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1. Under “Evaluations Assigned to Me” Tab:  

For employees no longer under your supervision, please select “change assignment” 

 

 

 

2. To change Supervisor and Reviewer Assignments, select “Assign Supervisors Reviewers” Tab 
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Select new Supervisors and Reviewers from the drop down menus:  

 

If the name is not on the list, select “Additional Reviewer/Supervisor”  
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1. Enter the name, or Employee Number  

 

2. Select “Add Supervisor and Reviewer.” 

 

3. You will receive a confirmation that the user has successfully been added to the location.  

 

4. For other locations, select a different location from the drop down menu under location.  

 

 

 

To Run Reports:  

Select Designees/Organizational Charts on your dashboard: 

 

1 

2 

3 
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Select Status Report by Cost Center: 

 

Select the location through the drop-down menu or by clicking on the link. 

 

 



Job Aid for Chief of Location /Designee 
 

5 
 

You may filter through the following or download the excel file. 

 Period 

 Location 

 Employee 

 View: Completed, in progress only, Not Yet Started , All 

 

Running Reports for Probationary Employees: Select Employees in Probationary Status from the dashboard.  
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Download Report 

 

 

For questions or clarifications, please email PC-EVALUATION@LAUSD.NET or olgamaria.castano@lausd.net 
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