
Using the Writing Assistant:  
 

1. You can access the Writing 

Assistant from within a review 

form.  Select “Writing Assistant” 

to get started. 

 

 
 

2. Click “Select another Job 

Responsibility / Competency” at 

the top of the new window that 

opens. 

 

 
 

3. Scroll through the list until you 

find topic that seems to match the 

item on which you are writing a 

comment.  Click on the topic to 

select it. 

 

 
 

4. Read through the list of 

suggestions.  When you find one 

you like, click on it.  The page 

will refresh and it will be 

highlighted. 

 

 
 



Using the Writing Assistant (cont.):  
5. Slide the bar (bottom left of page) 

to make the comment more or 

less positive.  The results will 

display in the text box below. 

 

 
 

6. Use the radio buttons to change 

the narrative to read “I”, “You”, 

or the employee’s name. 

 

 
 

7. Once you have the comment in 

the appropriate form, select 

“Place Text” at the very bottom 

of the window.  Please note:  

The Writing Assistant window 

will remain open.  You may 

select other text to add to the 

evaluation as well.  Once you 

have finished adding text, close 

the window to return to the 

evaluation form.  All text placed 

will now show in the review 

form. 

 

 
 

 


