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UTSA People Excellence

Employee Self-Evaluation — Individual Contributor

Overview
The Employee Self-Evaluation allows an employee to create goals and complete self-assessment on his/her job
performance. It includes details about the ability to meet goals and performance factors.

Employee Accesses PeopleSoft

Employee Completes

: e Submission generates email to manager
Goal Setting & &

Manager Evaluates

e Submission generates email to employee
Employee Goals

Manager & Employee:
Mid-Year Check In

Employee Completes

Self-Evaluation e This section requires employees to rate him/herself in Goals, Core

Values, Operation Excellence and Personal Growth.

Employee Submits Evaluation

. - .
to Manager Submission generates email to manager

Manager & Employee:
One-on-One Meeting

Manager Requests
Acknowledgement from
Employee

e Requesting acknowledgement generates an email to employee

Employee Acknowledges (Or

Manager Overrides) _
e Acknowledgement generates an email to manager

WENEECIFLI S EHAEINEILHME o Completion generates an email to manager and employee

Evaluation available in Historical Documents
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Employee Self-Evaluation — Individual Contributor

Step 1 of 22 — Employee Self-Service
Select the Employee Self Service option from the drop-down on the PeopleSoft homepage.

' Employee Seif Service W

[l Training n
| |

Step 2 of 22 — Performance Tile
Select the Performance tile.

Performance

u
|

- B

Step 3 of 22 — My Current Documents
The performance documents will appear under My Current Documents. Select UTSA Performance Evaluation.

Note: The evaluation status is currently in Define Criteria. Upon the completion of goals and receiving manager
approval, you will be able to complete employee self-evaluation.

@ Employee Self Service Performance @ Q H

Madison Webb ©
STUDENT INTERN

My Current Documents

! I My Current Documents

My Historical Documents

Document Type Document Status Period Begin / Period End Next Due Date

Evaluations of Others 0
09/01/2021

UTSA Performance Evaluation Define Criteria 11/15/2021 >

Historical Evaluations of Others 08/31/2022
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Employee Self-Evaluation — Individual Contributor

Step 4 of 22 — Goal Setting

Add performance criteria (Goals) that you plan to accomplish during the performance period.

Select Add Item and choose Add your own item from the available options. Enter goal information, including
dates and full description.

@ Performance Performance Process @& QL

Performance Process |«

UTSA Performance Evaluation
Steps and Tasks

Define Criteria - Update

@& Print | EJNotify | B)Export
Madison Webb Wadi Webb
adison Wel
UTSA Performance Evaluaton | =
09/01/2021  08/31/2022 Overview Job Title STUDENT INTERN Manager Tymeeka Middieton
Document Type UTSA Performance Evaluation Period 09/01/2021 - 08/31/2022
~ ® Goal Setting Template Executive: FY2022 Document ID 20330
Due Date 11/15/2021
© Update Status  In Progress Due Date  11/15/2021
* © Goals Mid-Year Check In
Due Date 03152022
Instructions: Employee Goal Setting
v o i
gﬁ:%ﬁrjlsjutlw?z%zz « To start, select Add Item to add a new goal for this new performance cycle. You may click Save in the upper-right hand corner to leave the page and come back later.
* Once you have added all your goals for the new performance cycle, click Notify in the upper right-hand corner to send a direct email message to your manager lettin
* © Complete Self Evaluation them krrow that you are dor!(e. g P ¥ k4 pRer g ge oy 9 g
Due Date os/15/2022
« If you do not plan to set any goals for this performance cycle, click Notify in the upper right-hand comer to send a direct message to your manager letting them know
* O Review Manager Evaluation you will not be adding goals and that they can proceed.

