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Back-to-School FAQ

Principals and Teachers
I cannot remember my login information. How do I obtain my username and password?

To obtain your login information, go to the Perform login page and click on the “You may 

request your password” link towards the bottom of the login page. You will be asked for your e-

mail address associated with your Perform profile. Upon completing this page an e-mail will be 

sent to your registered address containing your username and a reset password link. This link 

will allow you to designate a new password in order to log into Perform.

How do I complete the tasks assigned to me in Perform?

All incomplete tasks assigned to you are contained within your Tasks tab. To access your 

Tasks tab:

1. Click on your My Folder tab.

2. In the upper left part of your page, click on the Tasks icon.

3. The following page should take you to a list of all incomplete tasks assigned to you in 

Perform.

HOMENEXT
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Principals and Teachers FAQ continued

How do I know if a form is ready to sign? 

If a form has a signature associated with it in the process, an email notification will be sent to the user 

who needs to sign the form once the form is complete.

This email will be sent once the form has been saved and submitted.

When a form is ready to sign, it should appear in your Signatures tab towards the top right of your 

Perform platform.

1. Click on your Signatures tab in Perform. If there are forms awaiting signature, there should be 

a small red asterisk displaying the number of forms awaiting confirmation.

2. On your Signatures page, you will see a list of forms that are at your step of their workflow and 

require action. Click on Approve, Sign, or Review to be taken to that form.

3. Towards the bottom of that form you will see a section set apart for the workflow. This will 

contain a field made available for your signature as well as a prompt to approve, review, or sign 

the form. This section will allow you to complete the form signature request.

NEXT HOME

https://netchemia.zendesk.com/entries/23419358-Perform-How-do-I-know-if-a-form-is-ready-to-sign-Video-Included-
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Principals and Teachers FAQ continued
How can I see the workflow that is assigned to my task?

In order to determine the workflow that is attached to your task in a process, your system 

administrator would first need to have made the workflow visible to you as you are filling out the 

form.

1. Navigate to the bottom of your form.

2. In the very bottom section there will be a list with fields informing you of the Attached 

Workflow, the Current Status, and the Workflow Steps that will be taken after the form has 

been submitted.

How can I tell at what point in the process a task is in? (Supervisors Only)

There are helpful icon displays next to each task within Perform that inform you of the status of a 

task:

The Unopened

icon means that 

the form has yet to 

be filled out or 

opened.

The Draft In Progress

icon indicates that the 

form has been opened 

and is in the process of 

being completed.

The Submitted icon 

indicates that this form 

has been submitted and 

is awaiting completion of 

the workflow.

The Completed icon 

shows that the form 

has been finished.

NEXT HOME
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Principals and Teachers FAQ continued
How can I view the status of my direct reports as they are completing their evaluations? 

(Supervisors Only)

In order to view the status of your staff members in Perform:

1. Click on the My Staff tab.

2. On the following page you will see multiple tabs that allow you to sort and view your 

assigned direct reports.

- The All Staff tab will show you all users who have been assigned to you as a direct report.

- Not Evaluated will show you all users who have not yet been assigned a process.

- The Evaluation tab will show you all users who have been assigned an evaluation.

- The Action Plan section will show you all users who have been assigned an action plan.

- The Evaluation Dashboard allows you to see a more granular view of your users who 

have been assigned processes in Perform. In this section, you can filter out results based 

upon the process, responsible user, and school year in which they were assigned.

1. If you click View next to the process results for your users you will be taken to a page that 

will show you all of the steps in their process. This view will also allow you to go to each 

form, schedule a due date for the task, or assign a peer reviewer if your system admin has 

enabled that feature for the task.

HOME
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System Administrators FAQ continued

How do I know if a form is ready to sign?

If a form has a signature associated with it in the process, an email notification will be sent to the 

user who needs to sign it once the form is complete.

This email will be sent once the form has been saved and submitted.

How can I see the workflow that is assigned to a task within a process? 

To see the workflow that is assigned to a task within a process:

1. Click on your Configuration tab.

2. Select Setup Processes and click Edit next to the process that the task is assigned to.

3. Click on the Step 2 – Tasks tab, you will see a list of all tasks in the process on this tab.

4. Click Edit next to the task from which you would like to edit or view your workflow.

5. In the small window that appears, you can see the workflow that has been assigned to that 

task.

NEXT HOME

https://netchemia.zendesk.com/entries/23412796-Perform-Where-do-I-add-a-workflow-to-a-task-within-a-process-Video-Included-
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System Administrator FAQ continued

How can I tell at what point in the process a task is in? (Supervisors Only)

There are helpful icon displays next to each task within Perform that inform you of the status of a 

task:

The Unopened

icon means that 

the form has yet to 

be filled out or 

opened.

The Draft In Progress

icon indicates that the 

form has been opened 

and is in the process of 

being completed.

The Submitted icon 

indicates that this form 

has been submitted and 

is awaiting completion of 

the workflow.

The Completed icon 

shows that the form 

has been finished.

NEXT HOME
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System Administrators FAQ continued
How can I view the status of my direct reports as they are completing their evaluations? (Supervisors 

Only)

In order to view the status of your staff members in Perform:

1. Click on the My Staff tab.

2. On the following page you will see multiple tabs that allow you to sort and view your assigned direct 

reports.

• The All Staff tab will show you all users who have been assigned to you as a direct report.

• Not Evaluated will show you all users who have not yet been assigned a process.

• The Evaluation tab will show you all users who have been assigned an evaluation.

• The Action Plan section will show you all users who have been assigned an action plan.

• The Evaluation Dashboard allows you to see a more granular view of your users who have been 

assigned processes in Perform. In this section, you can filter out results based upon the process, 

responsible user, and school year in which they were assigned.

3. If you click View next to the process results for your users you will be taken to a page that will show you 

all of the steps in their process. This view will also allow you to go to each form, schedule a due date for 

the task, or assign a peer reviewer if your system admin has enabled that feature for the task.

HOME


