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LITSA People Exce”ence Employee Self-Evaluation

Self-Evaluation Overview

The Self-Evaluation portion of the UTSA Annual Performance Evaluation provides the employee an opportunity to
reflect on their progress towards established goals and performance as it relates to the university core values and core
competencies. This resource assists in the technical side of completing this step. For assistance, please reach out to

Talent Management.
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UTSA People Exce”ence Employee Self-Evaluation

Step 1 of 12 — Employee Self-Service
Select the Employee Self Service option from the drop-down on the PeopleSoft homepage.

Employee Self Service v

Step 2 of 12 — Performance Tile
Select the Performance tile.

Performance

il

2 Current Documents

Step 3 of 12 — My Current Documents
The performance documents will appear under My Current Documents. Select UTSA Performance Evaluation.

Note: If the evaluation status shows as Define Criteria, this means the goals have not been submitted. Once
the goals have been submitted and the evaluation has been opened, you may proceed to the self-evaluation.

@ Employee Self Service Performance

<Employee Name>
INSTRUCTIONAL DESIGNER

LU i 21 My Current Documents
Ty Historical Documents :

Document Type Document Status Period Begin / Period End Next Due Date
Evaluations of Others 0 12107/2022

UTSA Probationary Review Track Progress - Checkpoint #3: 160 Days 05/18/2023 >
Historical Evaluations of Others 06/07/2023

09/01/2022
UTSA Performance Evaluation Evaluation in Progress 08/09/2023 >

08/31/2023
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Employee Self-Evaluation

Step 4 of 12 — Goals
Select the Goals tab.

Performance Process &

| UTSA Performance Evaluation
teps and Tasks el i

| Self-Evaluation - Update and Complete

<Employee Name>
UTSA Performance Evaluation . <Employee Name>

09/0172022° 08/31/2023 Job Tide  IPOSITION Manager <<Manager Name>
Document Type  UTSA Performance Evaluation Period 09/01/2022 - 8/31/2023
'8 Go: 9 Template  Individual Contributor: FY2023 Document ID 12345
Due Date '™
Status  Evaluation in Progress DueDate 080912023

*® Gaals Mid-Ye
Due Date ™

¥1® Open Evaluation Department  BHROD1 HUMAN RESOURCE SERVICES
Due Date 312033

~ Employee Data

Instructions: Self-Evaluation

=0 Complete Self Evaluation

Enter your ratings and comments for each applicable section and Save. When you have finished updating your evaluation select the Complete button to save your
changes and send this document 1o your manager for review.

Due Date

© Update and Complete

* O Review Mana
Due Date

Care Values Operation Excellence Core Competencies Summary

~ Section 1 - Goals

Provide the final status of the goal and any applicable comments.

ind | v Collapse

» Training Goal

» Training Goal 2

@Print | E3Notify | )Export

Select Expand to review goals.
Rate yourself on each goal and add your comments, making sure to Save often.
(The rating scale has 2 choices: Goal Achieved or Goal Not Achieved.)

Performance Process o
UTSA Performance Evaluation

Self-Evaluation - Update and Complete

teps and Tasks ol

<Employee Name>
UTSA Performance Evaluation Instructions: Seif-Evaluation

09/01/2022° 08/31/2023 Entier your ratings and comments for éach applicable section and Save. When you have finished updating your evaluaton select he Complets bulton 10 5ave your

changes and send this document 10 your manager for review.

Goals Core Values Operation Exceflence Core Competencies Summary

Save

Complete

* Section 1 - Goals

Provide the final status of the goal and any applicable comments.

Print | EJ Notify |

Export

~ Training Goal

Description - | will develop 5 trainings medules that align to the needs of leaders by August 2023

Employee Commaent: e-=

Employee commants

0Ti15:2023 - More amployes comments

ooeh ey RS 1T TIP: Utilize the Spell Check
= Training Goal 2 feature when drafting
Deseription  Goal descrpton your Comments.
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Employee Self-Evaluation

Step 5 of 12 — Adding Attachments

You have the ability to attach documents. These documents can include examples of your work, certifications
and/or other documents you feel demonstrate your performance throughout the year.

To upload a document, click Add Attachment. A file Attachment window will appear with the file name displayed
and a place for you to enter a description. Click Upload to upload the document.

