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We are here in the process! 

At this time, the employee has submitted 
their self evaluation
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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”
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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. 
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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.

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.
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We are here in the 
process! 

You will receive an email 
once the performance 
document is approved 
(top photo). 

This email will instruct you 
to return to the document 
to share it with the 
employee (bottom photo).
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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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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All completed document are viewable in the “Historical Documents” tab.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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