Due Date ovi01/2022

¥ Section 1 - Goals

@ Performance Performance Process
Performance Process o UTSA Performance Evaluation

teps and Tasks Kedl| K Add Item

Madison Webb O  Add pre-defined item

UTSA Performance Evaluation
09/01/2021° 08/31/2022 Overview

Add your own Item I

O Copy item from Manager Document
~ ® Goal Setting

Due Date 111512021 O  Copy Item from My Documents
© Update
* O Goals Mid-Year Check In Next
Due Date 031152022
Return

* © Open Evaluation
Due Date o7101/2022

* © Complete Self Evaluation
Due Date os/15/2022

* © Review Manager Evaluation
Due Date o09/01/2022
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(@ Performance
Performance Process

Steps and Tasks

Madison Webb
UTSA Performance Evaluation

09/01/2021° 08/31/2022 Overview

~ ® Goal Setting
Due Date 11152021
© Update

* © Goals Mid-Year Check In
Due Date 03152022

* © Open Evaluation
Due Date o701:2022

+ © Complete Self Evaluation
Due Date 081512022

' O Review Manager Evaluation

Due Date osi01/2022

i UTSA Performance Evaluation
C | i ]| Add Your Own Item

Employee Self-Evaluation — Individual Contributor

Performance Process

Description

*Title Goal 1

2
'

- Font i Size ~

Goal 1 description

sss

i
i

[Measurement
32 Font - | size -
Due Date (example 12/31/2000)
fjeminder Date (example 12/31/2000)
Start Date
End Date
O critical
LLStatch Goal
Add ]
Return

Note: There is a spell check option that you can use to correct misspelling errors before submitting.
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Employee Self-Evaluation — Individual Contributor

Step 5 of 22 — Goal Setting (Continuation)
Click Add. Repeat steps as needed.

@ Performance ocess Q 5
Performance Process ) UTSA Performance Evaluation
Stepsand:lasks c Add Your Own Item
Madison Webb “Title Goal 1
UTSA Performance Evaluation Descrintion
09/01/2021° 08/31/2022 Overview P o« Fant -lsize ~||B T U A-BQ-mT - g
~ © Goal Setting .
Due Date 1111512021 Gosal 1. descrigtion
© Update
* © Goals Mid-Year Check In
Due Date 03152022
. Measurement
* © Open Evaluation &
Due Date o7i0112022
’ 3t Fot  |[se <|[B 7 Uiz = A-B-m® ol<)
* © Complete Self Evaluation
Due Date os/15/2022
* O Review Manager Evaluation
Due Date osi01/2022
Due Date (example 12/31/2000)
Reminder Dat
eminder Date (example 12/31/2000)
Start Date
End Date
O critical
[ stretch Goal
{ Add
Return

Step 6 of 22 — Notify Manager

Select the Notify and Send on the pop-up message to email the added goals to your manager.
Note: Select Save before continuing.

@ Performance Pe

nce Process @& © /m %)
Performance Process &

{ Save
N UTSA Performance Evaluation h
Steps and Tasks ‘ cll:
@ Print || =3 Notify | JB1Export

Madison Webb
UTSA Performance Evaluation

09/01/2021° 08/31/2022 Overview Job Title  STUDENT INTERN Manager Tymeeka Middleton
Document Type  UTSA Performance Evaluation Period  09/01/2021 - 08/31/2022
T gz:ls:sr:?wzm‘ Template Executive: FY2022 DocumentID 20330
© Update Status  In Progress Due Date  11/15/2021

* © Goals Mid-Year Check In
Due Date 031152022
Instructions: Employee Goal Setting
* © Open Evaluation

Due Date o7/01/2022 - To start, select Add Item to add a new goal for this new performance cycle. You may click Save in the upper-right hand corner to leave the page and come back later.
* Once you have added all your goals for the new performance cycle, click Notify in the upper right-hand comer to send a direct email message to your manager lettin
*/© Complete Self Evaluation them knycw that you are do:e. ¢ ? i i pperna ge oy 9 9
Due Date oar15/2022

« If you do not plan to set any goals for this performance cycle, click Notify in the upper right-hand corner to send a direct message to your manager letting them know
* O Review Manager Evaluation you will not be adding goals and that they can proceed.
Due Date o9r01/2022

