
How to use "My Performance Log" - All Evaluatees 
 
1. Select the "My Performance Log" tab on the left side of the page.   

  
 
2. Enter a Subject and Comments. 

  
  
3. If there is a related document saved on your computer you may also upload it for quick 

reference.   
a. Select the "Browse" button beside "Upload Document" to find the file or document you 

want to upload  
b. Highlight the file and select "Open" to attach. 

 Currently documents in .DOC, .XLS and .PDF are the only formats that can be uploaded.  
 
4. Select "Add". Once the comment has been saved, you will see "The performance log has been 

successfully added", and the comment will appear below. 

   
 
5. Repeat the process as above to make new entries in your performance log.  
 
6. Entries in your performance log can be updated with additional information or deleted at any 

time by you.  Your supervisor does not have access to view your personal performance log. 
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