
ePerformance: Employee’s Guide to Review, 
Acknowledge and Complete the Annual 
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.      
 

Employee will receive an 
email from 
donotreply@usg.edu that 
the manager has shared 
the USG Annual Review 
for Staff with you.  
 
Log into MyVSU and 
select Access OneUSG 
Connect. 
 

 

                                                                      

The Employee Self 
Service screen will 
appear on the home 
page.  

 

 
Click on 
the Performance tile 
in Employee Self 
Service. 
 
 

 

mailto:donotreply@usg.edu


Employee(s) will have 
document type listed 
in Current 
Documents page. 
 

 
Click the USG Annual 
Review for Staff 
document that is pending 
acknowledgement.   

 
 

Click on 
Acknowledgement. 
 
 
NOTE: Employee cannot 
view the evaluation until 
they click acknowledge 
and enter comments to 
confirm they have met 
with manager to discuss 
evaluation.    
 
 
 
 
 
 
 
 
 
 
 
 
Employee must enter 
acknowledgement 
comments in the pop up 
box and click Confirm.  
 

 
 

 



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.  
 

 
 

 

Completed Evaluation 
is now in My Historical 
Documents: 
 
Click the My Historical 
Documents tab to view 
the completed evaluation.   
 
 
 
 
 

 
 

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.  

For any process-related questions, please contact the Employee Relations Manager at 

mmscottfirestone@valdosta.edu.  
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