~ Section 1 - Goals
~ Expand | » Collapse | [E Add ltem

¥ Goal 1
Description : Goal 1 description

Measurement :

* Reminder Date :
* Due Date

* Critical: No

* Stretch Goal: No
* Start Date :

* End Date :
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@ Performance

Employee Self-Evaluation — Individual Contributor

Performance Process

Steps and Tasks

Madison Webb
UTSA Performance Evaluation

~ © Goal Setting
Due Date 11/15/2021
© Update

* © Goals Mid-Year Check In
Due Date 03152022

' O Open Evaluation
Due Date o7/01/2022

¥ O Complete Self Evaluation
Due Date osr1s/2022

* © Review Manager Evaluation
Due Date ovi01/2022

[e][s

o

«

09/01/2021° 08/31/2022 Overview

Please enter your email message and select the the send button.

Performance Process

New Window | Help | Personalize Pagd

To |tymeeka.middleton@utsa.edu; !
)
Subject L - . . .
This is a notification regarding the UTSA Performance Evaluation for Madison Webb.
Message Text iz

Send

Cancel

Manager will review goals and update the document status of the evaluation to “track progress.”
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Employee Self-Evaluation — Individual Contributor

Step 7 of 22 — Goals Mid-Year Check In
Repeat steps 1-3 to attain the Goal Mid-Year Check In page.

Note: The document status is now in Track Progress — Goals Mid-Year Check In, readily available to complete the
mid-year check in.

O Employee Self Service Performance m O\

%)

Madison Webb )
STUDENT INTERN

1
Ly R T My Current Documents

My Historical Documents

Document Type Document Status Period Begin / Period End Next Due Date
Evaluations of Others 0
09/01/2021
im0 . UTSA Performance Evaluation I Track Progress - Goals Mid-Year Check In I 03/15/2022 >
Historical Evaluations of Others 08/31/2022

Step 8 of 22 — Goals Mid-Year Check In (Continuation)
Repeat steps 4-6 to add goals if needed.

Click the Expand to access the Employee Comments section and the Edit function if needed. The Edit function allows
you to edit goals that have already been created.

@ Performance Performance Process oy @Uuine o)
Performance Process |« ’ Save } [ Share with Manager ‘
UTSA Performance Evaluation
Steps and Tasks
— Goals Mid-Year Check In - Update and Share @& Print | E7Notify | B)Export

Madison Webb ¥ Section 1 - Goals
UTSA Performance Evaluation

09/01/2021° 08/31/2022 Overview - Expand | » Collapse | [EAdd ltem

* & Goal Setting
Due Date 11/15/2021

Description : Goal 1 description

~ © Goals Mid-Year Check In

Due Date 03/15/2022 Measurement :
© Update and Share * Reminder Date :
Review Manager Comments ; Due Date :
9 * Critical: No
* Stretch Goal: No
* © Open Evaluation * Start Date :
Due Date o07/01/2022 * End Date :

* © Complete Self Evaluation
Due Date o0s/15/2022

Do . Manager Comments IManager's comments are not shared
Review Manager Evaluation

Due Date 09/01/2022

Employee Comments | s Font - Sz - B I U =

=




UTSA People Excellence

Employee Self-Evaluation — Individual Contributor

Step 9 of 22 — Share with Manager

Click Share with Manager and Confirm to share your comments with your manager.

