
WingSpan Training 
Appraisals 



What is WingSpan? 

• Web based fully integrated performance solution 

 

• IMSA is currently implementing the Performance 
Appraisal and Goal Planning modules 

 

• Additional modules (that IMSA has purchased) include 
Goal Planning, Multi-Rater Feedback/360 reviews, and 
Succession Planning 



Advantages? 

• Online tool provides ease of use for all users. No 
printing of documents required. The tool provides 
emails to trigger each task. 

 

• When you have a task to complete, you will receive an 
email (Administrator: WingSpan) 

 

 

 



Appraisals 

• The following slides capture workflow of the Appraisal 
Process. 

 

– Each step will begin with a system generated email 
that will include a link to the site. 

– Each Individual’s home page will list the task to 
complete and the words “Live and Untouched”. 



Staff Member & Supervisor Meet 

Supervisor writes Appraisal 

Staff member writes Self-Appraisal 

Appraisal Workflow 



Wingspan Login 

 

 

User Name:  IMSA 
e-mail address 
including 
“@imsa.edu” 

 

Password:  enter 
the password you 
used last year or 
click “Reset your 
password” 



Step 1 
Self Appraisal 

Staff Member’s Home Page 

Staff member begins the Appraisal process by clicking on Live and untouched under 
Employee Writes Self Appraisal for self from My To Do’s 



Step 1 
Self Appraisal 

•Staff member 
chooses a rating 

from the drop down 
for each topic. 

 
•Comments must be 
added at the end of 

the section. 
 



IMSA Core Competencies 

 Staff will be evaluated on seven core competencies 

 

– Collaboration 

– Communication 

– Commitment to the Mission of the Academy 

– Customer Service 

– Diversity/Multiculturalism 

– Judgment and Problem Solving 

– Planning and Organizing 



Rating Scale 

 

3 = Almost always performs as described by the "Role Model" 
standards.  

 

2 = Performs as described by the "Meets Expectations" 
standards.   (Realistically, this is where most people should be 
rated in most behaviors/competencies) 

 

1 = Almost always performs as described by the "Below 
Expectations" standards.  

 



Step 1 
Staff Member Completes Self Appraisal 

•Cancel – Exit the process 
 
•Print – Allows you to print a copy for your records 
 
•Calculate Rollup Score – Determine overall Appraisal score 
 

•Save as Draft – Save Appraisal and return to Home Page 
 
•Submit – Saves Appraisals and sends email to manager to complete step two 



Step 2 
Supervisor Home Page 

Supervisor begins the process by clicking on Live and untouched under Direct 
Manager Writes Appraisal for “Employee Name” from the My To Do’s 



Step 2 
Supervisor begins Appraisal 

Supervisor 
views staff 
member’s 
comments 

and rankings  

Supervisor 
rates staff 

member and 
must enter 

comments at 
end of 

section. 



 Step 2 

Supervisor Completes Appraisal for Employee 

•Cancel – Exit the process 
 
•Print – Allows you to print a copy for your records 
 
•Calculate Rollup Score – Determine overall Appraisal score 
 

•Save as Draft – Save Appraisal and return to Home Page 
 
•Submit – Saves Appraisals and sends email to supervisor’s supervisor to complete step three 



Step 3 
Supervisor sets up Meeting 

Verify the meeting date, click Confirm, and schedule in IMSA 
Webcalendar 



Step 3 
Supervisor Meeting Confirmation Page 



Things to remember… 

• Annual Appraisals are an employment expectation and must 
be completed in a timely manner 

 

• Use specific examples and situations to support the Appraisal 

 

• “Meets Expectations” is not a bad rating.  It’s where most 
people should be rated in most behaviors/competencies 

 

• You don’t have to complete the Appraisal in 1 day 

 

• You do have a deadline 

 



Thank You!!! 


