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Overview

The Manager Evaluation portion of the UTSA Annual Performance Evaluation provides the manager an opportunity to
review and provide feedback on employee progress towards established goals and performance as it relates to the
core values and core competencies of the university. During this process, the employee and manager review each
section of the evaluation providing comments and ratings based on performance. The year-end process includes time
for the employee and manager to discuss performance, review manager assigned ratings, and begin setting goals for
the year ahead. This resource assists in the technical side of completing this step. For assistance, please reach out to
Talent Management.

Setting

UTSA's Mission, Vision, SMART Goals

and Core Values
A Mid-Year
Ongoing Check In

Employee
Coaching
Review & and
Reflect on
Performance Development

Annual

Performance
Evaluation
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Step 1 of 15 — Manager Self-Service
Select the Manager Self-Service option from the drop-down menu on the PeopleSoft homepage.

Employee Self Service v

Employee Self Service

Manager Self Service

Step 2 of 15 — Performance Tile
Select the Team Performance tile.

Team Performance

AN
alal

£

Step 3 of 15— Current Documents
A list of available Current Documents will appear. Select an employee to continue.

@ Manager Self Service Team Performance

~* Current Documents
Current Documents

“+5 Historical Documents

S rows
" View-Only Documents E‘

L. Approve Documents

Period Next Due
Name / Job Title Document Type Document Status Begin / Date

Period End

F 0910172022

Employee e UTSA P_erformance Evaluation in Progress 08/09/2023 N
ORGANIZATIONAL DEV Evaluation 08/31/2023
SPECIALIST

09/01/2022
Employee Name UTSA Peﬁormance Evalu®gn in Progress 08/09/2023 5
ORGANIZATIONAL DEV Evaluation 08/31/2023
SPECIALIST

Employee Name ]
R TIP — If the document status does not say

“Evaluation in Progress”, you may need to
open the Evaluation.

(See Feature — Open Evaluation on page 16.)
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Step 4 of 15 — Verify

Verify the employee’s name.

Performance Process
Steps and Tasks
Employee Name

UTSA Performance Evaluation
09/01/2022 - 08/31/2023

*'® Open Evaluation
Due Date 03312023

& Manager

Due Date

© Update and Submit

Pending Approval

Share with Employee

Per Acki

dgement

UTSA Performance Evaluation

Manager Evaluation - Update and Submit

Employee Name
Actions =

Job Title

Document Type

~ Employee Data

Template

Status

Department

Instructions: Manager Evaluation

Enter ratings and comments for each section of the evaluation, The syslem requires comments for ratings of 1, 2 and 5 along with summary ratings prior to submitiing for

final approval

Remember to SAVE often.

\When all ratings are entered, click Save. Do not submit the evaluation at this time

[ Calculate All Ratings

Goals Core Values

¥ Section 1 - Goals

Operation E

INSTRUCTIONAL DESIGNER
UTSA Performance Evaluation
Individual Contributor: FY2023

Evaluation in Progress

Manager Manager Name
Period 09/01/2022 -08/31/2023

Document 1D 34222

Due Date  09/08/2023

BHROD1 HUMAN RESOURCE SERVICES

Core G i EEA
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Step 5 of 15 — Review Employee Attachments

To see the employee’s attachments, you must open the Self Evaluation. Go to Review Self-Evaluation and click View.

Performance Process B«

Steps and Tasks &4

Employee Name
UTSA Performance Evaluation
09/01/2022 —8/31/2023 Overview

*' © Goal Setting
Due Date 1173072022

' @ Goals Mid-Year Check In
Due Date 0353172023

} © Open Evaluation

g & gsts 031312023

e ilt(wlew Self [ valuamt{
Due Date  08/09/2023

View

Scroll down to find the Attachments section. All attachments will be located in the same section, regardless of what
tab they were originally added.

To view the attachment, Click the File Name.
Click Save to attach to the Manager Evaluation.

NOTE: Employees are not required to upload attachments. If you do not see an attachment, verify with the employee
that they did not include any attachments.

