
ePerformance: Employee’s Guide for the Self Evaluation 

This document provides step-by-step instructions on how to complete the Self 
Evaluation for the annual performance evaluation. The self evaluation gives the 
employee an opportunity to rate themselves in each category (Goals, Job Duties, Performance 
Factors, and Values) and add comments and/or attachments to support their rating.

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. 



Complete each section 
by clicking on the tabs
for Goals, Job Duties, 
Performance Factors, 
and Values. 

*NOTE: Each section 
is weighted 25% of the 
evaluation. Complete 
all four sections for an 
accurate overall rating. 

Each section can be 
expanded. Employee 
will rate each item and 
can add comments.
  
*NOTE: Comments 
are encouraged for 
ratings other than 3: 
Successful.

To add an attachment: 

Look for Attachments at 
the bottom of each 
screen.   

Click the Add 
Attachment icon. 

Click Choose File, select 
a file from your computer 
or files and click Upload. 

Enter a description for 
your attachment and then 
select from the drop 
down either Employee 
and Manager or 
Employee only 
depending on who should 
view the attachment.  



Review Overall 
Summary Tab: 

Click the Overall 
Summary tab. 

Employee will see overall 
rating and may enter 
comments for the 
manager to see.

Submitting the Self 
Evaluation: 

Once the Employee has 
completed the self 
evaluation and reviewed 
the overall summary tab, 
click save and complete 
at upper-right corner of 
the screen.  

*Employee can Export or
Print (to pdf) to keep a
copy of the submission.

Then click confirm. 

Employee will receive a 
confirmation for 
successful completion.  

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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