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Behavior Coaching Documentation

2. Type team member’s name.

3. Choose By Type  > GCNA/GIMV 
Coaching and Expectations Form

1. Use the search bar to type “start 
disciplinary”. Choose Start Disciplinary 
Action for Employee when it appears
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4. Choose Reasons for employee’s 
country > United States of America > 
Disciplinary Action Reasons > Choose the 
appropriate category from the list by 
clicking in the check box. 

5. Period Start and End Date should 
match and be the day the coaching 

6. Choose Submit.

7. Choose Open from the pop-up. 

Note: if you are unable to complete the coaching 
documentation or dismiss this pop-up, you can find 
this in your in-box
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8. Choose between Guided Editor and Go 
to Summary Editor.  

Note: Guided Editor is recommended because it 
will show each part of the form as you need it. 

9. Complete the See, Do, and Review portions of the form.  

Important: Be as specific as possible in each section. Include information on who, what, where, 
when, why, and how. Include as much detail as possible while leaving out any emotion or speculation. 
For more information see the “Performance Management or Disciplinary Action?” document. 

8. Choose Submit. 

Note: If you are unable to finish at any point, you 
can choose Save for Later and return to the form 
from your in-box.
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