
1.Click the           icon on the left side of your Westgate Learn application window to reach
the Team View.

2.From the Menu, click Performance Reviews and then Team Performance Reviews.

How to Submit a Performance Eval for an Exempt Direct Report

In the Performance Review Cycles tab, click Review Now. 



You can view the status of Incomplete and Complete performance evaluations. 
Click Review Now to open the Team Member’s evaluation.

*Note: You have the option to add a Co-Planner (up to 3) who can assist in the performance
evaluation process by contributing valuable insights. They’ll receive a performance evaluation
form, and the reviewer can see what they wrote after it’s done. A co-planner may be added if:

The Team Member being reviewed reports to multiple leaders.
The Team Member was recently transferred and spent part of the review period reporting to
a different leader. 

You can find more information about the Co-Planner function in our Co-Planner Quick
Reference Guide at https://lobby.wgresorts.com/digital-performance-evaluations/.

Continued on next page.



You can click Holistic Dashboard to view a history of the Team Member’s training
progress.



In the Performance Reviews tab, you can view the Manager and Employee scores. 
Click the Employee tab, and then click the       icon to expand their open-ended
question responses, comments, and overall score. 



After reviewing their self-evaluation (if completed), click back on the Manager tab.
Click the          icon for each section to begin the manager evaluation.

Enter your comments for each question in the text box.
Click Save after responding to each question. You will see the Successfully saved text
which confirms that your answer is saved.
After adding commentary to each of the 5 open-ended questions and confirming your
responses are saved, expand the Overall Score tab to provide an overall rating for the
Team Member.



You can click the Click to View Rating Definitions link to view the description for each
rating.



Select the Overall Score from the drop-down menu, add comments, and then click Save.

Expand the General Comment section to add any additional comments to the evaluation.

Continued on next page.



Continued on next page.

     Important Reminder About Releasing Evaluations

It is important that you do not release an evaluation before you have met with your
Team Member. The performance conversation must always happen first so the Team
Member hears their results directly from you and not through the system.

When you click Release, your Team Member will immediately gain access to their full
performance evaluation in Westgate Learn, including all ratings, scores, comments,
and written feedback you have entered.

Once released, evaluations cannot be edited or retracted.
Your work will not be lost. As long as you click Save after each step, your ratings,
comments, and progress are stored until you are ready to release.

Best practice: Update evaluations before the performance conversation occurs,
release them immediately after the conversation, and ensure that each Team
Member signs off on their evaluation. All releases and acknowledgements must be
completed before the December 8 deadline.



Review the evaluation to ensure that all your comments and the overall score was
saved. 
Click                        to complete the evaluation.

Continued on next page.



What’s next?
Once a performance evaluation is released to the Team Member, they must log-in to their
Westgate Learn account to sign-off on it. 

Team Members with Single Sign On (SSO) capabilities must log-in to their network
account and utilize SSO to log-in to Westgate Learn. 
Team Members who do not have a network account may use the following
username/password to log-in to Westgate Learn:

Username: Team Member ID# (ex. 12345)
Password: Capital first initial, lowercase last initial, and Team Member ID# (ex.
Jm12345 if the Team Member’s name is Josh Martinez). 

1.Click the         icon on the left side of your Westgate Learn application window to reach
the Learner View.

2.From the Menu, click Development and then Performance Reviews.

How to Sign-Off on an Evaluation: 

Continued on next page.



End of guide.

Click Sign Performance Review.

Click View Manager Feedback.

Click Next to review each section of the performance evaluation. 
Click the empty “Sign-Off” box to sign-off on your completed evaluation. 