@ Performance & © M@
Performance Process # « [ Save } l Share with Manager
. UTSA Performance Evaluation
Steps and Tasks (o3 | ]
Goals Mid-Year Check In - Update and Share EPrint | E9Notify | E)Export
Madison Webb Madi Webb
UTSA Performance Evaluation nacison e
09/01/2021° 08/31/2022 Overview Job Title STUDENT INTERN Manager Tymeeka Middleton
Document Type  UTSA Performance Evaluation Period 09/01/2021 - 08/31/2022
el SSZ'DS;SHWM Template  Executive: FY2022

DocumentID 20330

Status In Progress Due Date
~ © Goals Mid-Year Check In

Due Date 03/15/2022 Attention! Your comments are currently not shared with your manager and remain private until shared or until the checkpoint is complete.
© Update and Share

03/15/2022

Review Manager Comments
astructions: Mid-Year Goals Check-In
Do (D)SZ”DE;’:TTE.D‘"?;& ‘his step allows you and your manager to adjust goals and make progress comments that will be captured as part of your annual evaluation. To add goals, select the
1

\dd Item below. If your manager chooses, they will make comments on your goals and share their feedback with you. Otherwise, you can capture any comments and
ave for your manager to view by selecting Share with Manager.

* © Complete Self Evaluation
Due Date 081512022

* © Review Manager Evaluation
Due Date os/01/2022

~ Section 1 - Goals
-~ Expand | » Collapse | [§ Add ltem

¥ Goal 1
Description : Goal 1 description

Measurement :

* Reminder Date :
* Due Date :

* Critical: No

* Stretch Goal: No
* Start Date :

* End Date :

@ Performance

Performance Process &

“ Share Comments
Steps and Tasks c|| i

Select confirm to share your comments with your manager.
Madison Webb

UTSA Performance Evaluation I
09/01/2021° 08/31/2022 Overview

Cancel

* @ Goal Setting
Due Date 11/15/2021

~ © Goals Mid-Year Check In
Due Date 03/15/2022
© Update and Share

Review Manager Comments

* © Open Evaluation
Due Date o7/01/2022

* O Complete Self Evaluation
Due Date 0s/15/2022

* © Review Manager Evaluation
Due Date os/01/2022
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Step 10 of 22 — Notify Manager

Select Notify and then Send on the pop-up message to email the added goals or comments to your manager.

Performance Process B«

Steps and Tasks ‘ o ‘ :
Madison Webb

UTSA Performance Evaluation

09/01/2021° 08/31/2022 Overview

* @ Goal Setting
Due Date 11/15/2021

~ © Goals Mid-Year Check In
Due Date o03/15/2022
@ Update and Share
© Review Manager Comments

*» O Open Evaluation
Due Date orio1/2022

* © Complete Self Evaluation
Due Date os/152022

* O Review Manager Evaluation
Due Date o9in1/2022

Performance Process &%«

Steps and Tasks ‘ a4 | :
Madison Webb

UTSA Performance Evaluation
09/01/2021° 08/31/2022 Overview

* @ Goal Setting
Due Date 11/15/2021

~ © Goals Mid-Year Check In
Due Date 031512022
@ Update and Share
© Review Manager Comments

* O Open Evaluation
Due Date 07012022

* O Complete Self Evaluation
Due Date osr1s/2022

» © Review Manager Evaluation
Due Date ogio1/2022

UTSA Performance Evaluation

Checkpoint 1
Madison Webb
Job Title
Document Type
Template

Status

Attention! Your comments are shared with your

you choose to 'stop sharing'

Instructions: Mid-Year Goals Check-In

This step allows you and your manager to adjust goals and make progress comments that will be captured as part of your annual evaluation. To add goals, select the
Add Item below. If your manager chooses, they will make comments on your goals and share their feedback with you. Otherwise, you can capture any comments and

erformance Process

STUDENT INTERN
UTSA Performance Evaluation
Executive: FY2022

In Progress

If additional

save for your manager to view by selecting Share with Manager.

~ Section 1 - Goals

« Expand | » Collapse | [F Add ltem

» Goal 1

Please enter your email message and select the the send button.

Manager
Period
Document ID

Due Date

are saved, your manager will inmediately be able to view until the check|

To

tymeeka.middleton@utsa.edu;

&l

Subject

4

This is a notification regarding the UTSA Performance Evaluation for Madison Webb.

