
Employee Self Assessment  

Click the Review 
Performance tile 

 

Click the Employee Self-
Assessment link 

 
The Performance 

Appraisal form provides: 
 

1. Navigational quick 
links to each section of 
the form via the form 

map. 
 

2. A process flow Route 
Map that tracks where 
you are in the process 
and the steps completed. 

 

Scroll down to the 
section titled Goals.  
This is the first section in 
the form. 
  



 

For each Goal, enter a 
Rating and relevant 
Comments. 
 

 

Select one of the following 
Employee Ratings for each 
Goal. 

 
Scroll down to the 
section titled 
Competencies. 
 
There are two sections of 
competencies, Statewide 
and Role-based. 
 
For each Statewide and 
Role-based competency 
sections, enter a Rating 
and relevant Comments. 
 
For suggested wording, 
click Writing Assistant. 

 



Click on Writing Assistant to 
utilize this tool. 

 

For each competency, 
sample language is 
provided that aligns to 
three performance 
levels.  
 
Click the performance 
level; sample language 
appears in the Preview 
Quote Below section.  
 
Once you are satisfied 
with the wording, click 
Paste Quote. 
 
Click Close. 
 
 Edit sample language as 
appropriate 

 



Scroll down to the 
section titled 
Developmental Goals. 
 
Enter in relevant 
comments 

 
Once completed with all 
sections click Send to 
Manager to complete the 
self-assessment.  



Once submitted the form 
will have the option to go 
through a Spell Check and 
Legal Scan 

 

Input Email Notification 
Comments 

 
Click Send to Manager 

 

Access Performance Appraisal prior to Self-Assessment Completion 



Click Performance from the 
Home Drop Down menu 

 
 

Click the Team Overview 
Tab 

 
Under Performance 

Appraisal find the employee 
 

 Click Review “Employee 
Name” under the Manager 

Assessment column to 
complete evaluation 

 
Tip: the form will not be 

able to move to the 2nd level 
manager until the employee 

has completed the self-
assessment 

 

Performance Appraisal (Manager) – After Self-Assessment Completion 



Click the Review 
Performance tile 

 

Click Manager Assessment 
 

 
The Performance 
Assessment form 
provides: 
 
1. Navigational jump links 
to each section of the 
form via the form map.  
 
2. A process flow Route 
Map that tracks where 
you are in the process 
and the steps completed. 

 

Ask for Feedback 



To Ask for feedback from 
others: 

 
Click the Team Overview 

Tab 

 

 

Find the employee you 
want to get feedback for  

 
Click Ask for Feedback 

 



Three options for selecting 
an individual: 

 
Option 1: Add an existing 

employee – search by name 
(internal employees) 

 
Option 2: Add external 

Email address – for anyone 
outside of the company 

 
Option 3: Recommended 
List – employees in your 

hierarchy 
 

Tip: you are able to choose 
more than one individual at 

a time. 

 



Once individuals have been 
selected 

 
Craft the message 

 
Click Send Email 

  

Once individuals return 
feedback a small check 

mark will be placed next to 
their name. 

 
Tip: you can come back here 
and add additional people 
by clicking on the people. 

 



The Supporting Information 
Pod has two features: 

 
Feature 1: Feedback from 

Others 
 

Feature 2: Attachment 
 

Feature 1: Feedback from 
Others 

 
Once an individual responds 

to the manager’s request 
for feedback. 

 
Click on the Supporting tab 

 
The feedback will show up 
in the dialog box 

 

Click the + symbol to add an 
attachment 

 

 



Browse for the file to attach 
and then select upload 

 

Goals Section 

Scroll down to the 
section titled Goals.  
This is the first section in 
the form. 
 
For each Goal, review the 
Employee Comment, 
enter a Rating and add 
relevant Manager 
Comments. 
  



 

Select one of the following 
Ratings for each goal. 

 

Competenties: State-Wide and Role-Based Section 

Scroll down to the 
section titled 
Competencies. 
 
There are two sections of 
competencies, Statewide 
and Role-based. 
 