< Performance

Performance Process «

]

Performance Process

Steps and Tasks ‘E‘ ‘Z‘

UTSA Performance Evaluation

<Employee Name>
UTSA Performance Evaluation
09/01/2022° 08/31/2023Overview

} @ Goal Setting
Due Date 11302022

*'@ Goals Mid-Year Check In
Due Date 033112023

' © Qpen Evaluation
Due Date 023172023

~'® Complete Self Evaluation
Due Date o02/09/2023
© Update and Complete

'@ Review Manager Evaluation
Due Date 023172023

Self-Evaluation - Uopdate and Complete
Froviae e Tinal staws or tne goal anda any applicanie Comments.

~ Expand | » Collapse

» SOP's for eCourse Requests and Creation
» Leadership Foundations Course
» Performance Evaluations

» Presentation Branding for TM

Return to Current Documents

@ Print | = Notify | &) Export

File Attachment

Attachments

Chooye File | Mo M chomen

No Attachments have been added to this document

+  AddAttachment I

¥ Audit History

Tip: You can add attachments at any point as you are working through your evaluation process.

For your manager to view the documents when they are completing the Manager Evaluation, you must select

Employee and Mana

ger in the Attachment Audience.

Antachmanis

File Nams

Figem Hybeid_Tiparm m
o e anmenman

* Audit History

Attachment Audience

Description [Dom Leave Blank)
ndo | LF Course “Il
l
Emgloyea Only

Empicyes arvd Manages

Last Update DateTime Upoaded By
4122023 |
> 01A4PM Adystiea Techam a

TIP: When saving these documents, please be sure to include enough information in the title so that your
manager knows what the file is and what core value or competency it relates to.
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Employee Self-Evaluation

Step 6 of 12 — Core Values
Select the Core Values tab, click Expand to review.

Performance Process L

UTSA Performance Evaluation
Self-Evaluation - Update and Complete

[ Calculate ANl Ratings

Goals [ Operation Excellence Cora Compedencies Summary

* Saction 2 - Core Val

Steps and Tasks & 8

<Employee Name>
UTSA Performance Evaluation
09/01/2022° 08/31/2023

"' © Gpals Mid-Year Check |
Due Date !

+'8 Open Ey
Due Date

- @ Can

Due Date

¥ Integrity

* O Review Man
Due Date

b Excellance

¥ Inclusiveness

} Respect

b Collaboration

¥ Innovation

Core Values Summary

We encourage an emvinonment of dislogue and dizcovery, where integnty, excellence, inclusiveness, respect, collaboration and innovation are
fostered, UTSAS core values reflect how we, a3 employees, have pursued this plan as well as how we will Tulfill sur mission and realize our
vigion

| Save Complete

&Print | = Notify | 8 Export

Rate yourself on each Core Value and add your comments, making sure to Save often.
The rating scale goes from 1=Does Not meet Expectations to 5=Role Model. (see below)

There are 2 options for rating yourself.
Option 1: Select a rating from the drop down box in Employee Rating.
Option 2: Select this symbol: || A rubric will appear on the screen.

Select the appropriate rating and then click Select Proficiency. Then click Return.

Parformance Process &

Proficienci
" UTSA Performance Evaluation roficiencies
Sieps and Tasks [ ad i

- Self-Evaluation - Update and Complete
<Employee Name> : = -
UTSA Parformance Evalustion i

Rating

= ©  1.DoesNotMeet

09/01/2022" 08/31/2023_ Owerview 1 Expectations
Goals Core Values Operation Excellance Core Compatencies Summa
v 8 Goal Selting
Due Data 7130302
Ve * Section 2 - Core Values O 2 SomewhatMeets

Expectations

Due Date

'We encourage an environment of dealogua and discovery, where inbegrity, axcelience, inclusienas
fostared. UTSA core values reflect how we, 85 employees, have purswed this plan as wed as hol

¥ision
m © [

4. Exceed
Expectations

ing that one

Empiloyes Rating I ]

Employes CoMmments

5. Role Model

1. Does Not Mee! Expectatons = || B T U &= §
2. Somewhat Meats Expectatons ¥
3 Mz Expeciations
4 Exceed Expeciations
5. Role Modet

Retum

Numeric
Rating

1.00

200

©

8

o

Description

Fails to apply the appropriate laws, regulations and university policies. Does not practice
confidentialty and fails to accurately determine ethical dilemmas and conflicts of interest
to mitigate risk

If an employee is rated "Does Not Meet Expectations,” please provide a detailed
comment vith evidence of rating

Inconsistent in application and adherence to the appropriate laws, reguiations and
universiy policies. Does not practice the expected standard of confidentialty. May not
accurately determine ethical dilemmas and conficts of interest to mitigate risk.

