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General Information 
Steps to completing the evaluation: 

1. Complete the Plan 

 Enter last periods goals 

2. Complete the Supervisors Evaluation  

 Rate Job Success Factors  

 Rate last periods goals 

 Enter future goals 

 Attachments - optional 

3.  Employee Acknowledgement, Review, Feedback   

 Review rating on job success factors 

 Review rating on last periods goals   

 Review future goals 

4.  Reviewing Officer Acknowledgement   

 

Reminder – each module has it’s own top tool bar color.  

Blue – Applicant Tracking 

Orange – Position Management 

Green – Employee Portal 
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Logging In  

Hiring Managers Log in:   https://employment.blinn.edu/hr/sessions/new 

Log in with your network username and password.  If you do not remember these credentials, you may 
contact the help desk at extension 4357.  

 

On the right hand side click on Go to Employee Portal 

 

Once on the employee portal, you will see under the description “Reviewing Officer Acknowledgement”, 
click on the view tab to the right.   

 

https://employment.blinn.edu/hr/sessions/new
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You will be able to review the ratings on each of the established job success factors.  If you scroll to the 
bottom, you will see the rating on the employees  last periods goals and review your future goals.    

 

Last periods goals and your rating

 

Future goals 

 

Acknowledge  - by clicking the acknowledge button, you are stating that you have reviewed this 
appraisal.   If you wish to leave comments you may do so in the comment box.  

 


