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We are here! 

The employee starts the performance process in Phase 1 by entering their goals and 
competencies in the PeopleSoft Performance Document. 
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Step 1: Log into PeopleSoft and click on the 
“Performance” Tile. 

Step 2: Click on the “My Documents” tile. 

Step 3: Click on the performance 
document that is available. 
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Step 4: 

Read the instructions. 

Click the “Plus Sign” 
button to add your goals 
and competencies. 
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Step 5: 

Enter the title and 
description of 
your goal (use the 
SMART structure if 
you wish). 

Hit the “Done” 
button to finish 
entering the goal. 

TIP: If the goal box 
is sized oddly, 
click out and back 
in. 
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Step 6: Competencies 

Click the Competencies “Plus Sign.” 

If you want to use pre-defined 
competencies, click the Search button. 
Make sure there is no text in any of the 
boxes when you click the Search button 
(top photo). 

11 pre-defined competencies will appear 
(bottom photo). 

If you choose to make your own 
competency, toggle to the “Your Own” at 
the top of the Competencies pop-up and 
add the title and description. 

6 



Step 7: 

After adding your goals and 
competencies, your performance 
document will look like the picture 
to the right. 
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Step 8: Notifying your Supervisor 

When you are ready for your supervisor to review your 
goals, scroll to the top of the page. 

Hit the “Save” button and then the three dot menu. 

Step 9: Notifying your Supervisor 

When the three dot menu opens, hit the “Notify” 
button and let your supervisor know you are done. 

Your supervisor will receive an email with your 
notification. 
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Employee Phase 1 Complete 

Your supervisor has now received your 
document and will complete their portion, 

which includes reviewing and approving your 
goals. 
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