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ePerformance: Employee’s Guide to Review, v’

EMPLOYEE &

Acknowledge and Complete the Annual ORGANIZATIONAL
Evaluation Process

This document provides step-by-step instructions on how to view the annual evaluation completed by
your manager. The ePerformance system requires an employee to acknowledge they have met with
their manager and reviewed the evaluation. Once an employee has acknowledged and entered
required comments, the annual evaluation document is completed.
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page.
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My Gurrent Documents ' My Current Documents

Click the USG Annual My Historical Documents
N Document Type Document Status Period Begin / Period End
ReV|ew for Staff Evaluations of Others 0 e
H H USGA | Review for Staff Pending Ack led: it ‘
document that IS pend|ng Historical Evaluations of Others nnual Review for St eriigrcmoniecgemen 12/31/2022
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Performance Process @ USG Annual Review for Staff

o HEE S e~ Manager Evaluation - Acknowledge
NOTE' Employee CannOt Selenseia Holmes Selenseia Holmes
view the evaluat|0n Untl| USG Annual Review for Staff Job Title Compliance Officer Manag
they C“Ck aCkn0W|edge 010172022 - 12/31/2022 Overview J Document Type USG Annual Review for Staff Perig

Ve . ) s Template Annual Review for Staff Document |
and enter Comments tO gs:lgis” 9”132-'31-‘2099 J Status Pending Acknowledgement Due Da
confirm they have met

. . Y @ Complete Self Evaluation
with manager to discuss DusDate 123172022 ECHTEE LI
evaluat|0n ~ © Review Manager Evaluation Employee ID 0092690
DusDate 127312022 Department 1520000 Dir - Human Rescs & Empl Devl
© Acknowledge Location 510 Valdosta State University

Jiew
View This document is currently waiting for your acknowledgment

Select the Acknowledge button to confirm thai you and your manager have discussed this document. Your name
printed document acknowledging that the review was held.

Goals Job Duties Performance Factors Values Qverall Summary Sign-off Remarks

Combin A e
USG Annual Review for Staff
Manager Evaluation - Acknowledge
Job Title Compliance Officer Manager Midge Scott-Firestone
Document Type USG Annual Review for Staff Period 01/01/2022 - 12/31/2022
Template Annual Review for Staff Document ID 12748
Status Pending Acknowledgement Due Date 12/31/2022
Employee must enter
acknowledgement Employse Data
1 Employee ID 0098690
CommentS N the pOp Up Department 1520000 R r Acknowledge Review Held
. .
bOX and C“Ck Confl rm Location 510 Valdosta Siate UNIVER v ave chosen to acknowledge that you and your manager have
" reviewed this document. Your acknowledgement does not necessarily
This document is currently waiting for your acknowledgment. mean you agree with your evaluation but that you have reviewed it

with your manager. Please add Comments

Select the Acknowledge button to confirm that you and your manager have discussed this
printed document acknowledging that the review was held.

Employee Acknowledgement Comments
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Section 5 - Employee’s Acknowledgement Comments - These comme]

Confirm Cancel
Section 6 - Manager's Acknowledgement Comments - These commenjil

Upon selecting confirm, you are acknowledging that the review was
held and your electronic signature will be added to this document

Attachmante




Confirmation and Next
Steps:

Employee will receive a
confirmation page that
the evaluation has been
acknowledged this
document.

The manager will receive
an email that their
employee has
acknowledged the
evaluation and notify
them to review the
employee’s sign off
remarks.

Once the manager has
reviewed the employee’s
comments, the employee
will receive an email that
the annual evaluation is
complete.
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Topaedlibaes ¢ s~  Confirmation - Employee Acknowledgement
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USG Annual Review for Staff
01/01/2022 - 12/31/2022 Overview
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Due Date 12/31/2022
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DueDafe  12/31/2022

' © Review Manager Evaluation
Due Daie 1213172022
© Acknowledge
View

From: donotreply@usg.edu <donotreply@usg.edu=
Sent: Monday, January 30, 2023 3:59 PM

To: Selenseia Holmes <saholmes @valdosta.edu=
Subject: Manager Document completed

Delivered From External Sender

This notification is to inform you that your USG Annual Review for Staff has been completed by Midge Scott-Firest

Completed Evaluation
is now in My Historical
Documents:

Click the My Historical
Documents tab to view

< Employee Self Service Perfon

the completed evaluation.

Selenseia Holmes ()
Compliance Officer
0098650

0 . -
Ly BEEEE My Historical Documents
IMy Historical Documents I
Document Type Document Status Peri
Evaluations of Others 0
) 01/
Historical Evaluations of Others. USG Annual Review for Staft Completed 1213

For any training-related questions, please contact Employee and Organizational Development at
training@valdosta.edu. Please include any screenshots that may help the team resolve the issue.




