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A Guide for Managers- Goal Setting Stage 
Goal Setting 

 Setting goals is the first step in completing an employee evaluation. Each year, you will
set goals for the upcoming year/evaluation period.

 Creating goals is important to manage your employee’s performance.
 During this phase, managers convey the expectations of the position/department to

employees.
 Goals should be specific, measurable, attainable/aligned, realistic/relevant, and time

bound (S.M.A.R.T.)
 Goals should be strategic in nature and not daily tasks.

How to Write S.M.A.R.T. Goals? 

 Designed in a way to foster clear and mutual understanding of what constitutes
expected levels of performance and successful professional development.

S Specific What will be accomplished? What actions will you take? 
M Measurable What data will measure the goal? How much? 
A Achievable Is the goal doable? Do you have the necessary skills? 
R Relevant How does the goal align with broader goals? Why is the 

result important? 
T Time Bound What is the time frame for accomplishing the goal? 

Update/Define Competencies 

 You can add/modify competencies within each criterion.
 Competencies are characteristics used to evaluate the employee’s job performance.
 If you have created specific competencies for another employee or in prior year

evaluations, you have an option of copying these competencies.

*Once submitted, goals and competencies cannot be modified. Once finalized, this will
enable the 2022 evaluation to become available. 

Employee 
Completes Self-

Evaluation 

Manager 
Reviews Self-

Evaluation  



Manager - Add Goals 

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 Performance
Documents will appear. Select an
employee to continue.
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4. Verify the employee information.

5. From the “Goal Setting” tab, click on
Expand to make adjustments:

Note: The “Pencil” icon allows you to modify goals 
and “Trash” icon allows you to delete goals.  

6. In this example, we will add goals by
selecting the Pencil icon.
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1. Insert goal here.
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Manager - Add Goals 

Insert description here. 

Insert measurement here. 

08/31/2019 

7. Complete applicable goal setting fields:
Title, Description, Measurement, and
Due Date.

8. Click Update to save goal information.

Repeat steps 5-9 to add more goals. 
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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.  

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

10. After adding goals you can also add/
remove  competencies, use one of the
following guides to edit/copy
competencies:

Manager- Add Pre-defined Competencies

Manager- Copy Competencies

If no changes are needed, select Submit to
complete this process.
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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 Performance
Documents will appear. Select an
employee to continue.
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4. Verify employee information.

5. Select the Quality of  Work tab.

6. Click on Expand to make adjustments:

a. Use the “Trash” icon to delete any undesired
competencies.

7. Add competencies by selecting the Add
Item link.

6a 

Manager - Add Pre-defined Competencies 
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You have three options when adding           
competencies, in this example we will            
Add pre-defined item: 

8. Choose the Add pre-defined item
option.

9. Click Next.

Note: You can also add your own
competencies by selecting Add your own 
item.
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13. Select Save to keep your changes, you can
always return to the document if you need
more time and are not ready to submit.

14. Repeat steps 6-13 for the following tabs:

a. Productivity

b. Reliability

c. Teamwork

15. After adding all desired competencies,
select Submit to complete this process.

13 15 

10. Click the Search button to display compe-
tencies

11. Under the “UTEP Performance Criteria -
Quality of  Work” section, use the check box
to select the competencies you want to
copy. Note: You can also use the Select All hyperlink.

12. Click the Add button and you will then be
redirected to the UTEP Performance
Evaluation page.
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Manager - Add Pre-defined Competencies 
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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.  
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4. Verify employee information.

5. Select the Quality of  Work tab.

6. Click on the Expand to make adjustments:

a. Use the “Trash” icon to delete any undesired
competencies..

7. Add competencies by selecting the
Add Item link.

6a 

Manager - Copy Competencies 
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You have three options when adding             
competencies, in this example we will Copy 
Item from My Team’s Documents. 

8. Choose the Copy Item from My Team’s
Documents option.

9. Click Next.
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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 Performance
Documents will appear. Select an
employee to continue.
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10. From the “Select a Document” screen, click
the Clear button to begin.

11. Then, enter the First Name and Last Name
in the respective fields.

12. Click the Filter button to display
Performance Documents.

13. Select the document to copy.

14 

15 

14. Under the “UTEP Performance Criteria -
Quality of Work” section, use the check box
to select the competencies you want to
copy. Note: You can also use the Select All hyperlink.

