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A Guide for Managers- Complete Evaluation 
2022 Employee Evaluation- The evaluation process consists of rating competencies, providing 
feedback for each criterion, and an overall summary when evaluating the employee’s performance. 

 Managers may proceed with the 2022 evaluation while the self-evaluation is being 
completed. 

 Evaluate the 2022 goals- review and evaluate if goals were met for this period. 
 Rate Competencies-ensure that each competency is reviewed thoroughly, and ratings are 

assigned appropriately (see below). 
 Provide an overall summary under each criteria. 
 Identify employee’s strengths and weaknesses. 
 Provide an overall summary for the evaluation. 
 Submit the employee evaluation. Once submitted, it will route to the Next Level 

Supervisor for review and approval. 
 Manager should monitor the evaluation during this time to ensure that workflow is not 

delayed. 
 Next Level Supervisor Approves/Disapproves evaluation. If disapproved, managers may reopen 

and update as needed. 

Proficiencies 
 

Rating Numeric Rating Description 
Unsatisfactory 1.00 Performance was below expectations in all essential 

areas of responsibility, and/or reasonable progress 
toward critical goals was not made. 

Needs Improvement 2.00 Performance did not consistently meet expectations. 
Performance failed to meet expectations in one or 
more essential areas of responsibility, and/or one or 
more of the most critical goals were not met. 

Meets Expectations 3.00 Performance consistently met expectations in all 
essential areas of responsibility, and the quality of 
work overall was very good. The most critical annual 
goals were met. 

Exceed Expectations 4.00 Performance consistently exceeded expectations in 
all essential areas of responsibility, and the quality of 
work overall was excellent. Annual goals were met. 

Exceptional 5.00 Performance far exceeded expectations due to 
exceptionally high quality of work performed in all 
areas of responsibility resulting in an overall quality of 
work that was superior, or the employee made an 
exceptional or unique contribution in support of unit, 
department, or university objectives. 
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4. Verify employee information. 
5. Under the “Goal Setting” tab, click 

Expand to make adjustments. 
6. Use the comment box displayed 

under each goal to enter comments. 
If employee completed the self 
evaluation, you will see their 
comments displayed in the box 
below. 

 
Employee contributed this information throughout the year. 
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John Smith 

1. From the PeopleSoft homepage, select 
the Manager Self Service option from 
the dropdown. 

2. Select the Team Performance tile. 
3. A list of available Current documents 

will appear. Select an employee to 
continue.  
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7. Select the Quality of Work tab. 
8. Click Expand to see all competencies. 
9. Rate the employee on each competency. 

The rating scale goes from: 
1=Unsatisfactory to 5= Exceptional 

10. Rate the remaining competencies. If the 
employee completed the self evaluation you 
will see the rating under Manager Rating. 

10 11. Then, use the calculator icon to calculate the 
average rating for this criteria. 

12. Enter comments. 
If employee completed the self evaluation, you 
will see their comments displayed in the box 
below. 

13. Repeat steps 8-12 for the following tabs: 
a. Productivity 
b. Reliability 

11 c.   Teamwork 
 
 
 

 
 
 
 
 

My quality of work has been above average, I have exceeded expectations in my job. 
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4. Exceeds Expectations 

17. Select the Overall Summary tab. 
18. Use the calculator icon to calculate to 

the overall average rating. 
19. Add comments to the overall 

summary. 
If employee completed the self 
evaluation, you will see their comments 
displayed in the box below. 

20. Add Attachments, if needed. 

 
 

 
 

 
 

14. Select the Strengths/Challenges tab. 
15. Click on Expand. 
16. Add comments for each inquiry under 

Strengths and Challenges. 
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Remember to constantly save your work, PeopleSoft will automatically time out due to inactivity and this may 
cause you to lose unsaved work. 

 
 

 
 

 
 

 
 

23. Select the Next Level Supervisor which 
will be reviewing/approving the 
evaluation. 

24. Then select Confirm to complete this 
process. 

21. Select Save to keep your changes, you can always return to the document if you 
need more time and are not ready to submit. 

22. Select Complete to submit the evaluation to the Next Level Supervisor. 
If you have multiple appointments continue to steps 23-24; otherwise, you have 
completed this process. 
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