If an employee is rated "Somewhat Meets Expectations”, please provide a detailed
comment vith evidence of rating

Complies with all appropriate laws, regulat d university policies in pe
his or her job responsibilties. Practices confidentiality and meets the expected standard
of behavior to identify ethical dilemmas and conflicts of interest in effort to mitigate risk.

Maintains confidentialty, stewards university resources with integrity. Works to ensure
compliance related to his o her job responsibiliies. Identifies and addresses ethical
dilemmas and conflicts of interest to mitigate fisk

Models and leads by example in the stewardship of university resources. Actively works
to consider issues of compliance and confidentialty as it relates to the performance of
their ob responsibilties and identiy ethical dilemmas and conflicts of interest, taking
action to avoid or prevent them.

If an employee is rated "Role Model " please provide a detailed comment with evidence of
rating,
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Employee Self-Evaluation

Step 6 of 12 — Core Values (Continued)

After you have rated yourself on each of the 6 Core Values, calculate all ratings.
There are 2 options for calculating all ratings.

Option 1: Select Calculate All Ratings at the top of the screen.
Option 2: Select the calculator symbol above the comments field in the Core Values Summary.

£ Perlomanc:

Performance Process
Parformance Process &

E 4 UTSA Performanc: Evaluation
Steps and Tasks o i

i
<Employee Namm -
UTSA Performance E od
09/01/2022° 08/31/2023 T

Goals Core Values Operation Excallance Core Competencies Summary
* & Gpal Setting

Due Date

* & Goals Mid-Yaar Chedk In * Seclion 2 - Core Values
Due Date e
* @ Open Eval

Due Date

We encourage &n envinonment of disiogue and discovery, where integnty, excellencs, Inclusrreness, respect, coliaboration and inmovation are

fostered, UTSA's core valwes reflect how we, as employees, have pursued this plan as well a5 how we will Tulil cur migsion and realize our
Vigiod

= O Comple

Due Da%s = Expand | » Collapse

o Update and Complele

¥ Integrity

* O Raview Ma

aluation
Due Date =

b Excellence

¥ Inclusiveness

¥ Respect

b Collaboration

¥ Innovation

Core Values Summary

Employes Rating 000" ‘ m

comments | |52 Foi [ -|lB T U= = AR @Spell Check
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Employee Self-Evaluation

Step 7 of 12 — Operation Excellence
Select the Operation Excellence tab.
Click Expand to view.
Rate yourself on each indicator and add your comments, making sure to Save often.
The rating scale goes from 1=Does Not meet Expectations to 5=Role Model. (see below)
There are 2 options for rating yourself.

Option 1: Select a rating from the drop down box in Employee Rating.

Option 2: Select this symbol: |2 A rubric will appear on the screen.

Rating Note: Goals are either achieved or not achieved and are not calculated as a part of the overall rating.
The subsequent tabs are equally weighted in the overall summary rating.

{ Performance Performance Process H
Performance Process ‘i “ Complete
| . || UTSAPerformance Evaluation
Steps and Tasks ‘ (4 H H | = ~
— Self-Evaluation - Update and Complete @Print | E1Notify | @) Export

<Employee Name>
UTSA Performance Evaluation

09/01/2022° 08/31/2023 Overview Enter your ratings and comments for each applicable section and Save. When you have finished updating your evaluation select the Complete button to save your
changes and send this document to your manager for review.

Instructions: Self-Evaluation

* @ Goal Setting
Due Date 11302022 [F] Calculate All Ratings

* @ Goals Mid-Year Check In
Due Date 023112022 ‘ Goals

Core Competencies

| Core Values [ ‘Operation Excellence

‘ Summary ‘
* @ Qpen Evaluation P F ti I/Technical Skill
Due Date 03312023 unctional/ Technica nis

. ¥ Section 3 - Operational Excellence
~ ® Complete Self Evaluation

Due Date 0e/0912023

© Update and Complete A philosophy of the workplace that embraces priocinles-ae= 0TS (0 Create a culture of excellence within the organiz; H :
see, deliver, and improve thafawsetrate 10 a customer. » Action Oriented

~ Expand | j# Collapse

¥ Functional/Technical Skills

* ® Review Manager Evaluation
Due Date 0e/3112023

Description : Has the functional and technical knowledge and skills to do the job at a high level of accomplishment

Employee Rating

Employee Comments

1. Does Not Meet Expectations §ze - B J U = := A- @-
2. Somewhat Meets Expectationsh L A-B-3 Spell Check
3. Meets Expectations

4. Exceed Expectations
5. Role Model

Note: This job aid is based on an Individual Contributor evaluation. If you are in a different role, your tabs will have
different labels, but the process remains the same.

