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Step 1:

Navigate to the employee’s performance document from the Team
Performance tile in your Manager Self Service Dashboard.

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

Current Documents

9 row
= T
Name / Job Title Document Type Document Status Period Begin / Period End Next Due Date
09/01/2026
Perfarmance Document Evaluation in Progress 09/30/2026 5
Administrator 09/30/2026
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~ Dwerall Summary

1. Complete your evaluation and rating.
2. Consider discussing the evaluation with your employee prior to submitting it to HRL. Cthersise, discuss your evaluation after HR
has approved the formn and you have shared it with your employes.
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Step 2:

Scroll down and read/review the
employee’s self evaluation.

Then add your own rating and evaluation.
The rating system is:

1 - Does Not Meet Expectations
2 — Partially Meets Expectations
3 — Meets Expectations

4 — Exceeds Expectations

5 — Far Exceeds Expectations

It is encouraged that you speak with your
employee about this rating/evaluation.
Employees should not be surprised by
what their supervisor writes.




Step 3: Once you have added your evaluation and rating, you are ready to
submit the document for approval, using the Submit for Approval button.

Ewaluation in Prograss
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+ Instructions

1. Review your employee's s=if evaluation and s=lf-rating.

2. Enter your supervisor evaluation and rating. If there is a large discrepancy between ratings, it is recommended that you discuss the
discrepancy with your employee and note that discussion in your review prior to clicking the Submit for Approval button.

3. Onece HR has approved the form, you will receive an email prompting you to "Share the evaluation” with your employes.

4. Onece you have shared the approved form, the employee will see your evalualion and rating and will need to "Acknowladge” the
review. Acknowledged reviews are available in the Hiztorical Documends section of the Team Ferformance file.

Step 3 of 3 \*

Evaluation @&

canniot see the evaluation wntil you share the doecument.

HR will review the document and approve it, which will send you an email. If there is a large
mismatch between the employee’s rating and yours, HR may contact you for clarification.




Phase One -Define

Criteria
Supervisor
Employee enters approves/

goals & denies goals/

competencies. competencies.
Sends to
supervisor Completes
Phase 1.

@ O |0
L &
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Step 4: Once HR has approved, you will see the document status for the employee
change to “Approval — Approved” (Top Photo).

Please click into the document and click the “Share with Employee” button. They
cannot see the performance document unless you do this! (Bottom Photo).
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Mame / Job Title Diocument Type Document Status
Performance Documernt Approval - Approved
Adrministrator
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+ Ingtructions

Once HR has approved, you will receive an email and the " Share with Employee" button will appear below. Cnce available, please
chick the " Share with Employes™ button to share this final cooy with employes.
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cannot see the evaluation wntil you share the document.




The employee then “Acknowledges” the document and the document is
complete.

All completed document are viewable in the “Historical Documents” tab.

If the employee cannot acknowledge the document, you can use the
“Override Acknowledgement” button. Please contact HR before you use

this button.

The performance process is now completed for the review period.
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