Message Text

Cancel

&

] I Stop Sharing I

& Print &) Export

Tymeeka Middleton
09/01/2021 - 08/31/2022
20330

03/15/2022

New Window | Help | Personalize Pag

10
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Employee Self-Evaluation — Individual Contributor

Step 11 of 22 — Open Evaluation
Repeat steps 1-3 to attain the Open Evaluation page.

Note: The document status is now in Track Progress-Open Evaluation, readily available to finalize your goals.
@ Employee Self Service

Madison Webb )
STUDENT INTERN

1
- GO D My Current Documents
My Historical Documents

Document Type

Document Status Period Begin / Period End Next Due Date
Evaluations of Others 0
08/01/2021
e 0 UTSA Performance Evaluation Track Progress - Open Evaluation 07/01/2022 >
Historical Evaluations of Others 08/31/2022

Step 12 of 22 — Open Evaluation (Continuation)

Repeat step 8 if you need to make any final changes to your goals before continuing to the evaluation.

Repeat step 9 to complete this checkpoint.

Note: If you make any changes click Save before continuing.

@ Perfo ®» @ M %,
Performance Process #‘ «

Save ] Share with Manager J
. UTSA Performance Evaluation
Steps and Tasks |l ¢

Open Evaluation - Update

O ance FPro

Madi Webb @ Print | EJNotify | &)Export
adison We

Madi Webb
UTSA Performance Evaluation weciton TR
09/01/2021° 08/31/2022 Overview Job Title STUDENT INTERN Manager Tymeeka Middleton

Document Type  UTSA Performance Evaluation Period  09/01/2021 - 08/31/2022
ve gsslusaelgiq?.‘”m Template Executive: FY2022 Document ID 20330
Status  In Progress

} @ Goals Mid-Year Check In

Due Date  07/01/2022
Due Date 031512022

© You have successfully saved this document.
~ © Open Evaluation Attention! Your comments are currently not shared with your manager and remain private until shared or until the checkpoint is complete.
Due Date or7/01/2022
© Update

Instructions: Finalize Goals, Open Evaluation
* O Complete Self Evaluation

Due Date 08152022 This is the final opportunity to adjust the goals recorded on your evaluation. Make any comments on the progress or prepare notes for your self-evaluation by selecting

Save. If you'd like to share comments with your manager, select Share with Manager. If no adjustments are needed, your Manager will finalize the goals and open the
N ‘ ‘ evaluation. Once opened, you can begin your self-evaluation.
O Review Manager Evaluation

Due Date osi01/2022
¥ Section 1 - Goals
~ Expand | » Collapse | & Add Item

» Goal 1

11
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Employee Self-Evaluation — Individual Contributor

@ Performance

Performance Process O @ e
Performance Process i “ | share Comments
Steps and Tasks (64
Select confirm to share your comments with your manager.
Madison Webb

UTSA Performance Evaluation ’ T
09/01/2021° 08/31/2022 Overview

Cancel

* @ Goal Setting
Due Date 11/1512021

' @ Goals Mid-Year Check In
Due Date 031512022

* © QOpen Evaluation
Due Date o7/01/2022
© Update

* © Complete Self Evaluation
Due Date 08/15/2022

* O Review Manager Evaluation
Due Date ogi01/2022

Step 13 of 22 — Employee Self-Evaluation
Repeat steps 1-3 to attain the Employee Self-Evaluation page.

Note: The document status is now Evaluation in Progress, readily available to complete your employee self-
evaluation.

