
ePerformance: Manager’s Guide to Completing 
Annual Evaluation (and reviewing Employee’s 
Self-Evaluation, if applicable) 
 
This document provides step-by-step instructions on how to view an employee’s Self Evaluation on 
the Performance Process page. If the employee does not choose to complete a self evaluation, 
manager should proceed with completing the evaluation.   
 

Log into MyVSU and 
select Access OneUSG 
Connect. 
 
 
 

 

                                                                      
Click the dropdown arrow 
on Employee Self 
Service, then 
click Manager Self 
Service. 

 

 
Click on the Team 
Performance tile 
in Manager Self Service. 
 
 

 



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

Click the employee you 
wish to review.  

 
 

 
 
 
 
 
 
Click on Review Self 
Evaluation  
 
 
NOTE: The self 
evaluation is optional for 
the employee. If the 
employee did not 
complete a self 
evaluation, you will not 
see a green check and 
will not be able to click 
View.  
 
Manager can proceed to 
Complete Manager 
Evaluation.   

 

View Self Evaluation: 

Click the Goals tab.  

Click Expand to see the 
employee’s self rating for 
each goal and any 
comments entered.  

NOTE: Open all tabs to 
include Goals, Job 
Duties, Performance 
Factors, and Values.  

 

 
 
 
 

 



Complete Manager 
Evaluation:  

 

After Manager has 
viewed the self evaluation 
(if the employee 
completed a self 
evaluation), click on 
Complete Manager 
Evaluation on the 
Performance Process 
page.   

 

 

 

 

 

 

Managers will use the 
drop down and choose 
the applicable rating for 
each item.  

 
 
 
 
NOTE: Comments are 
required for ratings 
other than 3: 
Successful.  
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

 



Overall Summary: 

After the Manager has 
rated all items in each tab 
to include Goals, Job 
Duties, Performance 
Factors, and Values, 
Click the Overall 
Summary tab.  

Manager should click on 
Calculate All Ratings to 
see the overall rating.  

 

Manager will enter final 
comments in the 
Manager comments box.   

 

NOTE: The evaluation 
can be saved at any point 
in time and is encouraged 
throughout the process.  

 

 

Manager will click Save 
and then click Share with 
Employee located at the 
top right of the screen. 

NOTE: Managers are 
encouraged to print or 
export the evaluation for 
future reference.  

 

 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Share with Employee: 

After the Manager clicks 
Share with Employee, 
there will be a pop up box 
to confirm.   

 

Please be sure to 
schedule time with your 
employee to discuss their 
evaluation.  

 

 

 

  

 

 
 
 

Confirmation and Next 
Steps: 
 
Manager will receive a 
confirmation page that 
the evaluation has been 
shared with the 
employee.  
 
The employee will 
receive an email that their 
manager has shared a 
document to review.  
 
NOTE: System requires 
the employee to enter a 
comment to complete 
and acknowledge the 
evaluation process. 
(see job aid for employee 
review and 
acknowledgement) 
 
Once the employee has 
reviewed and 
acknowledged the 
evaluation, the manager 
will receive an email to 
review the employee 
comments.  

 
 

 



Completed Evaluation 
is now in Historical 
Documents: 
 
Click the 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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