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Access PowerSchool Perform 
 
You must use GOOGLE CHROME. (Do not use Internet Explorer) 
 
To sign in: 

 
1) District Website 
2) Click on the icon for Digital Resources/Portals (under the big picture) 
3) Scroll and click on Powerschool Applicant Tracking, Perform & Records 

  
4) Enter login credentials. Your login credentials are your district username and password you 

use to log into your computer each day.  
*Remember, your username does not include ‘@acpsd.net’.  

 

 
 

5) Click ‘Sign in’.  
 

  

DO NOT CLICK “Forgot your 
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Move between PowerSchool Modules 

1) Choose the menu icon (top right beside Sign Out) 

 

 

2) Click module you need to open. Click on Perform. 
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To view the staff at your location 
 
1) Click on ‘My Staff’ in the navigation bar. 

 
2) Click on ‘Staff’ from the pop up menu. 

 
 
3) 
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To start a process for an employee  
 

Click My Staff>Staff>All Staff and search for employee. (as described on page 5) 
 

Verify the employee name at the top. 

 
 

Select a process type from the drop down menu. 
 
If you want to complete a 90-Day Performance 
Evaluation, Annual Performance Review, Assistant 
Principal Evaluation 20-21 or Artifacts of Performance, 
select Evaluation. 
 
If you want to complete an IDP, Progressive Discipline 
Form, PIP or PIP Follow up, select Action Plan. 
 
 
 
 
 
 

 
 

Select a process name from the drop down menu. 
 
Select the employee’s job type: (Classified, Certified, Admin, PRN) 
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To complete the assigned process 
 
Click My Staff>Staff> Select Evaluation or Action Plan from the top menu bar, depending on 
what process (form) you started. 

 
 
You can use the search field to search for the specific employee or you can filter your staff by 
the type of process you want to complete. 
Then you will click on ‘View’ for the employee with the assigned process/form. 
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Assigning a task to be completed by another administrator 

*The system is set up to where principals are the ONLY administrator to see the staff and the tasks 
in Perform unless the task is assigned by the principal to another administrator. 
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Initial Individual Development Plan (IDP) – the first IDP to complete. 
 
After the process is assigned, click My Staff>Staff> Select Action Plan from the top menu bar. 
 
You will enter 1-3 career or personal goals with the first goal being required. You will need to also 
indicate the action steps they will take to achieve their goals. 
 

 
Once the supervisor submits the form, the employee receives a notification to review and sign 
their IDP. 
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Annual Evaluation 
 
After the process is assigned, click My Staff>Staff> Select Evaluation from the top menu bar. 
 
You will select from the dropdown box under ‘Process’, Annual Performance Evaluations. It will 
list the employees that need to have their annual evaluation completed. 
You can also search for a specific employee by typing the name in the search box. 
 

 
 
 
On the next screen, click on ‘Select Form’. A drop down box will pop up. You will need to select 
the employee’s job title from the drop down menu. Then click ‘Save’. 

           
 
 
The annual evaluation form will open for you to complete all fields. 
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The job responsibilities from the job description are included within the annual evaluations. You 
will rate the employee on each job responsibility. 
 

 
 
The District’s mission and beliefs are also included to evaluate the employee in how the 
contribute in their role to the District’s mission. 
 

 
 
You can explain areas of reinforcement and refinement for the employee. 
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In order to see the overall rating for the employee, you must click on ‘Save Progress’ at the 
bottom. You have the option to attach documents if you would like to include them in the 
evaluation by clicking on ‘Add Artifact’. 
 

 
 
Once you have completed the evaluation, you will click on ‘Save & Submit’ at the bottom.  The 
evaluation will then go to the employee to view and sign off.  
Once the employee signs off, the evaluation will go to the supervisor for the final sign off.  After 
the supervisor signs off, the evaluation will be considered complete. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



15 
 

Assistant Principal Evaluation  
 
Select Evaluation in the process type drop down menu. Then select Assistant Principal Evaluation 
20-21 School Year in the process name drop down menu. 

 
Select the employee’s job type: Admin 
 
You must enter a due date to indicate when 
everything in the process/form needs to be 
completed. (enter the due date in the required 
field and the optional field) 
 
Then click on ‘Assign Process’ at the bottom right. 
 

 

 

 

You will see the multiple tasks listed to be completed in this process. 

 

 

Once the evaluation is assigned you will need to complete it. To do that you will click on 
Evaluation on the top menu bar.   

Type the name of the employee in the search bar if you have many names listed on this page 
to narrow your search. 

 

You will click on ‘View’ to the far right of the employee’s name. 
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Professional Growth Plan (initial) 

Complete all fields associated with goal #1 and goal #2 as those fields are required. 

Goal #3 and all fields associated are optional. 
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We do recommend that you ‘Form Share’ on this task with your assistant principal so that they 
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Artifacts of Performance 
 
After the process is assigned, click My Staff>Staff> Select Evaluation from the top menu bar.  
 
Select the method of communication then type a brief summary. You can add an artifact if you 
need to as reference.  

 
*Once completed, click ‘Save and Submit’. This form does not require a signature or approval 
from the employee or supervisor. 
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Progressive Discipline Form 
 
Complete all required fields. You will have the option to upload an artifact to this form. 

 
Once the supervisor submits the form, the employee receives a notification to review and sign 
the Progressive Discipline form. 
 
 
 
 
 



22 
 

Performance Improvement Plan (PIP) 
(There are three different PIP’s – one for support staff, for certified staff and administrator) 
 
After the process is assigned, click My Staff>Staff> Select Evaluation or Action Plan from the top 
menu bar, depending on what process (form) you need to complete.  
 
You will be required to complete all fields for job performance improvement. (#1). You can add 
up to two more performance improvements but you are not required.  
 

 

  
 

Once the supervisor submits the form, the employee receives a notification to review and sign 
their PIP. 
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PIP Progress review – Follow Up 
 
After the process is assigned, click My Staff>Staff> Select Action Plan from the top menu bar.  

 
  It will import the information from the original PIP form into this follow up form. You will    
 then select ‘Met or Not Met’ and add comments if needed. You can complete up to three     

  follow up forms for each PIP. 
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Adding documentation to an employee’s folder 
**Make sure the document you want to upload is saved on your computer before following these steps** 
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Click on ‘Choose file’ to select your document. Fill in the Title, Category and Description.  
Under ‘Security’, you will check each box so that each person has visibility to the 
documentation. Then click save. 
 
IMPORTANT – If you don’t want the employee to see the documentation uploaded into the file, 
DO NOT check the box beside “Direct Report” or check the box beside “allow access to the 
direct report” before clicking save. The direct report is the employee. 
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An email reminder will go out weekly on Sunday evenings to the supervisor for any overdue 
incomplete tasks. 
 
 

 


