
Goal Setting Procedures 

The Goal Setting Procedure is the 1st step in completing an Employee Evaluation which consists of Setting the 
Goals and the Competencies that will be used to rate the Criteria at the end of the year.  

1. From the PeopleSoft “Home” page,  navigate 
to the My Team Performance Management 
section, and select Current Documents.  

2. A list of available Performance Documents 
will appear for your employees.  Select an 
employee to continue with the goal setting 
step. 
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3. Make sure that the correct           
employee is selected 

a. Note that each Evaluation    
Document is assigned a unique 
Document ID. 

b. Select the Start link to begin 
the Goals Setting Step. 
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  Section1 (Goals): 

4. Select Expand to display the editing 
icons to make adjustments. 

a. Select on the “Pencil” icon to 
add or edit any goals. 

b. Select  “Trash” icon to delete 
any goals.  

3b 

3a 

3 

4 

4a 4b 
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5. Complete applicable goal setting fields: 
(Title, Description, Measurements and 
Due Date).  

6. Select Update to save goal infor-
mation. 

7. To add additional goals, select the “Add 
UTEP Goals…” link at the bottom of the 
page.  

  Sections 2-5 (Performance Criteria):  

8. Go to each Section and for each Performance 
Criteria Section,  Select the Expand link to 
open and edit individual “Competencies”. 

9. Select “Trash” icon to delete any unrelated 
competencies.  

10. Use the “Add UTEP Performance Criteria” 
link to add a new Competency item.  
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11. To add a new Competency you can either 
select from the “Pre-defined” library or    
create your own new item. 
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12. Select the Save button to save and 
update your information.  

13. Select the Complete button to final-
ize and close the Goal Setting step. 

14. You can use the “Envelope” or 
“Printer” icons to email or print a 
copy of the goals. 

15. You can now discuss the Goals & 
Competancies with your employee for 
the new year.  

Please Note:  Remember to constantly save your work.  PeopleSoft has a new security feature where it automatically 

times out, which may cause you to lose unsaved work.  


