
 
 
 
Direct Report Quick Start Guide 
Unified Talent Perform 

 

 

 

 

 

 

 

 

 

 

 

 



Teacher/Direct Report Training: 
https://player.vimeo.com/video/862164503 

 

https://player.vimeo.com/video/862164503


Direct Reports Quick Guide 
Perform is your electronic evaluation system inside Unified Talent. You’ll use it this 2024-2025 
school year to complete your evaluation process (unless you're Unit A, starting on SY 25-26). 
This guide walks you through the essentials! 

 

🔑 Getting Started 

1.​ Go to the Perform login page (URL provided by your district).​
 

2.​ Click “Logging in for the first time?”​
 

3.​ Enter your ARPS email address.​
 

4.​ Log in and get started! 
📁 Your Dashboard 

 

A.​ My Folder: All your evaluation tasks live here. View assigned tasks and evidence shared 

with or attached by you. 

B.​ Schedule: View or sync upcoming evaluation meetings. 

C.​ Signatures: Electronically review, sign, or approve forms when prompted. 

D.​ Tasks: Review the tasks assigned to you that need to be completed. 

E.​ History: Review your completed tasks and forms. 

F.​ Attachments: View documents shared by supervisors. 

G.​ Evidence: Access the list of artifacts that you have attached to your forms, as well as 

notes shared with you by supervisors. 

H.​ Go To Form: Click to open and complete the form. 

 



📝 Working with Forms 

 
A.​ Rubric/Form Review Tool: Access a slide-out tool to view any rubric associated with this 

process, as well as any completed forms in the process. 

B.​ Artifacts: Add any number of artifacts/attachments up to 10mb in size. May not be 

present on all forms. See the next page for more details on adding artifacts. Upload files 

(like lesson plans or student work) to support your evaluation. Limit: 10MB per file. 

C.​ Workflow: View the signature, approval, or review steps that must be completed once 

the form is submitted. May not be present on all forms.  

D.​ Save Progress: While the form does auto-save, it is always a good idea to Save 

Progress prior to exiting the form to be sure your changes are saved. 

E.​ Save & Submit: Save the form, lock it from further edits, and begin the workflow defined 

for the form. Click this only when you have completed all of your edits.  

​
 

 



📂 Evidence 
●​ View notes, documents, and artifacts shared by your evaluator. 

●​ Evidence is time-stamped and stored in your evaluation folder. 

●​ You cannot add or edit evaluator evidence, but you can submit your own artifacts. 

 
 

Add an Artifact 

 
1.​ Click Add Artifact at the bottom of the form. 
2.​ Enter the Title. 
3.​ Select File to Upload or URL. 
4.​ If enabled by HR, associate the artifact with rubric items. Note that the rubric selected for 

the process is the rubric to which artifacts can be associated. 
5.​ Click Save Artifact. 

 



❗ Signatures and Approvals 

 

 

 

 

 
A.​ Signatures: Review and electronically sign or approve forms. 
B.​ View and Sign: This button name changes depending on whether you sign, approve, or 

review a form. Click to view the completed form, then scroll to the bottom to complete the 
assigned step. 

 

Tips & Reminders 

●​ Don’t forget to sign your forms when prompted—your evaluator can’t move forward until 
you do.​
 

●​ Upload artifacts early, so your evaluator has time to review them.​
 

●​ If you’re unsure how to complete a task, use the Help tool or contact your supervisor.​
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