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Peoplesoft ePerformance

• Purpose –

– To provide a brief overview of the performance 

evaluations in Peoplesoft (ePerformance).

– To define Performance Criteria.

– To provide you with the detailed instruction for 

completing your performance evaluation.



Overview

• What is ePerformance? The electronic on-line document 
used to formally evaluate staff performance within the 
Peoplesoft System.  The evaluation contains three 
potential components within the process:

– Establish Performance Criteria

– Employee Self Evaluation

– Manager Evaluation

• A meeting has been or will be conducted with the 
leadership in your division to determine which 
component(s) is best suited for your division.  Please ask 
your immediate supervisor which component(s) will be 
utilized.



What is the Performance Criteria?

• The establish performance criteria component sets up the key 
job responsibilities and professional development.  The data 
you enter in these sections (3 and 5) will roll over to the self-
evaluation and the manager evaluation.

• To complete the performance criteria, the employee and the 
manager will need to discuss the duties that will be entered.

– Quick Tip:  If you have a saved Word version of your 2016 
evaluation (or prior year), you may be able to simply copy 
and paste (or use to create high level key job 
responsibilities).

– Note:  Responsibilities title box has a 50 character limitation; 
however, the comments section is unlimited and can be 
used to provide more detail.



Lets get started!

To access the Performance Management Tool, log on to Manager Self Service/PeopleSoft at

https://hrp461.augusta.edu/psp/hrp461/?cmd=login&languageCd=ENG&

Navigate by clicking: Main Menu > Self Service > Performance Management > 
My Performance Documents > Current Documents. 5
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2.  On this screen the Performance Criteria, Complete Self Evaluation and Review Manager 
Evaluation components will be available.  Select start, to establish the Performance Criteria.  

1.  Click on Annual Performance Review
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NOTE:  Before completing the performance 
criteria component, please meet with your 
manager to decide the key job responsibilities 
that will be entered.  It may be helpful to obtain 
your previous Word evaluation for guidance.



After selecting start, you will be directed to the Performance Criteria page. The performance criteria component allows the 

employee to add the key job responsibilities (Section 3) and if applicable, the professional development (Section 5).  

3. Scroll down to Section 3 and click Add Key Job Responsibilities.

4.  Add the Key Job Responsibility in the title box and click on update.  There is a 50 character limitation in this box.  
However, you will be able to add more detail during the self evaluation in the “comment” section.

Example of Key Job 
Responsibility

If you need to edit the 
key job responsibility 
that was entered click on 
the pencil.  If you need to 
delete the key job 
responsibility that was 
entered click on the trash 
can.
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You are allowed to add 
as many key job 
responsibilities as you 
need.  Please discuss 
these responsibilities 
with your manager 
before completing.



5.  The next section to complete is section 5, Professional Development (if applicable).  Click on Add Professional 
Development.

6.  Add the Professional  Development in the title box and click on update.  There is a 50 character limitation in this box.  
However, you will be able to add more detail during the self evaluation in the “comment” section.  Select update to 
continue.

Example of Professional 
Development

If you need to edit the 
professional 
development that was 
entered click on the 
pencil.  If you need to 
delete the professional 
development that was 
entered click on the trash 
can.8



7. After completing sections 3 and 5 (if applicable), scroll down to the bottom of the page and click complete.  

Note: If your department chose not to utilize the self-evaluation, you are finished.  Your manager will receive an email to 
complete the manager evaluation.    Go to the *  on page 36 for further instructions.  If your department chose to 
complete a self-evaluation please continue to #8.

8.  You will be directed back to the document detail page.  To start your self evaluation, click on Start in the next action 
column.  

9



Example of Customer 
Service

Click Expand 
All, to expand 

all the sections 
of the 

evaluation.

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your customer service efforts. 

There are no character limitations.

9.  Complete Section 1 – Customer Service
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Click on this icon to

get a description of

the ratings.

A spell check feature is 

also provided. Click

this icon to check your

spelling.



Example of Leadership

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your leadership efforts. There are 

no character limitations.

10.  Complete Section 2 – Core Standards of Excellence.  These Standard are pre-populated.
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The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your collegiality. There are no

character limitations.

Example of Collegiality
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Example of Compassion

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your compassion. There are no

character limitations.
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Example of Excellence

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your excellence. There are no

character limitations.
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Example of Inclusivity

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your inclusivity efforts. There are 

no character limitations.
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Example of Integrity

You are now ready to enter comments to 

describe your integrity. There are no

character limitations.

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement
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11.  Click on the calculator to calculate the average for the Core Standards of Excellence Section.

12.  Complete Section 3 – Key Job Responsibilities.  The key job responsibility that was entered during the Performance 
Criteria, rolled over to your self-evaluation.

