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EMPLOYEE LOG 
 
This Log is a snapshot of every interaction with this employee.  Often when we do an evaluation, what most 
impacts your judgment is what’s happened with that employee over the past couple of weeks, it’s hard to have 
the broader perspective of the past year.  The Log is intended to help you have that broader perspective, 
reminders of many things that have occurred with this employee.   
 
If you create a document, it automatically updates the log.  This sample below shows an employee with 5 
documents that have been created.  In a moment we will discuss how to create all of these documents; print 
them out if you choose; even have employees sign for documentation and then attach electronically.     
 
The EMPLOYEE LOG is also like having a piece of paper where you can note different activities with an 
employee.  Let’s say someone sends you an email commending this employee for her great work or you notice 
the fact that he was late two days in a row – this is a critical part of an employee file, but where to put it?  Well, 
this EMPLOYEE FEEDBACK LOG gives you a central repository for that type of information.  If it was an email, 
you could simply copy and paste into the document.  Or you could save the email as a document and attach.  
Let’s keep it simple, William is 2 hours late and you want to note that.  Click on the pencil you see in the upper 
right hand corner of the Employee Log piece.   

This brings up this document.  Now you can put any comments in or if there was an email, you could paste that 
in.   

Hit the NEXT button and this appears on the top of the EMPLOYEE LOG. 
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Again, the EMPLOYEE FEEDBACK LOG is invaluable when it is time for an evaluation.  Too often we evaluate 
employees on what we remember from the last month, not on their performance for the year or quarter.  This 
log gives you the total picture with info that is always accessible.  To view more than the last 5 entries, click on 
VIEW EMPLOYEE LOG.  You could print it out, have it front of you as you consider coaching needs or 
commendations for your employee.  It’s a great tool and one many of you asked for. 
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Attaching Documents in the Employee Log 
 
You can even attach scanned documents as a part of the EMPLOYEE LOG.  For example, 
accrediting bodies want you to have a job description on file and signed by the employee who has 
that job description.  If you are a company who does document imaging, here is a simple way to 
make that part of EmTrak.  Click on the pencil icon to bring up the empty document we described 
earlier.   
 
In the field available, simply type SIGNED JOB DESCRIPTION ATTACHED.  Click on the 
BROWSE button (at the bottom of the page) to bring up file folders on your computer.  Find the file 
where you scanned and saved the signed job description, double-click on that document and it will 
be attached. 

 
Now when you go back into the EMPLOYEE LOG, you will note that there is a paper clip now next 
to the SIGNED JOB DESCRIPTION ATTACHMENT line. Click on the Date link next to it and the 
Employee Log entry comes up.   
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Look at the bottom and you will see where the file is attached.  You could open that document 
simply by clicking on the link for the document. 
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Opening Documents in the Employee Log 
 
You can open any document created for an employee through the EMPLOYEE LOG.  Click on the 
link to VIEW FULL EMPLOYEE LOG.  You will see a list like this one.  Let’s say we want to review 
a Coaching Document we created on 10/29/2006.  Click on the Date link next to the document. 

This EMPLOYEE LOG ENTRY will come up.  Note highlighted in yellow the document icon.  Click 
on that icon and it opens the original document, ready to edit. 