O Performance Doc

Performance W QA § @

Madison Webb &
STUDENT INTERN

1
] My Current Documents
My Historical Documents

Document Type Document Status Period Begin / Period End Next Due Date
Evaluations of Others 0
09/01/2021
e . UTSA Performance Evaluation I Evaluation in Progress I 08/15/2022 >

Historical Evaluations of Others 08/31/2022

12
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Employee Self-Evaluation — Individual Contributor

Step 14 of 22 — Goals

Select the Goals tab, click Expand to review goals. Rate yourself on each goal.
The rating scale goes from Goal Achieved to Goal Not Achieved.
@ Performance Performance Process N Q A @

Performance Process ﬁ‘ « [ Save ] I Complete ‘
- .|| UTSA Performance Evaluation
Steps and Tasks C|l ‘
ation - Update and Complete @& Print | E9Notify | B)Export
Rex Johnson 1 )
. Core Values Operation Excellence Personal Growth Summary
UTSA Performance Evaluation
09/01/2021+ 08/31/2022 Overview
v i -
» © Goal Setting Section 1 - Goals
Due Date 11/15/2021
* @ Goals Mid-Year Check In
Due Date 03/15/2022 Provide the final status of the goal and any applicable comments.
* & QOpen Evaluation
Due Date 07/01/2022 =) Expand | [3) Collapse
~ © Complete Self Evaluation
Due Date 08/15/2022 ~ Test Goal 1
© Update and Complete
* © Review Manager Evaluation Description : Test
Due Date o0s/01/2022
Measurement : Test
* Reminder Date :
* Due Date :
* Critical: No
* Stretch Goal: No
* Start Date :
* End Date :
Employee Rathq (2NN ©) B
Goal Achieved
Employee Commegts sk - U= = A- e - g
Goal Not Achieved ORI R A-0- B

13
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Employee Self-Evaluation — Individual Contributor

Step 15 of 22 — Core Values
Select the Core Values tab, click Expand to review.
Rate yourself on each Core Value.

The rating scale goes from 1=Does Not meet Expectations to 5=Role Model.

Performance Process

@ Performance
Performance Process '§| «
=7 UTSA Performance Evaluation
Steps and Tasks C |l ¢ ‘
Self-Evaluation - Undate and Complete
Rex Johnson 1 Goals Core Values Operation Excellence
UTSA Performance Evaluation
09/01/2021- 08/31/2022 Overview

' @ Goal Setting
Due Date 11/15/2021

o

Goals Mid-Year Check In

¥ Section 2 - Core Values

Personal Growth

Summary

@ Q 4 @

[ sae | [ ot |

& Print | E1Notify | #)Export

We encourage an environment of dialogue and discovery, where integrity, excellence, inclusiveness, respect, collaboration and

Due Date 0311512022

* @ QOpen Evaluation
Due Date 07/01/2022

]
o

Complete Self Evaluation
Due Date o08/1512022
© Update and Complete

* © Review Manager Evaluation
Due Date 0g/01/2022

innovation are fostered. UTSA's core values reflect how we, as employees, have pursued this plan as well as how we will fulfill our

mission and realize our vision.

Expand |J » Collapse

¥ Integrity

Description : Adhering to a standard of core values at UTSA and ensuring that one acts in a fair and ethical fashion.

Employee Ralilg v 240l

1. Does Not Meet Expectations
2. Somewhat Meets Expectations

Employee Commerfts

3. Meets Expectations
4. Exceed Expectations
5. Role Model

14
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Employee Self-Evaluation — Individual Contributor

Step 16 of 22 — Operation Excellence
Select the Operation Excellence tab, click Expand to review. Rate yourself on
each value.The rating scale goes from 1 = Does Not Meet Expectationsto 5 =

Role Model.
@ Performance
Performance Process * ‘
Steps and Tasks c
Rex Johnson 1

UTSA Performance Evaluation
09/01/2021- 08/31/2022 Overview

* @ Goal Setting
Due Date 11/15/2021

* @ Goals Mid-Year Check In
Due Date 031152022

* & QOpen Evaluation
Due Date o7/01/2022

* O Complete Self Evaluation
Due Date o0s/15/2022
© Update and Complete

* © Review Manager Evaluation
Due Date 0g/01/2022

Performance Process

UTSA Performance Evaluation

Self-Evaluation - Update and Complete

Goals Core Values

’ ‘Operation Excellence lI Personal Growth

¥ Section 3 - Operational Excellence

Q

[ s | [ conve |

EPrint | EINotify | 8&)Export

Summary

A philosophy of the workplace where problem-solving and teamwork results in the ongoing improvement in an organization. The process
involves focusing on the customers' needs and continually improving the current activities in the workplace.

