
Overview of TandemPerform
Performance management platform that helps you coach and develop others 
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Performance Management Model

• Set expectations and goals
• Establish plan for development

• Begins performance 
management • Regular check in’s

• In the moment coaching and 
feedback

• Goal adjustments to align with 
changing environment and 
expectations

• Emphasizes 
achievements

• Summarizes 
performance for past 
year

• Looks forward to next 
year’s expectations

I.
Performance Planning

III.
Annual 

Evaluation II.
Coaching and 

Feedback

Hire & 
Onboard
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Why do we use TandemPerform?

• Formal process for performance evaluation at 90 days and 
annually

• Formal process for leadership development through 360 
assessments

• Goal Setting and Development Planning 
• Informal process for real time performance feedback 

TandemPerform’s platform enables managers to align, engage and coach others 
to achieve their potential.
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Agenda

• Login/Passwords

• Assessments

• Goal Setting/Development Planning

• Real Time Performance Feedback

• Help & Support
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Initial Welcome Email

You will receive a welcome email when it is time for you to complete an evaluation.

5



Copyright © 2014 Tandem Solutions, LLC.  All Rights Reserved

Set up your Password for your account

Passwords must be NORMAL strength or they will not be accepted.  

This means that you 
will need to use:
• Upper case and lower 

case letters
• Numbers
• Special character

It is usually best to split 
a word with a special 
character, e.g., 
Per1form2*
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Let the Home Page guide you
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My Assessments tab

Click on the assessment you need to complete for yourself. Your completed assessments are also 
located here for you to access.
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Give Feedback tab

Actions

• Access the 
assessment to 
complete it

• Email it to another 
person

• Download the pdf to 
print

Click on the assessment for the person you need to give feedback.

Tip:  filter assessments by status, person or type to locate the one you need most quickly.
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Assessments

• Review
Previous Assessments

Goals from Last Year

• Values/Behaviors

• Job Accountabilities

• Mandatory Requirements

• Performance Summary

• Goals for Next Year

• Confidentiality Statement 

90 Day Evaluation

• Values/Behaviors

• Job Accountabilities 
(shortened)

• Mandatory Requirements 
(shortened)

• Goals for Next Year

• Performance Summary

Annual Evaluation 360 Assessment

• Input from supervisor, self, 
peers, subordinates and key 
stakeholders

• Values/Behaviors

• Open Ended Feedback

Each type of assessment consists of core criteria important for success.
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Click on the navigation bar to easily toggle from one section to another.  

Annual Evaluation sections and navigation
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Review and Submit assessment

Actions

• Print the completed 
assessment

• Ask for feedback – email 
the assessment for 
review/comments from 
another person

• Review with employee –
email with the employee 
before the performance 
discussion

• Submit – finalizes the 
assessment in 
TandemPerform as 
completed
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Review and Submit Assessment

Tips

• Meet with your employee before submitting the assessment so that you may make any revisions 
based on your conversation.  Then submit once these revisions are made.

• Assessments will show as ‘in process until the Submit button is clicked. Automated weekly 
reminders will continue to be sent to the evaluator until the assessment is ‘submitted’.

• Once you submit the assessment, no more changes may be made.

• Once the assessment is submitted, the person you wrote the assessment for – may login to 
TandemPerform and see their assessment (My Assessment Tab) and access their goals (My Goals 
Tab).
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Goals & Development Planning Process 

Outline Plan 
to Achieve 
Goals

During the Year
Revise Goals & Plans as 

Needed

Annual 
Evaluation
- Look Back
- Look 

Forward
Goals

Continuous Dialogue

Real Time Feedback

Annual Evaluation
• The supervisor evaluates goals from last year.
• The supervisor inputs goals for next year on the 

annual evaluation.  (In discussion with the 
employee).  These goals will then populate the 
Review Goals section in next year’s annual 
evaluation for comment/rating.

Outline Plan to Achieve Goals
• Once the annual evaluation is ‘submitted’, the 

employee enters in the details for a SMART goal. 
• Supervises reviews with employee to ensure it 

accurately reflects conversation.

During the Year
• The employee updates the goals during the year 

to reflect conversations with the supervisor.  
Provides updates and change in status of the goal 
as appropriate.

• If a goal is added during the year, then the 
employee needs to ‘share’ it with their supervisor 
for them to be able to see status and provide 
feedback.

• Goals input into the annual evaluation for next 
year are accessible to the supervisor to see and 
provide feedback.

The goals platform fosters a partnership approach to goal setting & monitoring.  
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Goals & Development Planning

Use SMART principles to set and monitor your goals & plans.  

• Employee completes the details of the SMART tabs.
• Set automated reminder.  If the employee does not check off reminders – the system defaults to 

monthly.
• Simply ‘reply’ to the automated email reminder and the data will be uploaded to the summary.
• Use the summary as a ‘diary’ of progress and decisions during the year.
• Supervisor can view the details and summary of goals for their team members.
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Let the home page guide you for updating goals and getting real time feedback.

Goals & Development Planning

16



Copyright © 2014 Tandem Solutions, LLC.  All Rights Reserved

My Goals tab on the home page enables you to add, revise and share your goals for feedback.

Actions

• Access the goal to add 
the appropriate detail

• Share the goal with 
another person to get 
feedback on your 
performance related to 
the goal

• Provide a status update 
on the goal

• Download the pdf to 
print the goal summary

Click on the goal you want to access, share or update.  You may also add a new goal here.

Goals & Development Planning

17



Copyright © 2014 Tandem Solutions, LLC.  All Rights Reserved

The Goal Feedback tab enables you to provide real time feedback.

Actions

• View Goal:  see what the 
employee has written.  
Easiest to review the 
Summary tab

• View Team:  see who else 
is providing feedback- if 
others have provided 
feedback – then it will be 
on the summary page

• Status Updates: provide 
an update/feedback 
about the goal

• Print the summary report

Goals & Development Planning
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• 3 tries with the password – then you will be locked out.  Our help desk is 
notified and we will unlock you.

• Completing an assessment = ‘Submit’

Other Important Information
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Help & Support

Questions Related to: HR Generalist Tandem Solutions

• You need additional 
assistance to get online

• When performance
appraisals are due

• If you have received an 
incorrect appraisal to 
complete

• You need to set up an 
appraisal for a new 
employee

• You are having technical 
issues online
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Help & Support

• On every screen in TandemPerform

• Another way to get to the help center:  support.tandem-
solutions.com – video tutorials, reference materials and FAQ’s

• help@tandem-solutions.com – send a ticket 
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