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Performance Documents (Quarterly Growth Conversations) 

 

This guide walks supervisors through how to create 
performance documents. 

 

Audience: Supervisors 

 

Additional Resources: 

● GMHEC Knowledgebase  

 

This document shows supervisors how to create and submit quarterly growth conversation documents. This 
document also instructions to view employee submitted comments. 

Process Step 
& Description Action 

1.0 

Navigation 
Path  

Getting Started 

 
 

• Navigation Path 
My Team > Show More > Performance 

From the Home screen: 

 

Click “My Team” to see all Direct Report applications 

 

Click “Show More” on the bottom left  

 

Here you will see all actions for your team 
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1.1 

Navigation 
Path 

Careers and Performance  

 

From the Show More options menu: 

 

Scroll to the “Careers and Performance” section 

 

Click the Performance Icon 

 



  
 
 

Page 3 of 8 
Created: 03/10/2023 
Revision:  

 

2.0 
Performance 
Documents 

Finding the Direct Report Record 

 

From the Performance module: 

 

Use the search field to Search for a Person, or scroll through the list of Direct Reports 

 

Click on the name of the employee to evaluate 
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2.1 Opening 
Performance 
Document 

 

Opening Performance Document 

 

From the Employee Profile: 

 

Click “show more” from the left menu 

 

Click “Performance” 
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2.2 Adding 
Performance 
Document 

 

Adding Performance Document 

 

From the “Performance” menu: 

 

In the Performance Documents section, click on the assigned task (MIDD Quarterly Growth Conversation)” 

 

In the Evaluations Topic section, click “Evaluate” 

 

Enter documentation 
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2.2 Submitting 
Performance 
Document  

Submitting Performance Document 

 

From the “Questionnaire” menu: 

Click “Save and Close” on the top right.  

From the “Manager Evaluation of Workers: MIDD Quarterly Growth Conversations” screen, click “Submit” on 
the top right.  

The supervisor task will be marked as complete. This will trigger a notification to employees to add a 
comment. Employee comments are optional and not required to consider the assessment complete. 

Evaluate 
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3.0 Review 
Employee 
Comments on 
Performance 
Document 

Review Employee Comments on Performance Document 
You will receive a notification when an employee provides a comment on the performance document.  

From the bell icon, click on the notification to go to the task. 

Alternatively, navigate to My Teams > Show More > Performance > Employee  

Click on the completed performance document “MIDD Quarterly Growth Conversation” to view the employee 
provided comment. Use the back arrow to exit the document. 

 

 

 
 

 


