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Log into PeopleAdmin and click on the 
menu button (three blue dots)
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Select “Employee Portal”
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Select the evaluation
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Review the “Performance Criteria”
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Enter “Rating and Comments”
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Select “Save Draft or Next”
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Enter Comments in the “Summary” 
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Enter “Current Goals” (if applicable)
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Enter “Future Goals”
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Confirm evaluation. Evaluation will route to the 
Reviewing Officer for review
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