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Step 1:

Navigate to the Performance Document from the Performance tile in
your Manager Self Service Dashboard.

You’ll see that the document status is now “Evaluation in Progress.”

Evaluation in Progress

Performance Document
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Step 2: Open the document and read

Ewvaluation in Progress

the instructions. Self Evaluation Not Started
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may be outzide of your goals/competencies that you wish to share with your supervisor.
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Once you are ready, hitthe Complete
button to send it to your supervisor.

Type comment here...

If you need to review the goals and
competencies you entered, see the next
slide for instructions.

(D Comments are required.

T Back fo Top




If you need to review your goals, click on the drop-down arrow to the left of the Complete button
and click on Step 1 - shown in the blue box below.
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Once you hit Complete, the document moves to your supervisor, and your part is complete until
itis reshared with you (see process graphic on next slide).
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Once your supervisor has completed their part and
HR has approved, we move to the final step of the
process!




Step 3: Once your supervisor has shared the approved performance document with
you, you will receive an email and will return to the document.

Click into the document, review the evaluation, and then “Acknowledge” the
document. Your supervisor should have already discussed the evaluation with you at
this pointin time.
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' Administrator - 1 Sep - 30 Sep 2026 v
v Instructions

This document is currently waiting for your acknowledgment.
Select the Acknowledge button to confirm that you and your manager have discussed this document. Your name will be placed in the
signature section on the printed document acknowledaging that the review was held.

Step 3 of 3 .

Evaluation &

This completes the performance process. Completed documents can be found in
the Historical Documents section of the performance tile.
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