
Click on the Name of the employee: Under Direct Reports 
 

 
 

A pop out window will appear > click on the performance circle: 
 

 

 

 

 

 

 



Another pop out window appears > click on workflow history: 
 

 

 

The next window select View Form: 
 

 

 



A whole new window opens > scroll down until you can see print or export to PDF: 

 

 

When done printing or exporting > click to close window 
 

 

 


