
Final Performance Evaluation: University Staff 
Steps for Supervisor 

A “Final Performance Evaluation” task will appear in your “My Tasks” box for EACH of your Direct Reports. 

 

 Click on the Task 



End of Year Evaluation Task        2 

 Read the Overview 

 

 Click “Get Started” 
 
 



End of Year Evaluation Task        3 

University Staff Ratings 
 Select a Rating and enter Comments for each Goal, Job Duty, or Competency 

 
*You may click “Save and Exit” to be able to resume the Task at a later time 

 Click “Save and Continue” 



End of Year Evaluation Task        4 

Performance Calibration and Reporting 
 Select whichever option best applies to your departmental practice 
 (PLEASE NOTE: The use of calibration should be applied consistently within a unit; if it is done for one employee, it should be done for all 

employees within a unit. 

 
*You may click “Save and Exit” to be able to resume the Task at a later time 

 If you use calibration in your unit, run a performance review rating report using the embedded links to 
take to your calibration meetings 

 Click “Submit”  



End of Year Evaluation Task        5 

Performance Rating Review Reporting 

 
 
 
 



End of Year Evaluation Task        6 

Submit Review Confirmation 

 
 Click “Submit” 

 
 
 



End of Year Evaluation Task        7 

Confirmation Page appears!  

 
 
 

The Final Evaluation has been sent to your Direct Report for their review 
 
 

 



End of Year Evaluation Task        8 

Employee/Direct Report Steps 
Once your supervisor submits your evaluation you will see One (1) Task appear in your “My Tasks” box 

 

 Click on the Task 
 



End of Year Evaluation Task        9 

 Read the Overview 

 

 Click “Get Started” 
 
 



End of Year Evaluation Task        10 

University Staff Ratings 
 Enter Comments 

 
*You may click “Save and Exit” to be able to resume the Task at a later time 

 Click Submit 



End of Year Evaluation Task        11 

Submit Review Confirmation 

 
 Click Submit 

 
 
 



End of Year Evaluation Task        12 

Confirmation Page appears! 

 

 
Your comments and feedback have been submitted to your Supervisor for review 

 
 
 
 
 



End of Year Evaluation Task        13 

Final Departmental Rating and Signoff 
Supervisor Steps 

Supervisors you will see One (1) Task appear in your “My Tasks” box for EACH of your Direct Reports. 

 
You will see these tasks appear once the Direct Reports have submitted their comments/feedback. 

 Click on the Task 



End of Year Evaluation Task        14 

 Read the Overview 

 

 Click “Get Started” 
 
 
 
 



End of Year Evaluation Task        15 

 

Performance Calibration and Reporting  
 Review the choice you previously made  

 

 Click “Next” 
 
 



End of Year Evaluation Task        16 

Ratings Review  
 Review any comments from your direct report, confirm/edit any of your comments or add any 

necessary comments 

 
*You may click “Save and Exit” to be able to resume the Task at a later time 

 Click “Save and Continue” 



End of Year Evaluation Task        17 

 Final Departmental Rating 
 Select Overall Rating 

 
*You may click “Save and Exit” to be able to resume the Task at a later time 

 Click “Save and Continue” 



End of Year Evaluation Task        18 

Supervisor Final Sign-Off 
 Enter your name in the Supervisor text box.  This will be your electronic signature to 

acknowledge you completed a final performance evaluation for your direct report. 
 

 
*You may click “Save and Exit” to be able to resume the Task at a later time 

 Click “Submit” 



End of Year Evaluation Task        19 

Submit Review Confirmation  

 
 Click “Submit” 

 
 
 



End of Year Evaluation Task        20 

Confirmation Page Appears 

 
 
 

Final Evaluation is sent to Direct Report for Final Employee Acknowledgement 
 

 



End of Year Evaluation Task        21 

Employee/Direct Report Steps 
Employees will see One (1) Task appear in “My Tasks” box 

 

 Click on the Task 
 



End of Year Evaluation Task        22 

 Read the Overview 

 

 Click “Get Started” 
 
 



End of Year Evaluation Task        23 

Review the Ratings from Supervisor 

 
 Click “Next” 

 
 
 



End of Year Evaluation Task        24 

Review Final Departmental Overall Rating from Supervisor 

 
*You may click “Save and Exit” to be able to resume the Task at a later time 

 Enter any comments regarding to the Final Overall Rating here 
 Click “Save and Continue”  
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Employee Acknowledgement 

 
*You may click “Save and Exit” to be able to resume the Task at a later time 

 Enter your name in the Employee text box. This will be your electronic signature 
to acknowledge you received your final performance evaluation. 

 Click “Submit” 
 



End of Year Evaluation Task        26 

Submit Review Confirmation 

 

 Click “Submit” 
Final Evaluation is Complete! 

 
University Staff Year End Evaluation report populates for review and saving! 

 