Self-Evaluation - Completed

UTSA Partormance Evaluston ’
Salf-Evaluation - Completed & | BN i
* Section 1 - Goals
Provide the final shatus of the oal &nd &y Bppcabla COMMams
= Expard | » Collapss
¥ Training Goal
F Training Goal 2
Aftachments
File Name Description (Do Lo sty LastUpdateDate/Time  Uploaded By Save to Manager Evalusiion
23 pedl Emplones and Manager EWCM!U d ‘?“I ]?;20.2? Employee Name
B —— E—— e T D
g 1 F Employes and Manager Eﬂgﬁ o 2‘&;;&? Employee Name
Remole_and Hybnd Teams -Communication docx Employen and Mansgor :mw ?ﬂ;;i‘;ﬁ Employee Name Savr
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Step 5 of 15 — Review Employee Attachments (Continued)

You will get this pop-up:

Attachment FINAL__ Bold_MNew _Joumey 4 62023 pdl succassiully copied (4600,377)

File was successfully copied to the manager avaluation
Refresh the manager evaluation to see the file

1

You'll need to Refresh the Manager Evaluation to view the file(s). To refresh, Click the Icon below:

Performance Process

B/ «

Steps and Tasks

1]

After you refresh, click Complete Manager Evaluation then Update and Submit.

Performance Process

Steps and Tasks

Emplovee Name

UTSA Performance Evaluation
09/01/2022 —8/31/2023

k'@ Goal Setting
Due Date 13020

F & Gpals Mid-Year Check In
DUE‘ Date, 03312023

P e Open Evaluation
Due Date 03312023

* @ Review Self Evaluatior]
Due Date 080972023

View

Due Date (a0ar2023

= ® Complete Manager Evaluation

# o
64

Ovenview

@ Update and Submit
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Step 6 of 15 — Evaluate Goals

Select the Goals tab, Rate the employee on each competency, then provide Comments for each goal, making sure to
Save along the way.The rating choices are Goal Achieved or Goal Not Achieved. As you begin to rate the employee,
you will be able to view the rating they gave themselves just below your comment box.

¢ Team Performance

Performance Process

Performance Process - 1 Save ‘ Submit for Approval |
| UTSA Performance Evaluation " .
Steps and Tasks (s ]
| Manager Evaluation - Update and Submit
Employee Name

@ Print | EJNotify | ) Export

UTSA Performance Evaluation

e Goals Core Values Operation Excellence Core Competencies Summary EE Acknowledgement
09/01/2022 - 8/31/2023 Overview
'@ Goal Setting .
Due Date 140022 ¥ Section 1 - Goals

+'® Goals Mid-Year Check In

Duc Date 02312023 Provide the final status of the goal and any applicable comments

* & Open va'uatl_al’: s » Collapse
Due Date 03312023

™ @ Review Self Evaluation

* Training Goal
Due Date 08092023

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

Manager Rating | Goal Achieved ~

View

~ ® Complete Manager Evaluation Manager Comments

Due D o5 Goal Achieved B I U|i=:A-B-m @
09108/2023
MeDale Goal Not Achieved 7
© Update and Submit 17 3A7 Manager Mid-Year Comments
8/10 Manager Comments
Pending Approval
Share with Employee TIP - Utlllze the Spe"
Employee Rating  Goal Achieved
Pending Acknowledgement

Employee Comments [Emgioyee comments.

Check feature when
adding your comments.

7/15/2023 - More employee comments
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Step 7 of 15 — Evaluate Core Values
Select the Core Values tab, click Expand to review

£ Team Performance

Performance Process

Performance Process

Employee Name
UTSA Performance Evaluation

'@ Goal Setting
Due Date 11302022

'@ Goals Mid-Yea
Due Date

}' @ Open Evaluation
Due Date 03312023

Due Date

View

~ ® Complete Manager Evaluation
Due Date ~ "/0s20z3

b Update and Submit

Pending Approval

Share with Employee

Pending Acknowledgement

Steps and Tasks [ o]

09/01/2022 - 8/31/2023 Overview | Instructions: Manager Evaluation

UTSA Performance Evaluation

Manager Evaluation - Update and Submit @ Print | ) Notify | #)Export
2 You have successfully saved your evaluation.

Enter ratings and comments for each section of the evaluation. The system requires comments for ratings of 1, 2 and 5 along with summary ratings prior to submitting for
final approval

Remember to SAVE often

When all ratings are entered, click Save. Do not submit the evaluation at this time,

8] Calculate All Ratings

Goals [ Operation Excellence Core Competencies Summary EE Acknowledgement

¥ Section 2 - Core Values

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

¥ Integrity
» Excellence

¥ Inclusiveness

Rate the employee on each competency, then provide Comments for each core value, making sure to Save often.
The rating scale goes from 1 = Does Not Meet Expectations to 5 = Role Model.
There are 2 options for rating the employee.
Option 1: Select a rating from the drop down box in Manager 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.
NOTE: Manager comments are required for Ratings of 1, 2, and 5.
As you begin to rate the employee, you will be able to view the rating they gave themselves just below your rating.

