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1. Visit the WPS Web Page. Click Staff on top menu, then TalentEd Perfom link on next page. 
 

 
 
 

2. You will be directed to the TalentEd Perform Log in page. Your username is your WPS email address 
and your TalentEd Perform password is the same as the password you set up in TalentEd Records (to 
sign your contract and complete new hire paperwork).  If you forgot your password, click the “Forgot 
Your Password?” link.   
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3. Click the black “My Folder” icon at the top right of the screen. Your tasks in your process will appear 
listing the meetings and forms that you need to complete throughout the year based on the scheduled due 
dates. 

 

• Pre-Observation Conferences are optional (at the request of the evaluator or teacher) and therefore do not 
have a due date.  

• Meetings are scheduled by your evaluator and therefore a due date will not appear until scheduled. 
• Goal Setting for Student Progress will be your first form to complete. To complete your evaluation forms, 

click “Go to Form.” 
 

 
 

4. Complete each field in the form. All fields denoted with a red star * are required. 
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5. At the bottom of each form, there are buttons to upload attachments if you so wish (i.e. on a goal 

setting form you may wish to scan and upload a summary of test data).  Attachments are not 
required. At the bottom of each form, you will see three blue buttons: Back, Save Progress, and Save 
& Submit. Use the “Save Progress” button to save your work if you plan to come back to it later. 
Use the “Save & Submit” button when you are completely done and want to move the form along in 
the process for signature and/or approval by your evaluator. 

 

 
 

6. Most of the forms require your signature after submitting or after your evaluator has approved the 
form. You will receive an email that you have a form to sign. Click on the link in the email to sign 
the form. Alternatively, a red exclamation point will appear in the Signatures icon on the top right of 
your screen if you have forms to sign. Click the “Signatures” icon and “Sign” to electronically sign 
the form. 
 

 



 5

 
7. You will be directed to the form that needs your electronic signature. At the bottom of the form, you 

will see the Signature Box. Type your name in the box. If you desire, you can complete the 
comments box. Click “Submit” 

 

 
 

8. Once a task has been completed, it will no longer appear under the Tasks tab. It will be moved to the 
“History” tab and you may view the form by clicking the “View” button. 

 

 
 


