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Navigation to Manager Self-Service 
 
Step 1:   Access current performance documents for direct reports. 
 

  
 
Click on the Manager Self Service Link 
 

 
 
Select Performance Documents. 
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Select Current Documents for a list of direct reports. 
 

 
 
 
Click “Annual Performance Review” link corresponding to the appropriate employee. 
 
NOTE:  If you do not have all of your direct reports listed or if an employee is listed you 
do not supervise, contact your HR Office. 
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Step 2:  Establish Evaluation Criteria: 
 

 
 
The first step in the process is to Establish Evaluation Criteria.  Click on the Start link. 
If the document was previously opened, an Edit link will be displayed. To begin the process, click 
on either the Start or Edit link. 
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Section 1 – Statewide Core Competencies 
 

 
 
 
These competencies are pre-populated for all employees.  You cannot add or delete in this section. 

 
There are five Statewide Core Competencies. 

 Customer Service Orientation 
 Teamwork and Cooperation 
 Results Orientation 
 Accountability 
 Judgment and Decision Making 

 
There are two additional Leadership Competencies pre-populated for employees in 
managerial jobs. 

 Transformers of Government 
 Talent Management 

 
NOTE:  If your Manager’s plan does not have the two additional Leadership Core Competencies 
they can be added in Section 2. 
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Section 1 – Statewide Core Competencies (continued) 
 

 
 
 
 
The section has a pre-populated weight of 25%, which is the minimum weight for the section.  
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Section 2:  Individual Goals/Competencies 
 
This section is not pre-populated with goals and competencies. The Manager has the option to add 
their own goals and competencies or use the system’s pre-defined goals.   
 

 
 
   
To add pre-defined goals, click on Add Individual Goals/Competencies link. 
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Section 2:  Individual Goals/Competencies (continued) 
 
 
 

 
 
NOTE:  The radial button defaults to “Add pre-define item.”  Click Next. 
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Section 2:  Individual Goals/Competencies   (continued) 
 

 
 
 
The manager can add a goal or competency by clicking the search button. 
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Section 2:  Individual Goals/Competencies (continued) 
 

 
 
The search results will display a list of Individual Goals/Competencies.   
 
The manager can select desired goals by clicking into the checkbox beside each goal to be added to 
the performance plan.  The description of each goal can be viewed after the goal is added to the 
plan. 
 
Optimal number of goals—it is recommended that there are no more than six goals. 
 
NOTE:  Each goal or competency will be rated individually during the performance evaluation 
period.   
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Section 2: Individual Goals/Competencies (continued) 
 

 
 
 
 
After making selections, click the save box. 
 
NOTE:  If you supervise a manager and the two Leadership core competencies did not pre-populate 
in Section 1, click the checkbox beside Talent Management and Transformers of Government.   
 
Also, if an employee is required to adhere to HIPAA regulations the option to add that goal is 
listed. 
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Section 2:  Individual Goals/Competencies (continued) 
 

 
 
Section 2 has been populated with your selected goals.  You have the option to delete any goals 
you determine inappropriate.  The system will prompt you to confirm your deletion. 
 
 
When working in this section, it is highly recommended you periodically 
save your data by clicking the save button at the top of the plan. 
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Section 2: Individual Goals/Competencies (continued) 
 
 

 
 
Click on the “Add Individual Goals/Competencies” link to add your own goal. 
 
 

 
 
When adding your own individual goals and competencies, click on “Add Your Own Item” then 
select the Next button. 
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Section 2:  Individual Goals/Competencies (continued) 
 

 
 
Enter the title and the long description for the goal you would like to add.  When writing goals 
ensure they are measurable outcomes that identify results and outcomes expected from the 
employee including how they will be evaluated.  
 
Click the Update button and the will be added to the performance plan. 
 
 
 
 
When working in this section, it is highly recommended you periodically 
save your data by clicking the save button at the top of the plan. 
 
 
 
 
 
 
 
 
 
 
 



 - 15 - 

 
 
 
Section 2:  Individual Goals/Competencies (continued) 
 
 
 

 
 
The manager can rate Section 2 from 0% to 75% of the performance evaluation (the default is 
50%). 
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Section 3:  Job Responsibilities 
 
This section is automatically populated with job responsibilities based on the state job description. 
The purpose of this is to help the manager identify those areas that are most important to the 
employee’s success in the position.  Job responsibilities can, and should be deleted from the 
performance plan as needed. Managers can elect to focus more on goals and/or core competencies 
than job responsibilities. 
 

