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NEXT LEVEL SUPERVISOR-APPROVE/DENY 

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.  

1 

1.Select the Manager Self Service option from 

the dropdown from the PeopleSoft homep-

age.  

2.Select the Team Performance tile.  

3.Select Approve Documents.  

4.A list of available employee documents sub-

mitted will appear. Click on employee’s name 

to continue.   
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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 Comments & Criteria Rating under the 

summary section.  
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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.  

9. You have the option to Approve the document 

or Deny to send back for modification.  

Note: Comments are required if you are sending 

back the document.  

Click Submit to complete this process.  


