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➀ www.trakstar.com

Locate the 
Login 
button at 
the top right 
of the 
screen.

➁

The Company  
Name, 
Username, 
and Password 
are all case-
sensitive.

➂

Log-in to Trakstar
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Use the 
Manager tab 
to conduct 
employee 
Appraisals 
and take 
notes on 
employees.

➀

Switching Roles

Use the 
Employee tab 
to conduct 
your own self-
appraisal, and 
change your 
password.

➁



Hover 
on the 
picture 
to 
change 
it.

Select 
My Info 
from the 
Navigation 
Bar.

➀

➁

➂

Type in 
your old 
password, 
and the 
new one. 
Verify it.

➃
Choose an 
image from 
your hard 
drive. It’s a 
thumbnail, 
a 16x16 
picture 
works best.
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Change Your Password or Picture

(Employee 
Role)



Helpful Information

Your Self-Appraisal will be in the Task List 
when you are within 30 days* of the 
Appraisal Due Date. So, if your Appraisal 
is due on 7/26/2012, the Self-Appraisal 
window opens on 6/26/2012.

*Your organization may provide more or 
less than 30 days in which to complete 
your Appraisal.

➀
Find your 
Self-
Appraisal in 
the Task 
List.

As a 
manager, 
you may see 
multiple 
tasks in the 
Task List, 

➁
View your 
Appraisal.
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(Employee 
Role)

Score your own Self-Appraisal



➀ Competency - this is an expectation 
associated with a position.

➁ Weight associated with an element that will be 
scored.

➂ Select your rating.

➃ Add comments if desired.

➄ Attach a file if desired (Customer letter, 
Certificate, etc.) 

➅ Period (beginning/end date for the Appraisal)

➆ Appraisal document summary outline, which 
contains the overall score.

➇ Send to Manager upon completion of your self-
appraisal. NOTE: The Self-Appraisal cannot be 
edited once it has been sent to your manager.

➀ ➁
➂
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➃ ➄

➅

➆

Score your own Self-Appraisal, continued

➇



➀
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Score a Subordinate’s Appraisal

Select the 
Employee’s 
Appraisal that  
you wish to 
score.

➁
Score the 
Appraisal. 
Here, you can 
see if the 
employee has 
completed 
his/her self-
Appraisal.
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Score a Subordinate’s Appraisal, continued

What if...?

☺ The Employee has not turned in his her self-Appraisal, and you need to move forward 
anyway. 

Solution: Override the Self-Appraisal.

☺

☺☺ You meant to add some Goals and/or notes to the Appraisal, but time got away from 
you. You want to add these before doing the Appraisal (hopefully these are goals that have 
been discussed with the employee prior to the Appraisal.)

Solution: Manage Goals and Notes. (see page -----)

☺☺



➀ Toggle button. Add Goals/Measurements if you 
have forgotten to so so prior to the Appraisal, and use 
the same button to Score Appraisal after adding goals.

➁ Reveal the position description.

➂ Hover to see the employee’s rating selection. Select 
your rating for the employee.

➃ Use the down arrow to reveal Measurements, if a 
measurement has been set.

➄ Use the down arrow to reveal notes and comments 
from the employee. 

➅ Add you own comments, if desired.

➆ Attach a file (Customer letter, etc.) if desired.

➇ Reveal Coaching Tips, copy to comments if desired.

➈ Appraisal Summary with short ratings and scores.

➉ Return to Workshop to Route for Approval.

➀
➁

➂
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➃

➄
➅ ➆

Score a Subordinate’s Appraisal, continued

➇

➈
➉



➀
Find your 
Appraisal 
under the 
My Notes 
tab.

Click on the 
document 
icon.

➁
Select the 
competency  
or goal on 
which you 
wish to take 
a note. Turn 
down the 
arrow.
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Take a Note on Yourself

(Employee 
Role)



➂ Type your note in the field.

➃ Attach a file if desired (Customer Letter, 
Certificate, etc.)

➄ Decide if you wish to keep your note private, 
or share it with your manager.

➅ Add your note.
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Take a Note on Yourself, continued

➂
➃ ➄ ➅



➀
Select the 
Notes tab 
from the 
Navigation 
Bar.

Select the 
employee on 
whom you  
wish to take 
a note.

