
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. 
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You have the ability to add/modify competencies within each criteria. Competencies are characteristics used to evaluate the 
employee’s job performance. If you plan on encouraging employee self-evaluations, these should be set-up prior to the        

employee conducting his/her self-evaluation. Competencies can be set-up during the Goal step or during the Evaluation step.   

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. 
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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. 

10 

12 

11 

14a 14b 14c 

Manager - Add Pre-defined Competencies 

2 

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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