For each Statewide and 
Role-based competency 
sections, enter a Rating 
and relevant Comments. 
 
For suggested wording, 
click Writing Assistant. 

 

Select one of the following 
Ratings for each 
competencies. 

 



Click on Writing Assistant to 
utilize this tool. 

 

For each unit 
competency sample 
language is provided that 
aligns to three 
performance levels.  
 
Click the performance 
level; sample language 
appears in the Preview 
Quote Below section.  
 
Once you are satisfied 
with the wording, click 
Paste Quote. 
 
If not wanting to Give 
Advice click Close. 
 
 Edit sample language as 
appropriate in the 
comment box after 
clicking Place Quote 

 



To add advice click on 
Give Advice and select 
the option that best fits. 
 
Click Place Quote. 
 
Click Close once done. 

 



Edit comments as 
needed. 

 

Developmental Goals 

If Developmental Goals 
have already been 
identified fill in relevant 
comments.  
 
 

 

Overall Performance Rating 



The overall performance 
rating is a reflection of the 
overall summary of 
performance achievements 
and behaviors described in 
the appraisal. 

 

Select the Overall 
Performance Appraisal 
Rating 
 
 

  

There will be a summary of 
each section to help with 
the overall performance 
appraisal rating. 

 

Add in Overall Performance 
Comments. 

 



To View the Overall Score, 
scroll to the top of the 
form. 
 
Tip: the Overall Score will 
populate once the form is 
either manually saved or 
autosaved. 

 

Select Send to Second Level 
Manager to move the 
review forward. 

 

To run Spell Check and 
Legal Scan ensure the 
checkboxes are checked 
 
Click Next 

 



Add any comments to show 
in an email notification to 
the 2nd level manager. 
 
Click Send to 2nd Level 
Manager 

 

2nd Level Manager Comment Review and Update 

After sending the appraisal 
to the 2nd level manager, 
the 2nd level manager will 
have the opportunity to 
send back comments.  
 
The comments will appear 
after each section: Goals, 
Statewide Competencies, 
Role-based Competencies, 
and Overall Performance. 

 

Once reviewed and 
updated: 
 
Click Send Back for 
Manager Review/Revision 

 

2nd Level Manager Functions (2nd Level Manager Only) 

As a 2nd Level Manager, 
there are two options after 
reviewing a performance 
appraisal: 
 
Option 1: Send Back for 
Manager Review/Revision 
 

 



Option 2: Send to HR 
Approver 

Run Spell Check and Legal 
Scan by ensuring the 
checkboxes are checked 
 
Click Next 

 

Add any comments to show 
in an email notification to 
the HR Reviewer. 
 
Click Send to HR Approver 

 

Manager 1:1 Post Discussion 



Once the annual appraisal 
has been approved it is 
then released for a 1:1 
discussion with the 
employee 
 
Click Review Performance 
tile 
 
 

 
Click the Manager Holds 
1:1 Review with Employee  
link  
Once the 1:1 discussion is 
complete 
 
Click Confirm 1:1 meeting 
for the appraisal to be sent 
to the employee for 
acknowledgement 

 



To run Spell Check and 
Legal Scan ensure the 
checkboxes are checked 
 
Click Next 

 

Add any comments to show 
in an email notification to 
the Employee. 
 
Click Send to Employee 

 

Employee Acknowledgement 

Employee clicks the 
Employee Signs 
Performance Appraisal link 

 



Employee enters in any 
relevant comments and will 
click Sent to Manager to 
acknowledge and sign the 
performance appraisal 

 

Add any comments to show 
in an email notification to 
the Manager. 
 
Click Send to Manager 

 

Manager Acknowledgment  

Click on the Manager Signs 
Performance Appraisal link 

 



Manager enters any 
relevant comments and 
then click Set to Complete 
to acknowledge and sign 
the performance appraisal. 
 
 

 

Click Set to Complete to 
finalize this step 

 

Completed Appraisal Forms 



Click Performance from the 
Home Drop Down menu 

 

Click Completed under My 
Forms 

 
Click on the completed 
form 

 
 

 

 