Performance Process &

fteps and Tasks c

Employee Name
UTSA Performance Evaluation
09/01/2022 - 8/31/2023

re

Due Date

«

. 1 oo ot ot
e OPtlon 2 Expsctations
Due Date
»)® Open Evelus ~ Section 2 - Core Values o
Due Date ra 2
5@ Rex
) Due Date . Mtagnty I
Description : Adhering to a standard of core values at UTSA and ensuring that ogeas#Cis in a fair and ethical fashion. B | secs Jmlw connaene
|
Due Date . - —_—
Optlon j [ Manager Comments I, e Not Meet Expectations y B I U|[;Z = A- = | e
« 2. Somewhat Meets Expectationd
3. Meets Expectations
4. Exceed Expectations
5. Role Model
8/15 Manager Comments
e

II Save I Submit for Approva

UTSA Performance Evaluation

Manager Evaluation - Update and Submit @Print | EINotify | E)Export
At any point in time you can save this evaluation by selecting the Save button.

[ Calculate All Ratings

Goals Core Values Operation Excellence Core Competencies Summary

Employee Rating 3. Meets Expectations
Employee Comments | /01 Employee Comments
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Step 7 of 15 — Evaluate Core Values (Continued)

After you have rated the employee 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.

< Team Performance

Performance Process w QA A4

Performance Process -7 | save | Submit for Approval

| UTSA Performance Evaluation
Steps and Tasks L+

' Manager Evaluation - Update and Submit @Print | EINotiy | B)Export
Employee Name Instructions: Manager Evaluation
UTSA Performance Evaluation ) ) . . ’ . s
09/01/2022 — 8/31/2023 VOO Er?:;;’apt:ggzland comments for each section of the evaluation. The system requires comments for ratings of 1, 2 and 5 along with summary ratings prior to submitting for

- Remember to SAVE often
Due Date

When all ratings are entered, click Save. Do not submit the evaluation at this ime.

Due Date
ve D m Galoulte Al Ralngs I
ve Ev

" T 1

Due Date Goals Core Values Operation Excellence Core Competencies Summary EE Acknowledgement
e

Due Date

¥ Section 2 - Core Values
We encourage an environment of dialogue and discovery, where integrity, , respect, coll and innovation are

ze \ al 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

Due Date ishon

® Update and Submi = Expand | » Collapse

Performance Process
Performance Process *

Save
UTSA Performance Evaluation :
Steps and Tasks {54

Manager Evaluation - Update and Submit

& Print | Notify | #)Export
Employee Comments
Employee Name
UTSA Performance Evaiuation T
09/01/2022 — 8/31/2023 amn
(NN

ve Sotting Crasnd & 5 A

Due Date 2 & Template 04/12/2023 1:05PM =
ve Mid

Due Date

Core Values Summary

re Ev

Due Date

Manager Rating 3. Meets Expectations
-e ’ Al
Comments | 32 Foa Size = == A-B- 3
Due Date 3 oot A-B-B 5
8/15 Summary notes here

- ;

Due Date

Employee Rating 3 pjeets Expectations

Employee Comments e rpioyee comments entered here

10
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Step 8 of 15 — Evaluate Operation Excellence & Core Competencies
Repeat the same process for Operation Excellence and Core Competencies tabs.

Note: People Leaders and Executives have different tabs and competencies however the same steps apply.
erformance Process &« Save ‘Submit for Approval |
Per : ‘ ‘ UTSA Performance Evaluation I . Fei |

— Manager Evaluation - Update and Submit

Steps and Tasks

@Print | = Notify | &)Export
Employee Name At any paint in time you can save this evaluation by selecting the Save buttan.
UTSA Performance Evakuation
09/01/2022 - 8/31/2023 - [ Calculate All Ratings
‘e . 1 T 1
Oue Me ) ‘ Goals 1 Core Values Ir Operation Excellence Core Competencies I[ Summary EE Acknowledgement
* ® Goals Mid-Year Check
Due Date 2 :
- ~ Section 3 - Operational Excellence
Due Date
Aphilosophy of the workplace where problem-solving and teamwork results in the angoing improvement in an organization. The pracess involves
*'® Roview Sel focusing on the customers’ needs and continually improving the current activities in the workplace.
) DueDate
- Expand | (v Collapse
¥ Functional/Technical Skills
= ® Complet Ev
Due Date

Calculate All Ratings

~ Action Oriented

Description : Enjoys working hard, is action ariented and full of energy for the thigs they see as challenging; not fearful of acting with a minimum of planning;
seizes more opportunities than others.

