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Log into People Admin and click on the 
menu button (three blue dots)
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Select “Employee Portal”
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Select your self-evaluation
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Provide a rating and comment for each 
performance criteria. 
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Click “Next” to move to the Summary tab or 
select “Save Draft” if you need more time.
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Provide an overall summary of your performance. 
Once you are finished, select “Complete.” 
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Acknowledging the 
Supervisor Evaluation
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Navigate back to the Employee Portal. 
You will have an action item to select.
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Review your evaluation. When you have 
finished your review and met with your 

supervisor, acknowledge your evaluation.
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This concludes the annual performance  
evaluation process.

Comments are optional and are visible by 
your supervisor and HR.


