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PERIODIC EVALUATIONS 
Many companies choose to do quarterly or semi-annual evaluations that complement their annual 
reviews. EmTrak 3.1 gives you complete flexibility in doing so.  Included also will be email 
reminders to you, the manager, that a periodic evaluation is coming up. 
 
The Super Manager determines how often a periodic review is done.  Note the options of every 3 
months, at 6 months, or on a certain calendar date.  The Super Manager also decides if there will 
be Evaluation Terms included in the Periodic Evaluation.  This is all done through access to EDIT 
CONFIGURATION.  For more on that, review that chapter. 
 

 
 
To get to the Periodic Evaluation, open up an Individual Employee’s page.  As a Super Manager, 
click on VIEW EMPLOYEES and the list of all employees will come up. 
 

As a Manager, simply enter your Manager’s Page for a listing of all of your employees to whom you 
have access. 
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Click on the name of the employee you want to create an 
evaluation for and their page comes up.  To create a 
Periodic Evaluation, click on PERIODIC EVALUATION.   
 
 
 
 
If you set goals in a last evaluation, notice that EmTrak 
3.1 automatically brings up goals from the last evaluation 
– a perfect reminder of what you requested and reminder 
for follow-through. 
 
Also, note the simple list of items you may choose to score an employee on.  This is entirely 
customizable to a company or a company can simply choose not to use this feature.  Let’s say the 
company needed to focus this quarter on customer service, time management, etc.  This is a great 
way to drive that home for the entire company. (As noted in the beginning, the Super Manager 
creates these terms in Edit Configuration.) 

 
Now, notice these key elements of the Periodic Evaluation.   
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Overview and Comments 
In the next element of the PERIODIC EVALUATION there is space for you to place your overall 
comments, as part of Overview and Comments.   The benefits you mention are important – think 
hard and write well when describing this employee’s strengths.  If there areas of growth you 
recommend, they need to be reflected when you create some coaching items below. 
 
Uncompleted Goals 
Second, if there were uncompleted goals from the last evaluation (remember, they were listed at 
the top of the page), then you could simply cut and paste and redefine when you want those 
accomplished.   
 

 
 
New Goals or Special Assignments 
The next step is to create new goals or special assignments as the result of this evaluation.  If you 
already know what goals you want to set, then you simply type them in the empty field you see.    
Or, if you want help from EmTrak, then you can use our coaching suggestions, task by task.  If 
you’ve already studied about Coaching Documents, then you recognize all of this. 
 
Click on Click here for a list of coaching items based on this employee’s job description.   

 
 



Periodic Evaluations - Page 4 of 8 
 

EmTrak will bring up the tasks that you’ve assigned to this job description.  Let’s say that for 
William we want him to focus on his work with denials.  Place a check besides that task, then click 
on the NEXT button. 
 

 
 
A list of possible coaching suggestions will come up based on those tasks.  In this case we want 
William to take the MED U course, REM 104 to get ideas on improving procedures.  We select that  
item and then click on Insert Coaching Details.   

 
That goal is placed in the Periodic Evaluation.  Now, keep in mind that these are still fully editable.  
Perhaps the statements inserted only get you 80% there.  You can change words, delete 
sentences, anything you want.   
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If any of these goals involved MED U courses, then click on EMAIL MED UNIVERSITY.  That link 
will automatically bring up your email mechanism on your computer.  Simply copy and paste 
these goals into the body of that email, email to us in the address provided, and we will follow 
through immediately with your employee 
 

 
 
Follow-up Date and Status 
Once everything is complete, your scoring, your comments, the goals, then choose a Follow-up 
Date and hit the NEXT button.  Now you have a document you can print out to review with your 
employee.   

 
Keep in mind, a periodic evaluation is a 
collaborative effort.  Discuss the 
evaluation with the employee.  Ask what 
comments he would like to add, any 
changes he sees in goals or other 
pieces?  Make note of what comments 
he would like added in the next step we 
discuss. 
 
Use this printed document to take notes 
on, get their input.  Finally, make sure 

that you note any comments they want included in the document. 
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Completing the Periodic Evaluation 
Now you’ve discussed the Periodic Evaluation with your employee.  It’s time to complete the 
evaluation by adding his comments and making any changes you see as necessary.   
 
Once you are ready to complete the evaluation, simply come back in and either find that evaluation 
either as part of the Employee Log or click on VIEW – PERIODIC EVALUATIONS. 

Click on EDIT PERIODIC EVALUATION on the upper left hand corner. 
 

 
Now is the time to add William’s comments in the Periodic Evaluation.  Click on the pencil 
icon and the date is automatically placed in.  Add his comments.   Double-check your follow-up 
date related to his goals.  Now choose Complete on the button.    Choosing COMPLETE turns off 
the email reminder about doing the evaluation, but leaves the option to come back in and follow-up 
on the goals you set. 
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Print it out and both of you sign it.  Then you may either file or attach a scanned document to the 
EMPLOYEE LOG (review the chapter on THE EMPLOYEE LOG to see how to do this. 
 

Final Follow-up on the Periodic Evaluation 
You’ve marked the Periodic Evaluation COMPLETE because there are some goals you set for the 
next few weeks/months that you want to follow-up on.  Based on the follow-up date, you will get a 
reminder 7 days before that date that you set some goals in the Periodic Evaluation that need to be 
reviewed.  Simply follow the procedures described above in Completing the Periodic Evaluation to 
open that document and edit it.   
 
After we get the reminder, we review and note that William has successfully completed the goals 
we set for him.  Click on the pencil icon for Overview and Comments and add your notes. 
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Final Step 
The Periodic Evaluation is complete.  Change the Periodic Evaluation Status to SEALED. 

 
OPEN means the document hasn’t been touched or there is still significant work to do.  If a 
document is OPEN, then you will get email reminders about that document.  COMPLETE means 
that you are done, but that the document can still be edited.  Perhaps there is something in the 
document that needs additional follow-up.  Once you know a document is complete, then you 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 document.   
 
I suggest you print out this final document then you and your employee sign and keep for your 
permanent files.  If you want to, you can scan that signed copy in and attach that to William’s 
records.  Review the chapter on THE EMPLOYEE LOG to review how to do that.   
 


