
Click on My Workplace then select View/Print Performance Management Reports. 



Click on the magnifying glass to select a report type 



Click on the go button for a list of available reports.  



Select any of the reports with “NG” at the end then click 
select 



Your report title will appear in the Report Name box.   
Click on the “Next “ button 



Fill in your parameters to search on.  As a minimum, you must input 
appraisal year, and rating official, Then select “Next”.   
NOTE:  You can only search within your own hierarchy. 



Verify the parameters you selected and select submit.  



Select “OK” 



   

.  

Select “Output”.  A pop up box will ask if you 
want to save the file, select yes. 

You can open your saved file and review 
your Performance Reports 
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