After you have rated yourself in each area, calculate ratings using either of the options explained in Step 6 (page 7).
Make sure to Save often.
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Employee Self-Evaluation

Step 8 of 12 — Core Competencies
Select the Core Competencies tab.
Click Expand to review.
Rate yourself on each section and add your comments, making sure to Save often.
The rating scale goes from 1=Does Not meet Expectations to 5=Role Model. (See below)
There are 2 options for rating yourself.
Option 1: Select a rating from the drop down box in Employee Rating.
Option 2: Select this symbol: |2 A rubric will appear on the screen.

£ Performance Performance Process H
Performance Process ‘i “ Complete
[ . || UTSA Performance Evaluation
Steps and Tasks ‘ c H H ‘
— | Self-Evaluation - Update and Complete @Print | E Notify | &) Export
<Employee Name> Instructions: Self-Evaluation

UTSA Performance Evaluation

00/01/2022" 08/31/2023 Overview Enter your ratings and comments for each applicable section and Save. When you have finished updating your evaluation select the Complete button to save your

changes and send this document to your manager for review.

' © Goal Setting
Due Date 11/30/2022 [@ Calculate All Ratings

* @ Goals Mid-Year Check In 10 1 h |
Due Date 033112023 ‘ Goals ‘ ‘ Core Values ‘ | Operation Excellence Core Competencies Summary | b Self Development

*' @ Open Evaluation
Due Date 033112023

¥ Section 4 - Core Competencies N . -
- © Complete Self Evaluation » Dealing with Ambiguity
Due Date 0si09/2023

© Update and Complete Demonstrable characteristics and skills that enable people to deliver superior performance in a given job, role or situati

competency through education, training, experience and natural abilities

*'® Review Manager Evaluation
Due Date 083112023 ~ Expand » Collapse

v Self Development

» Customer Focus

Description : Is personally committed to and actively works to continuously improve jp€mselves; understands that different situations and levels may call for
different skills and approaches; works to deploy strengths; works on compensatipg”for weakness and limits.

Employee Rating

Employee Comments § 1 Does Not Meet Expectations
2. Somewhat Meets Expectationggs:
3. Meets Expectations

4. Exceed Expectations
5. Role Model

BIU =3:=AB M@ @Spell Check

Note: After you have rated yourself in each area, calculate all ratings using either of the options explained in Step 6
(page 7).

Make sure to Save often.

Note: The competencies have been divided into two tabs with an equal
distribution of weight across Core Values, Operation Excellence and Core
Competencies. Each weighing one third of the overall summary rating.
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Employee Self-Evaluation

Step 9 of 12 —Summary

Select the Summary tab and enter Overall Summary comments.

Select Calculate All Ratings or the calculator icon next to the Employee Rating field to calculate the total average

Employee Rating.
Save to keep your changes.

{ Performance Performance Process

Performance Process

Steps and Tasks ‘j:‘

UTSA Performance Evaluation

Self-Evaluation - Update and Complete
<Employee Name>

UTSA Performance Evaluation Instructions: Self-Evaluation

changes and send this document to your manager for review.

'@ Goal Setting

@ Print | E)Notify | &) Export

00/01/2022° 08/31/2023 Overview Enter your ratings and comments for each applicable section and Save. When you have finished updating your evaluation select the Complete button to save your

—
Dus Date 111202022 I [ Calculate All Ratings I

* @ Goals Mid-Year Check In
Due Date 033172023 ‘ Goals | ‘ Core Values ‘ ‘ Operation Excellence ‘ ‘ Core Competencies | Summary I

'@ Qpen Evaluation
Due Date 033172023

¥ Section 5 - Overall Summary

*' © Complete Self Evaluation
Due Date 0810972023

© Update and Complete
5 Ry Meroge Evsnien ./'
Due Date 082112023 Employee Rating 000 2

Comments | | 52 Font | Size -||B I U

A-B-

Step 10 of 12 — Save

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

‘ | Complete ‘

& Print | E1Notify | &]Export

10
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Employee Self-Evaluation

Step 11 of 12 — Complete
If you are done with your self-evaluation, click Complete. Your manager will receive an email once your
employee self-evaluation is completed.

