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Manager Evaluation

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

2.  Click Current Documents.

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

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


1.   A list of your direct reports will be displayed by name. Select the employee you wish to
evaluate.

Note:  To view a pdf of the 

employee’s self-evaluation.  On the 

Document Details Page, click on

view next to the “Review Self 

Evaluation”. Once on the Self-

Evaluation, click on the print icon.  

A new tab will open with the pdf 

version of the self- evaluation. You

are able to shift between the two

tabs as you complete the

evaluation.

The performance 

criteria and self-

evaluation are 

completed by the 

employee.

On the complete 

manager evaluation 

row, click Start.

A list of your direct reports will be displayed by name. Select the employee you wish to evaluate.

2.   Click Start to begin the Manager Evaluation.



You my save and return to complete the evaluation as many times as you 

need.

The Available for Review button should not be selected until you are 

finished.  However, if you mistakenly select this button, click on “Return to

Document Detail” button and then select “cancel”. You will be returned to

the Documents Detail page. Select Action of Edit.

The Rating History button, supplies the 
manager with a history of the overall ratings 
for the employee.  Because this is our first year 
completing ePerformance, the employee will  
not have an overall rating history.

3. After selecting start, you will be directed to the Manager Evaluation page. On the top of this page there will be 

the employee data, which consists of the employee’s ID, Department Number and Name as well as their years of 

service.  



Click Expand 
All, to expand 

all the sections 
of the 

evaluation.

View Other 
Authors, allows 
the manager to 
view comments 

made on the 
employee’s self 

evaluation.  
Once you click 
on view other 
authors, click 
expand and 

you will be able 
to view the 
rating and 
comment.

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 the employee’s customer service. 

There are no character limitations.

The 3.00 that is shown above, circled 

in red, represents the average rating 

for this item.  If you click the icon 

beside it you will be taken to the 

Average Ratings screen.

4 = Exceed Expectations

3 = Meets Expectations

2 = Inconsistently Meets 

1 = Needs Immediate Improvement

4.  Complete Section 1 – Customer Service.



The core standard of excellence are pre-loaded. 

The ratings that you are able to choose from

are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement

Note:  You are able to view the rating that the 

employee entered here.

If the employee entered a comment, you are 

able to copy and paste it in your comment 

section by using the writing tools feature. To 

view or copy and paste what the employee has 

entered in their comments on the self-

evaluation, click on Writing Tools.  Once you get 

on the Writing Tools screen, select the 

comment you would like to copy, click add to 

comments, and save and return.  Now the 

employee’s comment is visible in your 

comments box and you can edit as needed.

5.  Complete Section 2 – Core Standards of Excellence.  These standards 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

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement



The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

To calculate the suggested rating, select the
calculator icon.  To override the suggested 

rating click on override

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

6.  Click on the calculator below to calculate the average for the Core Standards of Excellence Section.



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 the employee’s excellence. There 

are no character limitations.

Notice “department” is misspelled.  To 

correct click on the pencil, or if you need to 

delete this key job responsibility click on 

the trash can.

To calculate the suggested rating, select the
calculator icon.  To override the suggested 

rating click on override

If the employee missed adding a key job 

responsibility, you are able to add here by 

selecting “add key job responsibilities”

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



If the employee missed adding a professional 

development, you are able to add it here, but 

clicking on “add professional development” You are now ready to enter comments to 

describe the employee’s professional 

development class taken during the 

evaluation period. There are no character 

limitations.

8.  Review Sections 4 – Annual Training/Compliance and 5 - Professional Development.  Sections 4 and 5 are completed 
by the employee but can be edited by the manager by clicking on the pencil.  



The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement

9.  Complete Section 6 – Performance Factors.  The performance factors 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

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement



The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement



The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement



The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

The ratings that you are able to

choose from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement



The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement

To calculate the suggested rating, select the
calculator icon.  To override the suggested 

rating click on override

10. After rating all performance factors, click on the calculator below to calculate the average for this section.



The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement

11.  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

The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate Improvement



The ratings that you are able to choose

from are:

1. Exceeds Expectations

2. Meets Expectations

3. Inconsistently Meets

4. Needs Immediate 
Improvement

To calculate the suggested rating, select the
calculator icon.  To override the suggested 

rating click on override

12. After rating all of section 7, click on the calculator below to calculate the average.



Click here to add 

Add the title and description of training or 

goal here.  Note:  There is a 50 character 

limit in the title bar. Click on “Update” to 

continue.

To view future 

training/development and 

goals/objectives entered by the 

employee, click on view other 

authors.  If you agree with what 

was entered, click to add the 

Future Training/Development 

and Goals/Objectives.

13. Complete Section 8 – Future Training/Development and Goals and Objectives (If applicable).  If the employee entered 
information here, click on view other authors.  If you approve of what was enter, click on “Add Future 
Training/Development and Goals and Objectives. 



As the manager, you have the ability to edit 

the status of the Annual Health Screening 

Requirement if needed.

14.  Review Section 9 – Annual Health Screening Requirement. 



To calculate the suggested rating, select the
calculator icon.  To override the suggested 

rating click on override

Your comments about the overall 
evaluations are entered here.

15.  Complete Section 10 – Overall Rating.   Click on the calculator to calculate the overall rating of the evaluation. 



If you need to add attachments pertaining 
to the evaluation click Add Attachment

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

edit.

If you are done 
and you are 

ready for your 
employee to 

view the 
document, click 
on Available for 

Review.

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.

16.  If you are complete and would like to make the evaluation available for the employee to review, click on “Available 
for Review”.



Once you click 
OK the 

evaluation will 
be available for 

review.

17.  The next step would be for you to set up a meeting with your employee to discuss the evaluation(s).  Once the 
meeting has been held, return to the document details page by logging back into manager self service and clicking on the 
appropriate evaluation.  Click on Mark Review Conducted.



See next page, if your 
employee refuses to sign 

their evaluation.

18.  Once you click OK, your employee will receive an email.  The employee will have to log in to self service and 
acknowledge the review was conducted.  This step serves as the employee signature.  



19.  If your employee refuses to sign the evaluation, the manager can do so by clicking on acknowledge and selecting the 
appropriate reason below.



20.  After the employee acknowledges the review has been held, the manager will receive an email to complete the 
evaluation process.  



21.  You will be taken to two more screens to confirm the evaluation is complete.  Once you click on “Complete” and 
“OK” the evaluation is concluded.