Manager Rating | - Meets Expectations
Manager Comments |4 Does Not Meet Expectations.
2. Somewhat Meets Expectations| "
3. Meets Expectations

4. Exceed Expectations
§. Role Model

Employee Rating

Employee Comments

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.

11



UTSA People Excellence

Manager Guide to Evaluating Employees

Step 9 of 15— Summary

Select the Summary tab. Select Calculate All Ratings or the icon to calculate the total overall Employee

Rating then enter Overall Summary comments. Save to keep your changes.

¢ Team Performance

Performance Process

Performance Process o

UTSA Performance Evaluation
Steps and Tasks c

= Manager Evaluation - Update and Submit

Employee Name Remember to SAVE often.

UTSA Performance Evaluation

09/01/2022 - 8/31/2023 Overview | When all ratings are entered, click Save. Do not submit the evaluation at this time.
[ |
* @ Goal Setting I [ Calculate Al Ratings I_
Due Date -

*' @ Goals Mid

Goals

Core Values Qoeration Excellence Core Competencies EE A
Due Date
* @ Open Evaluation .
Due Date 0712023 ¥ Sectiq
T ® Review Self Evaluation 2 options to
DueDate 08092023 )
calculate all ratings @
View R
c t Font s i e
*'® Complete Manager Evaluation omments gL & i Sus B I U|=: A ]
Due Date ~ "90e2023

8/15 Summary noteg

© Update and Submit
Pending Approval

Share with Employee
Employee Rating 3 pjeets Expectations
Pending Acknowledgement

Submit for Approval

@Print | EiNolify | #)Export

NOTE: The system requires that managers rate each section. If you have
not done this, you will receive an error message.

Step 10 of 15 — Save

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

| Submit for Approval

GjPrint | E3Nofify | &)Export

Step 11 of 15 — Submit for Approval (After Calibration is Complete)

Your supervisor will notify you when to “Submit for Approval” once the calibration process has been completed.

Click Submit for Approval and Confirm for next level manager approval.

@ Print | E3Motify | #)Export

12
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Step 11 of 15 — (Continued)

Confirm.

Performance Process

Performance Process 8 « Submit for Approval
Steps and Tasks o

Employee Name

You have chosen to submit this performance evaluation for approval. To confirm that you would like to submit
UTSA Parformance Evaluation the evaluation for approval, select the Submit button
09/01/2022 - 8/31/2022  Overview

| Do not submit this evaluation until you have completed each section, Once you select Submit, the evaluation

T " will be routed through the approval process to the appropriate individuals. You will then be notified through
© Goal Setting email on the approval status.
Due Date 1302022
PLEASE NOTE: If you hold multiple positions, choose the position that relates to the manager role used to
* @ Goals Mid-Year Check In evaluate the employee but this does not impact the approval workflow. The Next Level Supervisor is selected
Due Dale 2023 from your primary job.

* © Open Evaluation

The overall rating you have assigned to this employee is 3. Meets Expectations.
Due Date ~ "¥*12023

¥ @ Review Self Evaluation | Confirm
Due Date 0200/2023

Cancel

View

* ® Complete Manager Evaluation
Due Date  0o0e2023

© Update and Submit
Pending Approval
Share with Employee

Pending Acknowledgement

If you did not enter comments for a rating of 1, 2, or 5, or forgot to rate an area, you will receive an error message. You
will need to go back and enter any missing comments or ratings, and then submit again.