➁
Turn down 
the Notes 
arrow to 
reveal a 
notes field.

Attach a file 
if desired to 
document 
the note.

Decide if 
you wish to 
keep the 
note private 
or share it 
with the 
Employee.

Add the 
Note.
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Take a Note on a Subordinate

(Manager 
Role)



Helpful Information

Goals are specific tasks for which an 
employee is held accountable.  Goals 
are entered as unique line items on an 
Appraisal form.

Goals usually (but not always) have 
mathematical consequence on the 
outcome of a Final Appraisal Score, 
because they are rated independently.

Goals are used by organizations where 
the expectations in a position change 
from year to year in size and 
importance. 

If Goal Setting is enabled, you will see 
the “Add a Goal” button.

If not, you will be able to add a 
Measurement which is attached to a 
competency. Measurements are 
covered on Page 11.

➀
Find your 
Appraisal in 
the Task List 
or in the 
Appraisal 
tab. Select 
“Set Goals 
and Take 
Notes.”

➁
Click “Add a 
Goal.”
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Add a Goal to your own Appraisal 



Helpful Information

If you wish to be even more specific with 
your goal, attach a Measurement to it. 
Measurements allow dates, times, and 
progress bars to be used.

➂

Select the 
location of 
the goal 
on the 
Appraisal 
form.

➃

Add an 
existing goal 
or create a 
new one. Fill 
in the name 
of the goal 
and a 
description. 
Select the 
appropriate 
rating scale. 
Save Goal 
when done.
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➄
Now, your 
new goal 
shows up 
as an line 
item to be 
rated by 
itself, both 
on the 
form and 
on the 
Summary 
Outline in 
the gutter.

Add a Goal to your own Appraisal, continued



Helpful Information

Editing weights is OPTIONAL.  
When adding a new line item to the 
overall Appraisal, you may wish to 
adjust the mathematical 
consequence assigned to the new 
line item.

Is the goal very important? Give it 
more weight.

Is the goal less important than other 
things? Give it less weight.

Is the goal equal to all other 
elements on which you will rated at 
the time of the Appraisal? Do 
nothing.

➅

Adjust the 
weight of the 
goal. This will 
affect the 
weight of other 
Appraisal 
elements, 
giving them 
more or less 
weight 
accordingly.

➆

Hover above 
the title of the 
goal to reveal 
the edit pencil.
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Add a Goal to your own Appraisal, continued



Helpful Information

Goals are specific tasks for which an 
employee is held accountable.  Goals 
are entered as unique line items on an 
Appraisal form.

Goals usually (but not always) have 
mathematical consequence on the 
outcome of a Final Appraisal Score, 
because they are rated independently.

Goals are used by organizations where 
the expectations in a position change 
from year to year in size and 
importance. 

If Goal Setting is enabled, you will see 
the “Add a Goal” button.

If not, you will be able to add a 
Measurement which is attached to a 
competency. Measurements are 
covered on Page 11.

➀
For 3 weeks 
following an 
Appraisal, an 
Employee’s 
Appraisal 
Document 
will be in the 
“Set Goals 
and Take 
Notes” 
phase (see 
Dorothy 
Gale here.)

➁
Select an 
Employee for 
whom you 
wish to add a 
goal from the 
My Employees 
tab on the 
Navigation 
Bar.
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Add a Goal to a Subordinate’s Appraisal

(Manager 
Role)

(Manager 
Role)



➃
Select “Add a 
Goal” on the 
Appraisal.
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Add Goal to a Subordinate’s Appraisal, continued 

(Manager 
Role)

➂
You will be 
taken to the 
employee 
record if Goal 
Setting takes 
place more 
than 3 weeks 
after the last 
Appraisal.

Select the 
Current 
Appraisal 
Document 
icon from the 
gutter (right 
hand sidebar)



Helpful Information

If you wish to be even more specific with 
your goal, attach a Measurement to it. 
Measurements allow dates, times, and 
progress bars to be used.

➄

Select the 
location of 
the goal 
on the 
Appraisal 
form.

➅

Add an 
existing goal 
or create a 
new one. Fill 
in the name 
of the goal 
and a 
description. 
Select the 
appropriate 
rating scale. 
Save Goal 
when done.
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➆
Now, the 
Employee’s 
new goal 
shows up 
as an line 
item to be 
rated by 
itself, both 
on the form 
and on the 
Summary 
Outline in 
the gutter.

