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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 ap-
pear. Select UTEP Performance Evalua-
tion. 

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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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. 
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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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