
Guide To Starting a 1:1 Check-In

2 Click "Get Started" OR "Create New Check In" 

1 From the welcome page, Click on "Check-ins"

3 Choose the person you wish to have a check-in with from your suggested contacts 
OR search for the person using the "Find" option. Click on the name to proceed. 

4 Click "Continue"

From the welcome page, Click on "Check-ins"
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Check-in's should be initiated 1-2 weeks prior to the scheduled meeting date to allow for contribution to the check-in prior to meeting.  



5 Choose the template that you wish to use. 
Review the "details" about the template before proceeding to the next step.

6 Click "Continue"

7 Click the "First Meeting Date" field. 
Enter the date that you will be meeting in person for the 1:1 session.



8 Choose the date with the calendar feature. 
Note: that you will have to schedule the actual meeting in Microsoft Outlook
outside of the cornerstone system.

9 Click "Confirm"

9 Now the 1:1 meeting is ready for collaboration. 
The employee should begin to populate this and the supervisor can
contribute notes from the meeting.

Nicolette Villwok
Typewriter
An email will then be sent to both the sender and receiver of the 1:1 to let them know a check-in has been created.  


See "Guide to completing 1-1 Check-in - Employee" for the next steps




