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Printing the Paper Copy of the Performance Plan 
 
 
These are the steps to print a Performance Plan for the employee to review and sign. 
 
 
1. Select the employee name. 
 

 

 
 
 
2. Select the appraisal type from the drop-down menu. 
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3. Click the ‘Show Performance Objectives’ button to display the employee’s objectives. 

 

 
 
 
 
4. Click the ‘Performance Plan Print Preview’ button. 
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5. Once selected, the printer-friendly version of the document is displayed 
 
 

 

 
  
 
 
 
 
 
 
 
 
 
 

6. Click the “Printer” icon that appears near the top right corner of the document, next to the 
“<<<Back To Performance Objectives” link. 

   
 
 

Condensed Screen Print 

1. Learn the Management Training Rule and how each program we provide corresponds to the Rule. 
2. Review all materials for each training program you conduct at least two days prior to the session and discuss any 

questions or concerns with your co-trainers and supervisor.   
3. Research topics pertaining to all training programs assigned to you to enhance your understanding of the program’s 

content; keep up-to-date with the latest trends; and improve the program’s effectiveness.  
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7. A printer dialog box will appear and the user clicks the “Print” button to send it to the 

desired printer.  
 
 

 
 

  
 