15. Click the Copy button and you will then be
redirected back to the “UTEP Performance
Evaluation” page where you will see the
copied competencies.

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

17. Select Submit to complete this process.
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Manager - Copy Competencies 
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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.  
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Manager - Copy Goals 

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 Performance
Documents will appear. Select an
employee to continue.

4 

6 

2 

3 

1 

4. Review employee information if needed.

5. Click on the Expand to make adjustments:

Note: The “Pencil” icon allows you to modify goals 
and “Trash” icon allows you to delete goals.  

6. In this example, we will copy goals from
another document by selecting the
Add Item link.

7. Choose the Copy Item from My Team’s
Documents option.

8. Click Next.
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Manager - Copy Goals 
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9. From the “Select a Document” screen click
the Clear button to begin.

10. Then, enter the First Name and Last Name
in the respective fields.

11. Click on the Filter button to display
Performance Documents.

12. Select the document to copy.

13 
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13. Under the “UTEP Goal Setting and
Development Planning to be copied” sec-
tion, use the check box to select the goals
you want to copy.

Note: You can also use the Select All hyperlink.

14. Click the Copy button and you will then be
redirected back TO the “UTEP Performance
Evaluation” page where you will see the
copied goals.

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

16. After adding goals you can also add/
remove competencies, use one of the
following guides to edit/copy
competencies:

Manager- Add Pre-defined Competencies

Manager- Copy Competencies

If no changes are needed, select Submit to
complete this process.
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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.  
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A Guide for Employee Self-Evaluation  
 

Self-Evaluation (optional) 

 Self-Evaluation will be initiated once goals and competencies are updated 
and submitted.  

 The employee self-evaluation allows an employee to complete self-
assessment on his/her job performance, including details on ability to meet 
goals and performance factors. 

 Evaluate the goals and rate competencies set by the manager. 
 Provide an overall evaluation summary. 

 

 

 
Employee 

Completes Self-
Evaluation 

Manager Reviews 
Self-Evaluation  
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1. From the PeopleSoft homepage, select 
the Employee Self Service option from 
the dropdown.  

2. Select the Performance tile. 

3. Your Performance Documents will 
appear. Select UTEP Performance Eval-
uation. 

If your evaluation does not appear, 
touch base with your supervisor to 
confirm if goals have been set-up or to 
determine if s/he has already started 
the evaluation.  

Employee - Self Evaluation 

4. Verify employee information. 

5. From the “Goal Setting” tab, click Expand 
to review goals. 

6. Use the comment box displayed under 
each the goal to enter employee              
comments. 
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The Employee Self Evaluation allows an employee to provide feedback on his/her job performance. This step is 

optional and managers do not have to wait for the employee to complete the self evaluation. 

1 University of Texas at El Paso 



7 

7. Select the Quality of Work tab.  

8. Click Expand to see all competencies. 

9. Rate yourself on each competency.  

The rating scale goes from:                    

1=Unsatisfactory to 5= Exceptional 

10. Rate yourself for the remaining              
competencies. 

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

12. Enter comments. 

13. Repeat steps 9-13 for the following 
tabs: 

a. Productivity 

b. Reliability 

c. Teamwork 
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Employee - Self Evaluation 
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14. Select the Overall Summary tab. 

15. Use the calculator icon to calculate the 
total average rating for all competencies. 

16. Enter overall comments. 

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

18. Select Complete to submit your           
evaluation. 

17 18 
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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.  

Employee - Self Evaluation 
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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. 



Manager – Evaluation Process 
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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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Jorge Lopez 

 
 
 

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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Manager – Evaluation Process 
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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. 

 
 

12 



Manager – Evaluation Process 
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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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Manager – Evaluation Process 
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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. 

23 

24 

21 22 
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Next Level Supervisor - Approve/Deny 
After the Manager has completed the evaluation, the Next Level Supervisor will review the document and can 

approve or deny the document – denying the document will simply send it back for modification. 

1. Log into PeopleSoft , from the            
Employee Self Service home page     
select the HRMS Approvals tile.  

2. Under “Pending Approvals” select the 
Performance transaction type for the 
respective employee. 

3 

3.  You will then see the Performance Summary and rating for                  
the employee. Use the View Performance Detail link to                      
review the evaluation. 

