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Once Managers have completed the employee appraisal, the Next Level Supervisor will review the document
and can approve or deny the document. Denying the document will simply send it back for modification.

Follow these steps to complete this process.

Team Performance 1.Select the Manager Self Service option from

the dropdown from the PeopleSoft homep-

Employee Self Service 4

.ﬁ age.

M 2.Select the Team Performance tile.

Manager Self Service

3.Select Approve Documents.

4.A list of available employee documents sub-

L C Lo mitted will appear. Click on employee’s name

"5 Historical Documents

T View-Only Documents

to continue.

I_—; Approve Documents

[ View Approval Status Summary

Select Transaction to Approve
The following hyperlinks indicate employees which require your paricipation in an approval process. Select on
a hyperdink to see details about what needs fo be approved for each employee

Ik Filter Criteria

Performance Document
g Q 1-1 0f 1 ~

MName Begin Date End Date Document Status  Approval Status Submitted By  Document Type

John Doe 120012019 120012019 Approval Submitted Carl Davis UTRGY Performance Evaluation
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John Smith
Dir Human Resources

Performance Summary
Document Type UTRGV Performance Evaluation

Period Begin Date 12/01/19
Rating 3- Satisfactory

Approver Comments

Approval Chain >

5. The Performance Summary will display the

overall rating for the employee. Select the View
Performance Detail link to review the evaluation.

6. Click Expand to review all competencies. Review

Manager Carl Davis Manager Comments & Criteria Rating under the

Period End Date  12/01/19 summary section.

|'l-"h:w Performance Detail I

Cuality of Wark | Employee Perfarmance Manager Performance Addilional Queslicns Developmenl Plan Owwerall Summary EE Acknowlsdgemen]

* Section 1 - Quality of Work Analysis: Essential Functions
[ems] - cove [
= Essential Function #1
Descripbion - Kenlify and describe an essenbal job responsibility of The position
In support of the rating grren, describe how well the employee perfomes this duty and provide specific work examples.

Manager Raling 3- Salisfaciory 100

Manager Comments Wanager Co i

Employes Rating  3- Salsfaclory

Employee Comments Empiyes Comments.

Sa by Tamplale 1220/2018 11:424AM
Lompicites iy O Davis 02042020 Z:21PM
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UTRGY Performance Evaluation

Manager Evaluation - Pending Approval

Joh Tithe D Human Resournces

'J_ Document Type  UTRGY Pérfonmancs Evahublion Pagicd 12002019 120172018
] Template  Sugandsor Evaluslion: 2019

Hats  Approval - Submitied

Manager Card Déve

Document 10 1013
Due Date 12012013

[ Cuality of Work “ Enmlnquu'lmance II Manager Performance " Additional O I pmeznt Flan II Cverall & ¥ II EE Acknowdsdgement I

2

{

* Section 1 - Quality of Work Analysis: Essential Functions

-

 Ezsential Function #1

Description © Identity and describe an essanlial job responsibifty of the positicn
In support of the rafing given, describe how wel the employee performs this duty and provide specific work excamy

Manager Rating 3. Safsfaclory

e o6 o (2

7. Repeat steps 6 for the following tabs A— F

8. Select Approval button on the top left of the

screen to return to the approval screen.

1002 9. You have the option to Approve the document

Manager Comments | yanagar Comeents

or Deny to send back for modification.

Note: Comments are required if you are sending

Employes Rating  3- Salisfaciory

back the document.

Employes Comments | Emphoyes Commanis

Click Submit to complete this process.

cauany  Tamplaie 122072018 114280
Lzt e By 02042020 221PM

¥ Essential Function #2

¥ Essential Function i3

¥ Essential Function #4

» Essential Function #5

Cuiality of Work Analysis: Essential Functions Summary

Jon Smih
Cwr Hurar Periources

Ferlormance Summary
Dacemart Typs  UFRGY Poformino Expuibon
Period Begin Dl T301m
Hibrg 3 Setaiey

4  Approval

UTRGV Performance Evaluation n

Manager Evaluation - Pending Approval

John Smith
Actions=
. -‘ Job Title  Dir Human Resources Mang
| \J | Document Type UTRGVY Performance Evaluation Pe
f J Template  Supervisor Evaluation: 2019 Documen
L I Status  Approval - Submitted Due O
‘ Quality of Work l | Employes Performance || Manager Performance | Additional Questions
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