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Log-In Details

Visit: https://pfm.healthcaresource.com/performance/wellforce
Select the “Register” option on the page 

Follow the registration instructions to create your account
Username will automatically be set to your employee ID
If you do not know your employee ID or if you have trouble logging in, please reach out to 
HR@Wellforce.org

https://pfm.healthcaresource.com/performance/wellforce
mailto:HR@Wellforce.org


Leader Dashboard & Tasks



Leader Menu Options

My Folder:
• Specific to each employee user and provides access to electronic record
Employees:
• Allows manager users visibility to information for all direct reports
Job Description:
• View your employees job descriptions
Reports:
• Provides reporting capabilities for managers regarding their specific areas of responsibility



Dashboard & Tasks

• The dashboard presents tasks that are due upon logging in
• Email notifications are automatically sent to users when a task is assigned to them
• ‘Alerts’ help managers stay on top of past due employee  tasks
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Performance Reviews
90-day Reviews and Annual Reviews
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Performance Review Workflow

Employee Self-Appraisal

Leader Review

Live Conversation

Final Signatures

Review is Complete & Stored

**Please wait until the employee self-appraisal is complete before starting the leader review.



Performance Reviews

Once the employee self-appraisal has been completed, the manager evaluation may 
begin

Look for tasks with a green arrow. This means that the self appraisal has been 
completed and is ready for the manager evaluation

• You will also receive an email notification once the employee completes a self-
appraisal

Click on the task to begin the process



Performance Reviews

Select “Complete Manager Appraisal” and then ”Continue” to begin the evaluation 
process

The fillable, one-page appraisal form will then open in your web browser



Performance Reviews

• Employees are rated on job-specific responsibilities and professional standards
• Select the appropriate rating for each area
• The employee’s self-appraisal feedback will appear in the blue boxes throughout the 

appraisal form



Performance Reviews

• Selecting an “Outstanding” or and “Unsatisfactory” rating will require you to leave a 
comment explaining why the employee is exceling in this area or needs improvement

• Optional comments can be added on other ratings by selecting the comment-box icon, 
next to the appraisal point



Performance Reviews

• The system will select a suggested overall rating based off the average performance ratings 
in the review. You may override this if you choose

• If applicable, recommend an annual salary increase based on the employee’s performance



Performance Reviews

• Select “Save” to save the appraisal. 

• Once you have met with the employee to discuss the evaluation, select “Save and Send” 
to finalize the appraisal and send back to the employee for signature.

• Once the employee signs, you will be required to sign off as well

• To review the appraisal with your employee, open the saved appraisal task and select 
“employee view”

• You can save the appraisal as a PDF, print or view on your computer



Additional Performance Review Items

• Electronic Cabinet: completed appraisals are stored in the employee’s 
electronic cabinet and can be accessed at any time by the employee, 
manager or HR

• To access this information, visit the “My Folder” tab in Performance 
Manager

• Language Checker: Performance Manager will scan and flag 
potentially inappropriate language in appraisal comments

• If the system flags your verbiage, please carefully review the 
comment to ensure that it is appropriate and adjust if needed

• The verbiage flag is a “soft warning” and will not stop the appraisal 
from being completed or sent to the employee
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Tools & Features



Document Upload

• To upload documents such as goals that are recorded outside of the system, select the 
employee from your employee list

• Then select the documents tab on the profile
• Lastly, select “Add Document” and choose the document that you would like to upload
• The document will be stored on the employee’s file and can be downloaded and reviewed at 

any time



Manager Notes

• Employee “Notes” can be used for internal notes that are not shared with the employee and are not 
directly sent to HR

• To add a journal entry about an employee, visit your employee list, select add under employee file 
and click “Note.”

• Notes are not visible to your employees, though they are discoverable by HR



Manager Notes



Feedback

• Feedback is a way to provide positive, coaching or corrective feedback
• Corrective feedback is routed to HR for approval before being sent to the employee

• Corrective feedback is not a replacement for formal discipline. Please see your HR team 
for more details.

• To submit feedback, visit your employee list, select add and then click feedback



Feedback



Development Goals

• Development goals are desired achievements for employees to work on throughout the year
• To assign a development goal, visit your employee list, click add and then select development 

goal
• Managers also have the ability to assign the same goal to multiple members of your team 

at the same time
• Goals can be individual, departmental or organizational



Development Goals



Reporting

Visit “appraisal status reporting” in the reporting tab for a customizable report that details 
the status of your employee’s annual reviews



tuftsmedicine.org

Questions

Please contact: Kyle Walker, 
kyle.walker@wellforce.org, with any 
questions or requests for system 
support.

mailto:kyle.walker@wellforce.org
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