4.    Under the “Goal Setting” tab, click      
Expand to review goals and       com-
ments added by the manager. 

If employee completed the self       
evaluation, you will see their          
comments displayed in the box       
below. 
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9.   Go to the Strengths/Challenges tab.  

10. Click the Expand link and review each   
inquiry under Strengths and Challenges. 

9 
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5.   Select the Quality of Work tab.  

6.   Click Expand to see all competencies 
and ratings. 

If employee completed the self evaluation, 
you will see the Employee Rating                  
displayed under the Manager Rating. 

7.   Review Manager Comments & Criteria 
Rating under the summary section. 

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

8.    Repeat steps 5-7 for the following tabs: 

a. Productivity 

b. Reliability 

c. Teamwork 

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

Next Level Supervisor - Approve/Deny 
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11. Once the evaluation has been reviewed, 
select the My Approvals button on the 
top left of the screen to return to the          
approval screen. 

12. You have the option to Approve the     
document or Deny in order to send back 
for modification.  

Note: Comments are required if you are     
sending back the document. Comments are 
only seen by manager not employee. 

13. Click Submit to complete this process. 

Next Level Supervisor - Approve/Deny 
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The Guide for Managers and Employee (One on One) 
Manager- Share with Employee 

 To complete the evaluation process, the evaluation should be shared with the employee and a 
meeting should be scheduled to discuss.  

 Discuss upcoming goals for 2023- managers should discuss goals and expectations for the 
coming calendar year. 

 Request acknowledgement- this step asks the employee to provide comments and acknowledge 
that the evaluation has been reviewed. 

Why is the performance review important? 

 An open, honest, frequent dialogue helps build trust among employees, managers, and the 
organization at large.  

 Ongoing performance conversations can help managers understand the obstacles and decisions 
before it impacts performance.  

 Opens opportunities to discuss feedback, celebrate recognition, and reinforce alignment to the 
department’s goals.  

How to prepare for a performance review? 

 Sync performance review, employee goals and goals progress- employees should understand 
what constitutes good and bad performance. Measure impact, define success, ensure that 
performance plans are working, and define the next steps. 

 Gather employee data and examples- previous performance conversations, notes from 1-1 
meetings, examples of recognition, etc. 

 Prepare notes and agenda- both parties should work together to prepare a shared agenda and 
notes with key talking points. 

Conducting the Performance Review? 

 Reflect on the past but focus on the future- performance conversations should give employees 
the opportunity to address and correct performance in real-time and continuously see how their 
work aligns with the organizational goals.  

 Discuss upcoming goals for 2023- managers should discuss goals and expectations for the 
coming calendar year. 

 Request acknowledgement- this step will ask the employee to provide comments and 
acknowledge the evaluation has been reviewed. 

 

 

 

Manager One/One with Employee 

 

Manager 
One/One with 

Employee 

Manager will Share 
with Employee 

Manager will Request 
Acknowledgement 



Jorge Lopez 

John Smith 

2 

1 

3 

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 the employee with
document status of Approved.

Manager - Sharing with Employee 

4. Select Share with Employee.

5. Select Confirm. This will send an
email to the employee and allow
him/her employee to review the
evaluation.
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After sharing with employee, the manager will schedule a one on one session with the employee 
to discuss the evaluation. This step is outside of PeopleSoft.  

If the employee is unavailable or refuses 
to acknowledge follow steps 8– 10.      
Otherwise, wait for the employee to 
acknowledge and continue to step 11. 

8. Select Override Acknowledgement  
only if the employee is unavailable or 
refuses to acknowledge the            
evaluation.   

6 

7 
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6. After the one on one session, click on 
Request Acknowledgement. 

7. Select Confirm. This will notify the    
employee that s/he can now add 
comments and acknowledge they 
have read and discussed the            
document with you.   

Manager - Sharing with Employee 
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9. Choose a reason for overriding 
Acknowledgement.  

10. Select Confirm.  

10 
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After the evaluation has been acknowledged, the performance document will show the option 
to Complete on the top right corner, this will finalize the evaluation process. 

11. From the top right corner   
select Complete. 

12. Select Confirm to finalize the        
evaluation process. 

11 
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Manager - Sharing with Employee 
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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.  
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