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The supervisor’s role begins once the employee has submitted their goals and competencies for review. 

Supervisors will receive an automated email from PeopleSoft when the Performance Document is created 
for their employee and a second email when the employees’ goals and competencies are ready for review.

We are here in 
the process!
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Step 1:

Navigate to the Team Performance tile in the PeopleSoft Manager Self Service Dashboard 
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Step 2:

Select the employee whose goals and competencies you are ready to review.
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Step 3:

The employees document will 
open. Please read the instructions 
at the top of the page.

The blue box and arrows show the 
goals entered by the employee. All 
employees have been asked to 
enter two goals and a reflection on 
the last year.

Click on each item to expand the 
view and read the description.
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Step 4:

These pictures show the 
expanded view of a goal (top 
box) and a competency 
(bottom box).

Supervisors can edit, add, and 
delete goals and 
competencies.

If you make changes, ensure 
you hit the “Save” button and 
inform your employee.
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AND THEN…..
…You’ve completed Phase 
1. Phase 2 will begin in the 
spring.

Step 5: Once you have reviewed the goal/competencies and are ready to approve 
them, hit the “Complete” button. Then, STOP! That is the end of Phase 1.
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