Add Goal to a Subordinate’s Appraisal, continued 



Helpful Information

At the time of the Appraisal, the 
competency to which the measurement is 
attached is rated-taking the measurement 
into account for a blended rating of 
competency/measurement.

More than one measurement may be 
attached to a competency.

➀

Fill in the 
boxes.

➁

Select the 
competency  
or goal to 
which you 
wish to add a 
measurement. 
Click “Add 
Measurement.”
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Add Measurement to your own Appraisal



➂
Add an 
email 
reminder if 
desired. Fill 
in the 
boxes.
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Helpful Information

Measurements are specific objectives 
for which an employee is held 
accountable.

Unlike goals, Measurements piggyback 
on a competency and do not stand 
alone on a form.

Why would an organization choose one 
over the other?

Sometimes it is important to have 
consistency on an Appraisal form, with 
all employees having the same weight 
associated with competencies. In this 
case, measurements make sense.

Sometimes, managers and employees 
need mathematical flexibility on a form, 
with the ability to assign more or less 
weight to ever-changing components. In 
this case, goals make sense.

Add Measurement to your own Appraisal, continued



Helpful Information

Goals are specific tasks for which an 
employee is held accountable.  Goals 
are entered as unique line items on an 
Appraisal form.

Goals usually (but not always) have 
mathematical consequence on the 
outcome of a Final Appraisal Score, 
because they are rated independently.

Goals are used by organizations where 
the expectations in a position change 
from year to year in size and 
importance. 

If Goal Setting is enabled, you will see 
the “Add a Goal” button.

If not, you will be able to add a 
Measurement which is attached to a 
competency. Measurements are 
covered on Page 11.

➀
For 3 weeks 
following an 
Appraisal, an 
Employee’s 
Appraisal 
Document 
will be in the 
“Set Goals 
and Take 
Notes” 
phase (see 
Dorothy 
Gale here.)

➁
Select an 
Employee for 
whom you 
wish to add a 
measurement 
from the My 
Employees tab 
on the 
Navigation 
Bar, if the 
Employee is 
not in the 
Goals and 
Notes phase 
in the Task 
List.
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(Manager 
Role)

(Manager 
Role)

Add Measurement to a Subordinate’s Appraisal
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Add Measurement to a Subordinate’s Appraisal, continued

➂
You will be 
taken to the 
employee 
record if you 
are adding a 
Measurement  
more than 3 
weeks after 
the last 
Appraisal.

Select the 
Current 
Appraisal 
Document 
icon from the 
gutter (right 
hand sidebar)

Helpful Information

At the time of the Appraisal, the 
competency to which the measurement is 
attached is rated-taking the measurement 
into account for a blended rating of 
competency/measurement.

More than one measurement may be 
attached to a competency.

➃
Select the 
competency  
or goal to 
which you 
wish to add a 
measurement. 
Click “Add 
Measurement.”



Fill in the 
boxes.

➄
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➅
Add an 
email 
reminder if 
desired. Fill 
in the 
boxes.

Helpful Information

Measurements are specific objectives 
for which an employee is held 
accountable.

Unlike goals, Measurements piggyback 
on a competency and do not stand 
alone on a form.

Why would an organization choose one 
over the other?

Sometimes it is important to have 
consistency on an Appraisal form, with 
all employees having the same weight 
associated with competencies. In this 
case, measurements make sense.

Sometimes, managers and employees 
need mathematical flexibility on a form, 
with the ability to assign more or less 
weight to ever-changing components. In 
this case, goals make sense.

Add Measurement to a Subordinate’s Appraisal, continued



Select the 
employee for 
whom you 
wish to create 
a Draft 
Appraisal fro 
the 
Navigation 
Bar.

Find the 
“Create Draft 
Appraisal” 
button in the 
gutter  (right 
hand 
sidebar.)

➀
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Create a Draft Appraisal for a Subordinate

➁
A Draft 
Appraisal is 
created 
under the 
current 
Appraisal.  

Select the 
Draft 
Appraisal.

Helpful Information

Draft Appraisals are perfect when you 
are already thinking about next year’s 
Appraisal, but you haven’t yet 
completed the current Appraisal cycle.