» Collapse

¥ Customer Focus

Description : Dedicated to meeting the expectations and requirements of internal and external customers; gets first-hand customer information and uses
it for improvements in products and services; acts with customers in mind; establishes and maintains effective relationships with customers and gains

their trust and respect.

Employee Rafng ¥ ),
Employee Commehts 1. Does Not Meet Expectations B
2. Somewhat Meets Expectations
3. Meets Expectations

4. Exceed Expectations

5. Role Model

15
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Employee Self-Evaluation — Individual Contributor

Step 17 of 22 — Personal Growth
Select the Personal Growth tab, click Expand to review. Rate yourself on each section.The rating scale goes
from 1 = Does Not Meet Expectations to 5 = Role Model.

@ Performance Performance Process

Performance Process ‘ﬁ-‘ « [ Save ] I Complete ]
UTSA Performance Evaluation

Steps and Tasks 64 ] i
- Self-Evaluation - Update and Complete @ Print | ENotify | &)Export

Rex Johnson 1 Goal Core Val Operation Excell P | Growth S
UTSA Performance Evaluation oas ore vales peration Exeelence e e

09/01/2021+ 08/31/2022 Overview

- ; B
' & Goal Setting Section 4 - Personal Growth

Due Date 11/15/2021

' @ Goals Mid-Year Check In
Due Date 03/15/2022 Personal growth is the ongoing process of understanding and developing oneself in order to achieve one's fullest potential.

* @ Open Evaluation
Due Date 07/01/2022 Expand || » Collapse
~ © Complete Self Evaluation

Due Date 08/15/2022 v Self Development
© Update and Complete

* © Review Manager Evaluation Description : Is personally committed to and actively works to continuously improve themselves; understands that different situations and levels may call
Due Date 09/01/2022 for different skills and approaches; works to deploy strengths; works on compensating for weakness and limits.
Employee RatilL v Jook=
1. Does Not Meet Expectations
Employee Commenjs B I U|li=:=A-B-M -

2. Somewhat Meets Expectations
3. Meets Expectations

4. Exceed Expectations

5. Role Model

16
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Employee Self-Evaluation — Individual Contributor

Step 18 of 22 — Summary

Select the Summary tab and enter Overall Summary comments. Select Calculate All Ratings to calculate the
total average Employee Rating.

@ Performance Performance Process N Q A ¢ @
Performance Process & « Tgavar] ] [ Complete }
UTSA Performance Evaluation - - 2
Steps and Tasks c
Self-Evaluation - Update and Complete @ Print | EINotify | &)Export
UTSA Performance Evaluation
09/01/2021- 08/31/2022 Overview e |
Goals Core Values Operation Excellence Personal Growth ‘ Summary

' @ Goal Setting
Due Date 11/15/2021
¥ Section 5 - Overall Summary

o

Goals Mid-Year Check In
Due Date 03/1512022

* @ QOpen Evaluation
Due Date 0710112022

- 2 B =
© Complete Self Evaluation Employee Rating 000 ]
Due Date o08/1512022

© Update and Complete

<)

Comments | %2 Font - sze ~|| B I U

>
3
A

* © Review Manager Evaluation
Due Date 09/01/2022

Step 19 of 22 — Save

Select Save to keep your changes. This allows you to come back later to edit if you need more time to submit.

Step 20 of 22 — Complete
If you are done with your self-evaluation, click Complete. Manager will receive an email once employee self-
evaluation is completed.

