
Super Managers – View Managers - Page 1 of 3 
 

SUPER MANAGERS – VIEW MANAGERS 
 
As a Super Manager, there are a couple of features within the View 
Managers item that will help you in managing evaluations and the 
managers who do them!  Go to the opening menu and click on VIEW 
> MANAGERS. 
 
The page below will come up.  One simple feature is this – if you 
need to change a Manager’s page, you would do it by entering this 
page and clicking on that Manager’s name.   

 
 
 
 
 
 
 
 
 

Once that Manager’s page is open, click on EDIT MANAGER.   

 
Now you can make 
changes.  Let’s say that 
our manager above, Jane 
Prince Jones, wants to 
change her Password.  
Simply enter the new 
password, hit the next 
button, and her password 
for access to EmTrak has 
changed. 
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More importantly, here are a couple of nice features on this View Managers page. 
 
At the top of the page you see two elements: 

 Manager’s Pending Documents Report 
 Manager’s Employee Performance Report 

 
 
 
 
 
 
 
 
 
 
 
 

Manager’s Pending Documents 
Report 
Click on this link and this item lets you 
see what documents your managers 
have not yet  SEALED.  In a nutshell, 
here’s the deal. 
 
Whenever you or your managers create 
any kind of document for one of your 
staff: annual evaluation, periodic 
evaluation, introductory evaluation, 
coaching document, training document, 
applause document, disciplinary 
document; you or they will be asked to 
note whether it is OPEN, COMPLETE or 
SEALED.   
 
OPEN means the document hasn’t been touched or there is still significant work to do.  If a 
document is OPEN, then they will get email reminders about that document (for example, for an 
annual review they get email reminders 30 days before it is due, 7 days before, and 3 days after). 
COMPLETE means the manager is done with it, but it can still be edited.    For example, perhaps 
they’ve completed their portion of the Annual Review, but haven’t yet reviewed with the employee.  
They may choose to leave it OPEN.  Then they go over the review with the employee, discuss 
some scores that they decide to change, plus there are employee comments to add.  Once that is 
done, they may choose COMPLETE.  COMPLETE means that they are done, but perhaps they set 
a goal in the annual review that needs follow up in a couple of months.  Wait until that piece is 
done, go in and make notes on it, then they may choose to select SEALED.   
 
Once the document is SEALED, it cannot be edited.  This offers security to your staff member that 
final documents are the final documents.   
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By clicking on VIEW PENDING DOCUMENTS, you can note all the documents that are still 
outstanding, not yet SEALED.  It is simply a list to remind you of what is coming.  In fact, you can 
click on the document in the link and view the document from this page. 
 
The document can also be deleted by selecting the trash can to the side of the name and clicking 
on it.  
 
Manager’s Employee Performance Report 
Here’s a cool feature.  As the HR Manager, you may have the responsibility of making certain 
managers do a good and fair job of evaluating their staff on annual reviews.  EmTrak has a simple 
process of reviewing that.  Click on  OPEN MANAGER’S EMPLOYEE PERFORMANCE REPORT.  
 
What you are looking at is the overall average your managers have given their employees on their 
annual reviews.  So, if one manager shows an average of 4.8, another 2.0, you know that one is 
likely over-scoring, the other under-scoring.  Both may need some additional coaching from you on 
the evaluation process – simply another nice piece of accountability in EmTrak. 

 
 
 
 