{ Performance Performance Process

Performance Process ‘ # «

| . || UTSA Performance Evaluation
Steps and Tasks | (¢4 H H ‘

Self-Evaluation - Update and Complete
<Employee Name>

UTSA Performance Evaluation
00/01/2022° 08/31/2023 Overview

Instructions: Self-Evaluation
Enter your ratings and comments for each applicable section and Save. When you have finished updating your evaluation select the Complete button to save your
changes and send this document to your manager for review.

' @ Goal Setting
Due Date 11/3012022

[E] Calculate All Ratings

*' @ Goals Mid-Year Check In
Due Date 0331/2023

| Goals H Core Values H Operation Excellence H Core Competencies H Summary ‘

}'© Open Evaluation
Due Date 0331/2023
- .
~' © Complete Self Evaluation Section 5 - Overall Summary
Due Date o0s/09/2023
© Update and Complete

* © Review Manager Evaluation
Due Date 08/31/2023

Employee Rating 375 @ @

D
)

Comments | 52 Font v|| Size - || B T

(5]
i
i
|»
>]
H

@ Print | = Notify | &]Export

Complete Evaluation

You have almost finalized your self evaluation. If you have no further
entries select confirm to complete this evaluation and send it te your

manager for review.
Cancel

UTSA Performance Evaluation

Confirmation - Document Completed

© You have successfully completed your evaluation.

11
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Employee Self-Evaluation

Step 12 of 12 — Employee Acknowledgement
Once you have met with your manager and are ready to confirm the performance evaluation, select your
UTSA Performance Evaluation.

Performance

<Employee Name>
INSTRUCTIONAL DESIGNER
Fl
LR O My Current Documents
ety Historical Doourments
Dooumaent Type Document Status Pericd Begin / Pericd End Hext Due Date
Evaluations of Others L e —
wi L
LUTSA i v ok Pr kg 3 160 D a5 3
ithancal Evakastions of Dihers UTSA Probatanary Review Track Progress - Checkpont #3. 160 Days — 05187202
08/31/2023 .
UTSA Performaance Evaluation Pending Acimowdadgamen OEA12023 H
09/01/2022

Review the EE Acknowledgement tab and add your comments.
Then select Acknowledge after you and your manager have reviewed the document.

Performance Process

Performance Process

Steps and Tasks

<Employee Name>
UTSA Performance Evaluabon
09/01/2022° 08/31/2023

ve Sattrg
Due Dale n
) 4 Wik Year Chrk
Due Dale

+ 8 Open Evaloal
e Drale

V8 Camplete Saif Ev
Dhue Dale oeps
= @ Rorew Manager Evaluatior
Due Dale ceoe

o Ak ’

e

UTSA Performance Evaluation

Manager Evaluation - Acknowledge
<Employee Name>
Job Tide  POSITION

Document Type LUTSA Perfommance Evaluabon
Teenplate  Indnadual Cantribubar, FY 2023
Status  Pending Acknowledgement
~ Employes Data

Department BHROOT

Instructions: Self-Evaluation

Tz document i curmently wasting for your acknowiedgrment

Prowede any fnal feedback in the EE Achmonifecgemenl tal. Chick Save and than sebect the Acknowledps bution o confem that you and

this dacument

Goals Core Values Operaton Excellance

= Section § - Employea Comments

Employes Comments

HLUSAN RESOURCE SERVICES

Code Competences Surmmary I[:EEmmmdgmm |

Manager <<Manager Name>
Peried  09/01/2022 - 8/31/2023
Document D 12345
Duiw Date  DA312023

N manager have Biscussed

&
Al
049

12
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Employee Self-Evaluation

Step 12 of 12 — Employee Acknowledgment (Continuation)
Confirm that you and your manager have reviewed the document.

Performance Process

Performance Process o

" Acknowledge Review Held
Steps and Tasks [ hg

You have chosen to acknowledge that you and your manager have
<Employee Name> fenewed is documant
UTSA Pefformance Evaluaion
09/01/2022° 08/31/2023 }

F o Gl Sattin
Due Diate 0

v Goals Mid Year Check
D Diate 22
¥ 0 e Evalisal
Due Date 5392
(- et 5
D Crate
= & Ry b
Dour Diaber o

© Acknodedge

The message below will appear on the screen confirming that you have completed the Employee Acknowledgement.

¢ Perkmmaen Performance Procoss
[Parformants Process o
UTSE Pefarmanes Evaluson
whipa arnd ikl =] i
Confirmation - Employee Acknowledgemant
<Employee Name>
UTEA Perfamancs EvalLfion

09/01/2022  08/31/2023 & Fou have sccessh iy ECnTWis0ged mis daoumen

L | y
D D 10300
g Th

Dhii Dats

13
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