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement Additional information about your job duty 

may be entered here.  This field is 

unlimited.
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Click on the pencil to be taken to the next 

screen.  

Your options will be:

- Yes

- No

- Not  required this Cycle

13.  Complete Section 4 – Annual Training/Compliance.  Once you click on the pencil you will be taken to a screen that 
allows you to select your answer.
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The professional development that was 

entered on the Performance Criteria 

rolled over to  your self-evaluation

Example of 
Professional 

Development

14.  Complete Section 5 – Professional Development.  The professional development that was entered on the performance 
criteria rolled over to the self evaluation.   If you did not enter a professional development, proceed to Section 6.

You are now ready to enter comments in 

reference to your professional 

development. There are no character 

limitations.
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The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your job knowledge. There are no

character limitations.

Example of Job 
Knowledge

15.  Complete Section 6 – Performance Factors.  The performance factors are pre-populated.
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The ratings that you are able

to choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your quality of work. There are no

character limitations.

Example of Quality of 
Work
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The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement

You are now ready to enter comments to 

describe your productivity. There are no

character limitations.

Example of 
Productivity
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The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement
You are now ready to enter comments to 

describe your recordkeeping and/or 

documentation. There are no character 

limitations.

Example of 
Recordkeeping 

and/or 
Documentation
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Example of Reliability

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement You are now ready to enter comments to 

describe your reliability. There are no

character limitations.
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The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement You are now ready to enter comments to 

describe your adaptability. There are no

character limitations.

Example of 
Adaptability
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The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement You are now ready to enter comments to 

describe your initiative. There are no

character limitations.

Example of Initiative
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You are now ready to enter comments to 

describe your attendance. There are no

character limitations.

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement

Example of 
Attendance
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The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement
You are now ready to enter comments to 

describe relationship with others. There are 

no character limitations.

Example of 
Relationship with 

Others
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Example of Adheres 
to Policies and 

Procedures

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement
You are now ready to enter comments to 

describe how you adhere to policies and 

procedures. There are no character 

limitations.

16. Click on the calculator to calculate the average for the Performance Factors.  
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17.  Complete Section 7 – Manager/Professional Staff Only (If applicable).  This section is for Managers and Exempt level 
staff only. The questions are pre-populated.

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement
You are now ready to enter comments to 

describe your planning and analytical ability. 

There are no character limitations.

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement
You are now ready to enter comments to 

describe your manager skills. There are no

character limitations.
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The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement You are now ready to enter comments to 

describe your mentoring of others. There 

are no character limitations.

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement You are now ready to enter comments to 

describe mentoring of others. There are no

character limitations.
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The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

You are now ready to enter comments to 

describe your communication skills. There 

are no character limitations.

18. Click on the calculator to calculate the average for the Managerial/Professional Staff.  
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19.  Complete Section 8 – Future Training/Development and Goals and Objectives (If applicable).  

Click here to add 

Add the title and description of future 

training/development and goal/objectives 

here.  Note:  There is a 50 character limit in 

the title bar; the long description box is 

unlimited.  Once entered, click on update to 

continue.
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20.  Complete Section 9 – Annual Health Screening Requirement.  

Select the pencil to be enter your status.

Your choices will be:

-No

- Not required for this cycle

-Yes

Click on update  to continue.

If you have questions about whether or 

not you are required to have an annual 

healthy screening, please see your 

immediate supervisor.
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21.  Complete Section 10 – Overall Rating.   Click on the calculator to calculate the overall rating of the self-evaluation. 

Allows you to 
save where you 
are and come 
back later to 

edit.

If you are done 
with your self-
evaluation click 
on Complete.

If you would like to print 
your self-evaluation click 

on the printer icon.  If you 
would like to email your 

self-evaluation click on the 
email icon.

Click here if you 
would like to 
return to the 

Document 
Details page.
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Note:  If you click complete, but realize that you need to modify your self-evaluation contact Tracy West,  at 706-721-
7308 to re-open your self-evaluation.   Unfortunately the performance criteria component can not be re-opened.  Any 
modifications needed for your performance criteria will have to be made by your manager during the manager 
evaluation.



Once your self-evaluation is complete, your manager will receive an email alert to complete the manager evaluation.  

*After the manager completes the manager evaluation, you will receive an email notification that the manager evaluation is 

available for you to view.  At this point you are allowed to make comments and save them.

The next step would be for the manager to set up a meeting to discuss the evaluation(s).

Once the meeting is held and the manager marks the evaluation as “Review Held”,you will receive another email.  This email will 
request that you acknowledge the review has been conducted.

Click on Acknowledge> Acknowledge 

Review>OK. .
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This concludes your online performance evaluation.  Your evaluation is now available in historical documents.
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