Tracking Employee Performance 
Using Outlook 2010
Here is an easy way to document and track employee progress…
Let’s go to Outlook…
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Select the task icon near the bottom left side of your Outlook window.  It looks like a clipboard with a checkmark on it.
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When you click on the icon, the Tasks application will open, and will look like this:
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Click in the space where it says to “type a new task” and type the title of your task, in this case the name of your staff member…
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Clicking outside of the box will move the task into the area below.
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I’ll just fill in the rest of the employees for you…as you add names, the program will order them putting the oldest tasks at the top down to the most recently created
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Double click on one of the names and it will open
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Fill in the necessary information for your staff member
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Click “save and close” when you are finished.
There are a number of things you can do in Outlook – Tasks.  After assigning a responsibility, you can send a task to that staff member so it will show up on their computer with a reminder.
You can even print out specific information on an employee.  When you need to print something out for a Probationary Report or Performance Appraisal summary, click on File, then Print
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After you do that, you will have the option to look at it and print it in memo form, 
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so your documentation will look like this


Easy documentation:
Easy to do

Easy to organize

Easy to track

Easy as a Sunday Morning

(C’mon don’t you remember the Commodores?)
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