 
 
Managers can delete all of the pre-populated job responsibilities by clicking the “Delete All Job 
Responsibilities” button.  Similar to Section 2, you have the option delete a specific responsibility 
by clicking on the (-) Delete link.   
 
 
 
 
 
 
 
When working in this section, it is highly recommended you periodically 
save your data by clicking the save button at the top of the plan. 
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Section 3:  Job Responsibilities (continued) 
 
 

 
 
If all of the pre-populated job responsibilities are deleted, you can add your own by following the 
same process described in Section 2 above.  Click the Add Job Responsibilities Link.  Change the 
default to add your own item; click next.  Enter a title and a long description.  Click Update and 
the responsibility will be added to the plan. 
 

 
 
Note:  Section 3 defaults to a weight of 25%. 
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Section 4:  Individual Development Plan 
 
An individual development plan should be created by the manager with the employee’s input. The 
plan should identify goals, activities, projects, classes, assignments, and other activities that further 
contribute to the development of the employee. 
 

 
 
Section 4 can be used to focus on several areas: 
 
Development in the current role 

 Applies to employees who are new in the job and need developmental activities to help 
them become a fully successful performer 

 Employees who are deficient in their current role (not functioning at the level they need to 
be in order to be fully successful in their job) 

 
Expand skill set and knowledge areas 

 Employees who are fully successful in their current position and could benefit from some 
special assignments and activities to expand their skill set and move them towards 
exceptional performance in their current job. 

 
Prepare for future roles 

 Developmental activities and goals that will develop an employee for future career 
opportunities in the Agency or State. 

 
 
NOTE:  This section is not weighted. 
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Closing Out Planning Phase 
 
 
1.  Section Weights 
 
After all of the Sections have been established, the manager should review the section weights for 
Statewide Core Competencies, Individual Goals/Competencies and Job Responsibilities.  Each of 
these sections will be pre-populated with a recommended percentage. 
 

 Section 1 – Statewide Core Competencies – 25% (minimum) 
 Section 2 – Individual Goals/Competencies – 50% 
 Section 3 – Job Responsibilities – 25% 

 
All section weights must add up to 100% before the performance document can be saved.  
 
 
2. Completing the Plan 

 

 
 
The manager completes the “establish criteria” step by clicking the complete button. 
Once the manager has completed this step the document becomes “view only” for the employee 
and manager. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 - 20 - 

 
2. Completing the Plan (continued) 
 

 
 
“Establish Evaluation Criteria” box has been checked indicating “Completed”.  
If the Performance plan was simply saved, then the edit link would remain available.  
 
 
Important Note: 
The option to edit the document remains available to the manager provided the next 
two steps in the process are not started— 
 

 Employee Self Evaluation  
 Complete Manager Review 

 
These steps must not be completed until after June 30, 2010.  If either step begins 
prior to July 1, 2010, the performance plan is locked and no further edits can be 
made. The manager must recreate the Establish Evaluation Criteria from the 
beginning. 
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3. Notifying the Employee 
 

 
 
Click on the “Notify” link to send an email to the employee informing them the plan is available 
and to schedule a time to discuss the plan.  
 
NOTE:  If the employee’s email address is not listed in PeopleSoft or it is incorrect, you cannot use 
the Notify feature.  The employee should be notified using GroupWise. 
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4.  Reopening a Completed Performance Plan: 
 
 

 
 
Click on the view link. 

 
 
Click on the “Reopen” button…if the reopen button is grayed out, the option is not available--you 
must contact your HR Representative.
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5.  Performance Notes 
 
 Once the manager and employee have completed the competencies and goals, 
Performance Notes will be used to allow both the manager and employee to keep track of 
the progress throughout the performance year.  This tool enables both participants of the 
process to enter progress as it happens, rather than waiting for each review cycle to end. 
Managers are encouraged to use this feature during performance coaching by recording 
observed behaviors, two-way feedback and ongoing development. 
 
At the Manager Self Service Main Menu Click on Maintain Performance Notes 
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 Performance Notes (continued) 
 

 
 
Input the employee’s ID number.  If the ID number is unknown, it can be obtained by accessing 
Job and Personal Information under Manager Self-Service.  
 
 

 
 
Click the “Add a New Note” button. 
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Performance Notes (continued) 
 

 
 
Enter a Subject, and then enter text in the “Note Text” field.  Click Save. The performance note for 
the employee has now been saved and can be referenced in the future. 
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Performance Notes (continued) 
 
 
To access historical notes click the “search” button. 
 

  
 
 
Search results will display the list of “created notes” by date, time and subject. 
  

 
 


