 (
Employee Evaluation Process – Job Aid for Employees
  
e
Performance Resources 
)


The employee, manager, and manager’s manager all have an active role in the evaluation process.

This document includes the steps that employees should follow to complete and finalize the evaluation in the system.
[bookmark: _Toc265664078]Employee:  Steps to Complete the Employee Self-Evaluation 
Log in to Employee Self Service.


 Click on “Self Service”



Click on Performance Management


Click on My Performance Documents

Click on Current Documents




Click on Annual Performance Review


In the “Complete Self Evaluation” Step, click Start to open your self-evaluation.



NOTE: Please contact your manager if your performance plan (seen below in the step: Establish Evaluation Criteria) is showing the status of “Not Started” or “In Progress”. 



 (
“Complete”
 – Only click the complete button when you are 100% finished with your self-evaluation and are ready for your manager to review.
) (
“Save”
 – click 
this button to save your work. We suggest saving often, as the system will time out due to inactivity
)


Enter ratings and comments for each section where applicable. Again, be sure to save often – the system will time-out after a period of inactivity and you will lose any work that has not been saved.
 (
Each competency, goal or job responsibility
 has a “comment” text box for you to include any comments that help support the rating you have given yourself.
) (
To enter your rating, click on the drop down menu and click on the selected rating.
) (
Click on the icon (book with the check mark) to run spell check for each comment text box.
)  
 When you have finished updating the evaluation, select the Complete button to make the document available to your manager. 


To ensure that you did not click Complete by mistake, the system will ask you to click Complete one more time to finalize the self-evaluation. The system will send an email to your manager that communicates that you have completed the self-evaluation.
[image: ]

Click OK


 (
You c
an log in and review your plan and/or your self evaluation at any time.
)[image: ]
Your manager will receive an email notifying him/her that you have completed your self-evaluation (see below). 

MANAGER EMAIL
From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov] 
Sent: Wednesday, June 23, 2010 4:35 PM
To: Angie Ledford
Subject: Your employee Lisa Griffin has completed their self evaluation

Your employee Lisa Griffin has completed their self evaluation for Annual Performance Review :

https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST

This completes the self-evaluation process.
Your manager will now review the self-evaluation that you submitted and complete his/her evaluation. 
Employee:  Steps to Finalizing the Employee Evaluation 
After all required approvals have been received the manager will mark the evaluation as “available for review” in the system, and will schedule a meeting to discuss the evaluation in detail with you. 

Log in to the e-performance system (following steps 1 – 5) to review your completed performance evaluation.



Click on Annual Performance Review
[image: ]

In Review Manager Evaluation, click View.
[image: ]

Scroll down to view the manager evaluation ratings and comments.
[image: ]

If you would like to print the evaluation, click on the View Printable Evaluation link.
[image: ]

Right Click on your mouse to show the drop down menu. Scroll down and click on “Print”.
[image: ]

Attend the meeting scheduled by your manager to discuss in detail the performance evaluation.
Once the meeting has been held, your manager will log-in to the system and mark the evaluation status as “Review Held”. This confirms that he/she has met with you to discuss the evaluation. You will receive an email from the system to let you know that the status has changed and that you need “acknowledge” that the meeting has been held (see below). 

EMPLOYEE EMAIL
From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov] 
Sent: Tuesday, June 22, 2010 10:26 AM
To: Lisa Griffin
Subject: Your Annual Performance Review form is ready for your acknowledgement.

This automatic notification is to remind you that your Annual Performance Review has been held and the document is ready for your final comments and acknowledgement.  (Your acknowledgement affirms that this review was held and was discussed in detail with you).

You may click on this link to go directly to the application: https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST

(Please do not respond to this automatic notification.)                                             

Log in to the e-performance system (following steps 1 – 5).

Click on the Annual Performance Review link
[image: ]

Click on the Acknowledge link

[image: ]


Click on the Acknowledge Review button
[image: ]

Click the OK button
[image: ]

The status now changes to “acknowledged”. 
[image: ]



Your manager will receive an email to let him/her know that you have acknowledged the performance evaluation (see below).
.
MANAGER EMAIL
From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov] 
Sent: Tuesday, June 22, 2010 10:28 AM
To: Angie Ledford
Subject: Lisa Griffin has acknowledged the Annual Performance Review form.

This automatic notification is to alert you that Lisa Griffin has formally acknowledged the recent review of the Annual Performance Review document.  

You may click on this link to go directly to this Annual Performance Review and click complete to finalize the document: https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST
(Please do not respond to this automatic notification.)             	
Your manager will now complete the evaluation, and the status will change to “Completed”. After this, you may view and/or print the evaluation at any time by clicking in Historical Documents.
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