If you would like to get ahed of the 
curve, create a draft Appraisal with 
future goals. The Draft Appraisal will 
take effect immediately upon archive of 
the current Appraisal.



You’ll see a 
familiar form. 

It will be blank.

Add goals and 
measurements 
as desired.

The Draft 
Appraisal will 
sit in limbo 
until the 
current 
Appraisal is 
archived.

Upon archive, 
the Draft 
Appraisal will 
become the 
Current 
Appraisal.

➂
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Create a Draft Appraisal for a Subordinate, continued

➁
For the Draft 
Appraisal to  
become the 
current 
Appraisal, you 
must archive 
the current 
Appraisal.

(In order to 
Archive, you 
must Route for 
Approval if 
necessary.)



The Draft 
Appraisal with 
the new goals 
and 
measurements 
you have set 
will now 
become the 
current 
Appraisal 
document.

➃
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Create a Draft Appraisal for a Subordinate, continued

➂
While 
Archiving, you 
will be 
presented with 
two choices.

If you have 
created a 
Draft, choose 
the top radio 
button, “Do 
not cary 
forward...”



Select the 
Manage 
Feedback 
button.
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Invite Multi-Raters to provide Feedback on a Employee

Log in as a 
Manager.

Locate the 
Appraisal 
(Appraisal 
must be inside 
the scoring 
window) for 
which you 
wish to 
request Multi-
Rater 
feedback.

➀

➁



Add special 
instructions 
to the Multi-
Raters if 
desired.
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Invite Multi-Raters to provide Feedback on a Employee, continued

Select the 
name of a 
Multi-rater. 

Select 
additional 
names if 
desired.

Determine the 
elements on 
which you 
would like 
Multi-Rater 
feedback.  

If you wish for 
the feedback 
you receive to 
be 
anonymous, 
click the 
checkbox at 
the bottom.*

Save Multi-
Raters when 
done. 

*Feedback is 
ALWAYS 
anonymous to 
the employee. 

➂

➃
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Invite Multi-Raters to provide Feedback on a Employee, continued

Status 
indicators will 
show the 
progress of 
Multi-Raters 
that have 
been invited to 
provide 
feedback.

Send a 
reminder to a 
Multi-Rater if 
the request 
was issued, 
but the Multi-
Rater has not 
responded.  

Delete a Multi-
Rater if 
desired.

➄



Trakstar Manager Quickguide  31

View Multi-Rater Feedback

You’ll see a 
quick status 
update on the 
Multi-Rater 
feedback next 
to the Manage 
Feedback 
button.

Select 
Manage 
Feedback.

➁

Log in as a 
Manager.

Locate the 
Appraisal for 
which you 
wish to view 
incoming 
Multi-Rater 
feedback.

➀
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View Multi-Rater Feedback, continued

You may wish 
to view the 
View the Multi-
Rater 
feedback on 
the actual 
Appraisal 
form.  Click 
Score 
Appraisal.

Responders 
and their 
status is 
revealed.

View the 
feedback of a 
responder in 
isolation by 
clicking view 
feedback.

➂

➃
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View Multi-Rater Feedback, continued

Hover on the 
Rating Bar to 
reveal the 
Multi-Rater 
feedback on 
the Actual 
Appraisal 
form. 
Comments 
from Multi-
Raters are 
revealed 
below in the 
comments 
section.

➄

Helpful Information

Multi-Rater Feedback is always 
anonymous to the employee. The 
feedback provided by colleagues is not 
visible to the employee, unless a 
manager deliberately shares the 
information. This is by design. Multi-
Raters are provided with a safe place 
to provide honest, thoughtful opinions.

Additionally, Multi-Rater feedback does 
not affect the overall Appraisal score of 
an employee.  Ratings from Multi-
Raters are not calculated in the final 
Appraisal score.

Organizations may, at the 
Administrative level of Trakstar, decide 
that all Multi-Rater feedback will be 
anonymous.  Or, organizations may 
elect to leave the choice of anonymity 
in the hands of the manager. If a 
manager chooses to make Multi-Rater 
feedback anonymous, it means that the 
manager will not be able to associate 
names with ratings or comments.

Again, Multi-Rater feedback never 
visible to the employee.