@ Performance Performance Process
Performance Process * < Save ] [ Complete J
) 1| UTSA Performance Evaluation -
Steps and Tasks (4
: Self-Evaluation - Update and Complete @ Print | E9Notify | 8)Export
Rex Johnson 1

UTSA Performance Evaluation Rex Johnson

09/01/2021+ 08/31/2022 Overview

Job Title STUDENT DEVEL SPEC Il Manager Jillian Woolard
»e . Document Type UTSA Performance Evaluation Period 09/01/2021 ~  08/31/2022
Goal Setting
Due Date 11/15/2021 Template Individual Contributor: FY2022 DocumentID 18156
» & Goals Mid-Year Check In Status  Evaluation in Progress Due Date 08/15/2022
Due Date 0311512022 ¥ Employee Data
' o 2
gﬁ;%ﬁrj’;ﬂgzz Department  ASP002 EDUC OUTREACH & RETENTION
. BUENA VISTA STREET BUILDING
Location BVB
~ © Complete Self Evaluation .
Due Date 081152022 Years of Service 2 Years 9 Months
© Update and Complete YearsinJob 2 Years 9 Months

* © Review Manager Evaluation

Due Date 0910172022
Instructions

Enter your ratings and comments for each applicable section and save. When you have finished L
your changes and send this document to your manager for review.

your ion select the G button to save

[T Calculate All Ratings

Goals Core Values Operation Excellence Personal Growth Summary
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Complete Evaluation x

“ou have almost finalized your self evaluation. If you have no further
enfries select confirm to complete this evaluation and send it to your
manager for review.

UT Sys Performance Evaluation

Confirmation - Document Completed

@ You have successfully completed your evaluation.

Step 21 of 22 — Employee Acknowledgment
Once you are ready to confirm the performance appraisal, review completed with your manager. Follow steps
1 -3 to review current documents. Select the Pending Acknowledgment document.

O Employee Self Service Performance @ O\

Rex Johnson &)
STUDENT DEVEL SPEC Il

%)

LD ELB TS 2 My Current Documents

My Historical Documents

Document Type Document Status Period Begin / Period End Next Due Date
Evaluations of Others 0
09/01/2021
o ) UTSA Performance Evaluation Pending Acknowledgement 09/01/2022 >
Historical Evaluations of Others 08/31/2022
=

Step 22 of 22 — Employee Acknowledgment (Continuation)
Select Acknowledge that you and your manager have reviewed the document.

@ Performance Performance Process
Performance Process #| « [ Save ]
[ - UTSA Performance Evaluation
Steps and Tasks C|l ¢
Manager Evaluation - Acknowledge @ Print | E7Notify | &)Export
Rex Johnson 1
UTSA Performance Evaluation Rex Johnson
09/01/2021- 08/31/2022 Overview
Job Title STUDENT DEVEL SPEC lIl Manager Jillian Woolard
» © Goal Setting Document Type UTSA Performance Evaluation Period 09/01/2021 08/31/2022
Due Date 11/15/2021 Template Individual Contributor: FY2022 DocumentID 18156
» © Goals Mid-Year Check In Status  Pending Acknowledgement Due Date  09/01/2022

Due Date 0311512022 ~ Employee Data

* @ Qpen Evaluation
Due Date 07/01/2022 Department ASP002 EDUC OQUTREACH & RETENTION

Location BVB BUENA VISTA STREET BUILDING

o

Complete Self Evaluation .
Due Date 081512022 Years of Service 2 Years 9 Months

YearsinJob 2 Years 9 Months
= © Review Manager Evaluation !

Due Date 0g/01/2022
©_Acknowledge
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(@ Performance rformance Process @& Q A

Performance Process

[ . || UTSAPerformance Evaluation
Steps and Tasks C|| ¢

Confirmation - Employee Acknowledgement
Rex Johnson 1

UTSA Performance Evaluation
09/01/2021- 08/31/2022

@ You have successfully acknowledged this document.

' © Goal Setting
Due Date 11/15/2021

* @ Goals Mid-Year Check In
Due Date 0311512022

' © Open Evaluation
Due Date 071012022

' @ Complete Self Evaluation
Due Date 08/1512022

¥ @ Review Manager Evaluation
Due Date 090112022
View
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