€ Team Performance

Performance Proc

@ Q
Performance Process
Steps and Tasks & Problem(s) completing your request:
ayEmployee Name ' : - "
utsareromance vaaion | * P 1@AS@ enter a rating for all items in the Goals section.
o 09/01/2022-8/31/2023 " o Comments are required for Innovation in Core Values for a rating of 2
' Goal Satting » Comments are required for Functional/Technical Skills in Operational Excellence for a rating of 2
oue Oste « Comments are required for the section summary in Operational Excellence for a rating of 2
" © Bee bate " |+ Comments are required for the section summary in Overall Summary for a rating of 3
'@ Opan Evaluation
Due Date oy

+ flease enter a rating for all Hems in the Goals sestion,
+ QRMMANTs are requINed ToT INNOVaTON In Core Values for a raung of 2
. ars required vl Skills in Operational Exceliance for a rating of 2

bmments are required for the section summary in Operational Excelience for a rating of 2
brriments are required for the section summary in Overall Summary for 3 Fating of 3

—
7] Calculate Al Ratings

Goals Core Values Operation Excellence Core Competencies Summary EE Acknowledgement

¥ Section 5 - Overall Summary

|Manager Rating 3. Meets Expectations 250 I
omments M 38 &+ a-

Font e e T R

H
)

NOTE: You can review the final rating here before submitting.

13
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Step 12 of 15 — Meet with Employee

Schedule a time to meet with your employee to review the evaluation. This is not a step within the
ePerformance, system, but it is an important and required part of the performance management process.

@o
HOLS .

Step 13 of 15 — Share with Employee

During or shortly after your meeting with the employee, go back into the system and click Share with Employee.

¢ Team Performance

Steps and Tasks [+4

Employee Name
UTSA Performance Evaluation
09/01/2022 — 8/31/2023 Crverview

Performance Process &

UTSA Performance Evaluation

Performance Process

Manager Evaluation - Share with Employee

a Techam
s

{Retum to Current Documents] liI” |
Return to Current Documents Share with Employes

@ Print | I Notity | @) Export

Job Title INSTRUCTIONAL DESIGNER Manager Shelly Crofford

* ® Goal Set Document Type UTSA Performance Evaluation Period 090052022 ~ 083172023

e h Template  Individual Contributor. FY2023 Document ID - 34241
* © Goals Mid-Year Check In Status  Approval - Approved Due Date  08/31/2023

Due Date oxanzos

~ Employee Data

* & Open Evalu

Due Date o3 Department BHROO1 HUMAN RESOURCE SERVICES

Instructions: Manager Evaluation

This document is currently in the approvals step.

s Loty oa Once approved, you should schedule time to meet with the employee and review the evaluation. Once you have met with the employee, select Share with Employee 1o
allow the employee to view ratings, comments, and add their final feedback before acknowledging the document

Goals Core Valuas Operation E

Y EE Ackni ent

Performance Process

Foromance Frocess #| “ Share with Employee

Steps and Tasks o

Select confirm to share this document with the employee. Next you should
Employee Name meel with the employee to discuss your evaluation

UTSA Performance Evaluation -
09/01/2022 - 8/31/2023  Oveniew Confirrr Cance

* @ Goal Setting
Due Date 11502022

+ & Goals Mid
Due Date

UTSA Performance Evaluation

va

Due Date: 03 | Confirmation - Shared with Employee

Y2029

& You have successfully shared your evaluation with the employee.

© Pending Approval
i ployee
Pending Acknowledgement

© Share

- &

| Complete Manager Evaluation

TIP: You will see green Due Dale oe21/2023
checkmarks appear as 2
you complete the steps
of the performance

evaluation process.

Update and Subrmil

]

Pending Approval

[u]

Shang with Employas

© Pending Acknowledgament

14
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Step 14 of 15 — Review Final Comments

After the employee has Acknowledged their evaluation, you will receive an email notification with a link to the
evaluation for review of their comments. The evaluation will no longer appear in Current Documents, but is
accessible in Historical Documents.

@ Performance Doc Team Performance

|~ Current Documents

Historical Documents
"*- Historical Documents |

|
& View-Only Documents EI T
: Period Begin /
JZ. Approve Documents Name / Job Title Document Type Document Status Period End
09/01/2022
Employee Name UTSA Performance Evaluation Completed

08/31/2023

D JOB TITLE

Step 15 of 15 — Complete

After the document has been acknowledged by the employee, the evaluation is Complete. When the evaluation is
complete you will see a green icon beside the Review Manager Evaluation section and the Instructions will say,
“The document status is Completed. No further action is required.”

