 12/15/2022

Cl fication Type:

Review Type:
® Annual ) Special O Probationary

Overall Rating:

Meets Expectations v
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HOW TO REVIEW, PRINT AND SAVE YOUR PERFORMANCE REVIEW FORM (PRF)

1. Use the scroll bar to the right of the form to scroll up / down and review the online Performance
Review form. Depending on the stage of the Performance Management process, certain

sections may or may not yet be filled in.
a. The few sections of a sample performance review form in the Performance Planning stage are shown below

=

User Evaluation

Evalaaton ErmEm

~ Colleague Feedback
Calleague:  Hart Rene L Evalustor:  Rene L Hart
Evalustion Date:  8/26/2021 Position:  Planner i
Performance Review Form
Employee Name: Employee ID:
Rese, Han Woo0oa1 3902
Department/Position: Evakiation Period
"Depanment of Transportation-—Headquaners-- Trassportatice Planang -2763001200 | Planoer 825702 $/20,
Supervisor. Overall Rating:
Mashen T Messina v
Review Type:
Probationary: Annual Special

Recommend Permancen Starus  Exend Probation  Not Recommend Permanent Srans

Classification Type:

Clusifed ot lssfed
Task Objectives
Rating Descripton
U, Unatisfactoy - eromance comsiscs e A T —
ME Mets :
T

Task Objectives Examples of Task Performance:

1. Type task objectives. 2. Add rating 3. Type examples of task performance

- Select One -

1. Rene will provide dadly phone coverage for the front dask, except during
schaduled beeaks and lunch, which includes provi wr\s accurate information and
rassonable sssstance to thos contacting our o

cam ez

Rone will carn a passing grade an the RN training test within the frst & months of

cam e

camem

Competencies and Behaviors

Rating Description

e s
ME, Moot Expact; Pertom

Competencies/Behaviors On the Job Suggsstion/ Example

Problem Solving/Dechion Making
Active

T socm
- perts ety exceeded expecta

Rating:
U M OMEE E

B Ghaviors! Examples/Comments

Attitude/Acceuntability
Active

Producthity
Active
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2. Toreview the Performance Review form as a PDF document, which can also be saved for later
reference and / or printed for offline review, click the Print button in the upper right-hand
corner of the Performance Review Form window.

a. A confirmation pop-up window will display. Click OK to close the window.

Isgim301.learnsoft.com says

Form will be closed for printing and new window will be open with the i

printable form.

)

3. A new window containing a PDF version of the form will popup (Note: There may be a delay for
a few minutes as this request processes and the .pdf is generated).

Pertormance Review

PR—

Note — Please allow pop-ups from the learnsoft.com website to enable the PDF.

4. Inthe upper right corner of the PDF window, click the Print or Save icon and follow the on
screen instructions.

= B



",

"""."""-" Department of Administration LEARNSOFT

t.‘l

an as Excellent customer service, every time! TECHNOLOGY GROUP

HOW TO APPLY YOUR DIGITAL SIGNATURE

1. After reviewing the Performance Review form, navigate back to the Performance Tab.

2. Click on the Pencil Icon i ound in the Edit column on the far right side of the row in the
Available Evaluations section where 'y e appears.

Available Evaluations Completed Evaluations
107672021 E‘:‘"M R L ?,m 0 0 023201 ¢
S i L - 5»3':23.’.’.';‘.,'?“ Dl.:%::::mm\ oo ’ -
3. This will bring up the Performance Review form - Employee Section in a separate popup
window.
Note: Depending on what step you are in, the Performance Planning, Mid-Year or Annual
Review step, the sign-off process will be the same, but the step name will be identified.
UserEvaluationSession Entry (%]

!
I Update User Evaluation for Guthery, Ciera B m

(@) © (@] e Q @ @

Pert: ing formance Planning  Performance Planning  Mid-Vear Review In Mid-Vear Review Mid-Year Review Annual Review In Annual Review Annual Review
e Employee Sign Off  Supervisor Sign Off Progress Employee SignOFf  Supervisor Sign Off Progress Employee Sign Off  Supervisor Sign Off

bl Employee Section

I Performance Planning Discussion

& [JBy checking this box I agree that | am applying my digital signature. Date: 10/7/2021
I My comments are as follows:

I Employee Sign Off
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4. To Sign Off on the Performance Review form:

a. Click the checkbox (“By clicking this box | agree that | am applying my digital
signature.”).

Depending on where you are in the Performance Management Process, there will be
different sections for your digital signature and to add comments.

Employee Section

Performance Planning Discussion

By checking this box | agree that | am applying my digital signature. Date: 10/7/2021

b. To add comments (optional), enter them in the My comments are as follows textbox
below the checkbox.

My comments are as follows:

c. Click the Employee Sign Off button below the My Comments textbox.

Employee Sign Off

11. After Clicking the Employee Sign Off button, the window will refresh and a red note will appear
in the upper left hand corner indicating an email has been sent to your Supervisor, allowing
them to continue the process. The Progress bar will also move the checkmark to the next step.

10
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userkvaluationSession Entry )
|

[} Update User Evaluation for Worcester, Grace M m ‘

Supervisor Section

Performance Planning Discussion Assigned Date: 9/17/2021

# for E

1 agree that | am appt Date: 10/13/2021

My comments are as follows:

12. Click the Close button in the upper right hand corner to close the window. You will be returned
to your Performance Review Tab.

Note: Since the Performance Review form has been sent back to the Supervisor for further

processing, you will no longer see the Performance Review form listed in your Available
Evaluations section.

KPS TRDOT T CET RO
Kansas

Overview Profie Search Help Performance

Performance Review

Available Evaluations | Completed Evaluations

No Evalustions

13. There are no further tasks required of you until the next Employee sign-off is required.

14. When the Performance Review form is completed, you will be able to view it in your Profile,
under the Evaluations tab.

11



