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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. Log into 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. 

 

 

 

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

 

 

 In the 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. 

 

 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. 

 

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

apply your digital signature. 
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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 
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2. To review 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. 

  

 
 

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).   

 

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

 

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

screen instructions. 
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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 found in the Edit column on the far right side of the row in the 

Available Evaluations section where your name appears. 

 

 

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

 

a. Click the checkbox (“By clicking this box I agree that I 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.  

 

 

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

below the checkbox. 

 

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

 

 

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. 
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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. 

 

 

 

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. 

 

 