£ Team Performance Performance Process
Performance Process B « =
UTSA Performance Evaluation
Steps and Tasks (&4
Manager Evaluation - Completed | ENotity | EREx
Employee Name Template |ndividual Contributor: FY2023 Document ID 34241
UTSAPerformance Eveluation Status  Completed Due Date  08/31/2023
001052022 08312023 Overview
~ Employee Data
09/01/2022 - 8/31/2023 Department BHR001 HUMAN RESOURCE SERVICES
*'@ Goals Mid o
Due Dele Instructions: Manager Evaluation
o The document status is Completed. No further action is required.
© Open Evaluation
Due Date edu or call210—45~8-4l
*© Review ¢ =% = Complete Manager Evaluation
Due Date
250 P
¥ & Comple er Evaluation fion Excellence Core Competencies |I DUQ Date r e
Due Date 2 i a e
View W 1B

15
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FEATURE — Open Evaluation

If you haven’t opened the employee’s evaluation yet, follow the steps below to do so:
Select Open Evaluation, then Update and Complete, then click the Open Evaluation button (top right).
This will prowde access for the employee to complete their self-evaluation.

Performance Process «

[(Save ) } Share with Employee ‘Open Evaluation
| UTSA Performance Evaluation e
Steps and Tasks JE —

Finalize & Open Evaluation - Update and Complete

Employee Name

Employee Name
UTSA Performance Evaluation
09/01/2022-08/31/2023  Overview

@Print | E1Notify | E)Export

Job Title  INSTRUCTIONAL DESIGNER Manager Manager Name
H'@ Goal Setting Document Type  UTSA Performance Evalustion Period 09/01/2022-08/31/2023
nrisat
Due Date Template  inridual Contributor: FY2023 Document 1D 34222
'@ Goals "““"’*: heckin Skipped Status  Evaluation in Progress. DueDate 00082023
!
75 Onen Evaliation Attention! Your comments are currently not shared with your employee and remain private.

Due Date 07012022
instructions: Finalize Goals, Open Evaluation
G WiiaEre ey i This is your lmal opportunity to adjust the goals recorded on your employee's evaluation. If no adjustments are needed, you will compiete the eheckpaints by opening the

will make your employee’s self-evaluation available as well as your manager's evaluation. If adiustments are needed, the new goal is added and you can
0 Review Soff Cvaluation iher share i the employee fo e review o complete the checkpoin or them o review a5 partof ther evaloation

DueDate 0852022

Plase rote thal you can feopen I sep at any ime up unt I firs save done on the evalustion. Once the evaluaion s saved, the checkpaints cannat be reopened
: and the goals cannot be adjusted.
»/© Complete Manager Evaluation

DueDate 801202

iing. _Share with Employee
- To add additional goals to this performance cycle, select Add item below. Select Save in the upper-right hand comer to leave the page and come back later Once
saved, the goal remains on the document whether you choose to share with your employee or open the evaluation.

« Your employee will be alerted that new goals and/or comments are ready (o view by selecting Share with Employee; any new goals or comments on any goals are
visible to you employee until checkpoint completed or you select to stop sharing with the employee. At this point, the employee can add their comments and see any
newly added comments by you until you stop sharing the document with them or move forward past the checkpoint. To make the evaluation private again, select Stop
Sharing

« To move fonward, select Open Evaluation.

INSTRUCTIONS: Adding. . Open the Evaluation
+To add additional goals to this performance cycle, select Add tem below. Select Save in the upper-right hand comer to leave the page and come back later. Once
saved, the goal remains on the document whether you choose to share with your employee or open the evaluation

» To record the new goalfs) and any comments made and progress o the next step_select Open Evaluation.

FEATURE - Reopen the Self-Evaluation (If Applicable or Requested by Employee)

If the employee needs to update their self-evaluation, you can Reopen to send the evaluation back to the employee
for updates.

In the evaluation task bar on the left side, click Review Self Evaluation and click View.
Click Reopen just above the “Goals” tab.

Performance Process 8 «

Steps and Tasks o

Emplovee Name

UTSA Performance Evaluation Instructions: Manager Evaluation
09/01/2022 - 8/31/2023 Overview The document status is Completed. No further action is required
v © Goal Setting If you have any questions contact People Excellence at HR@utsa.edu or call 210-458-4250.
Due Date 130022 )
0y Reopen

v & Goals Mid-Year Check In ;
Due Date 03312023

Goals Core Values Operation Excellence Core Competencies Summary
' @ QOpen Evaluation
UUE‘ Da‘ce 03312023

: , y ¥ Section 1 - Goals
= @ Review Self Evaluation

Due Date 08092023 )
Provide the final stalus of the goal and any applicable comments.

Iy AJ
View « Expand | » Collapse

* ® Complate Manager Evaluation
Due Date (aman2023

® Update and Submit
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