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1.0 SCOPE 

 

1.1 The Performance Evaluation Review process entails enabling the employee to view his/her 

performance evaluation, conducting a performance review meeting with each employee, the 

employee adding their comments to the evaluation and acknowledging that the review has been 

held (in PeopleSoft), the manager entering his/her review meeting comments and the manager 

completing the evaluation. 

 

1.2 The examples shown in this document illustrate the Performance Evaluation Review process for 

a teacher. The process is similar for all District employees.  

 

2.0 RESPONSIBILITY 

 

2.1 The school principal has the ultimate responsibility to ensure that all performance reviews are 

conducted, that evaluations are acknowledged and completed in a timely fashion for all District 

personnel at his/her school. 

 

3.0 APPROVAL AUTHORITY 

 

3.1 No approval process has been specified or designed into the ePerformance system. 

 

4.0 DEFINITIONS 

 

4.1 Performance Review: meeting conducted by the manager with the employee for the purpose of 

reviewing the employee’s performance evaluation and rating for the current school year. 
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5.0 PROCEDURE 

 

5.1 The first step of the Performance Evaluation Review process is to enable the employee to review 

their performance evaluation. In the ePerformance system, marking the employee’s performance 

document as Available for Review will enable them to review their performance document in 

PeopleSoft. When the performance document is marked as Available for Review, the system will 

send the employee an email notification and the employee will be able to review the content of 

their performance document. Note: depending upon your management style, you may choose to 

complete this step sometime prior to the Review Meeting or immediately after the review 

meeting has been held. Keep in mind that the employee can view the content once the document 

is in Available for Review status.  

5.2 Manager Step – Mark Available for Review. Navigate to the employee’s evaluation 

document. Navigation: Main Menu > Manager Self Service > Performance Management > 

Performance Documents > Current Documents. 

5.3 Click on the RTA 2012-2013 link next to the performance document to mark as Available for 

Review.  

 

5.4 Click on the Mark Available link ONLY when you are ready for the employee to review the 

performance document in PeopleSoft. When this link is clicked, the performance document will 

open.  
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5.5 Click on the Available for Review button. 

 

5.6 Click the OK button to enable the employee to view the evaluation. An e-mail will be sent to the 

employee with notification that the evaluation has been competed is now available for their 

review.  
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5.7 The Document Details page will be displayed as shown below. Note the text near the top of the 

page indicating that the document has been made available for employee review. Also, note that 

Next Action in the Complete Manager Evaluation step has been updated to reflect the next step 

in the review process, Mark Review Held. Note: while in “Available for Review” status, the 

employee can add his/her comments/rebuttal to the performance document, but they cannot 

complete the Acknowledge step because the review meeting has not yet been held. 

 

5.8 After the manager has marked the performance evaluation as “Available for Review”, the 

employee will be able to review the performance document at any time. The ePerformance 

system will send e-mail notifications whenever additional steps in the evaluation process, such 

as Mark Review Held or Acknowledge, are completed. 

5.9 Conduct the Performance Review meeting with the employee. As you conduct the review, have 

the employee validate that their Employee Tenure Status and Employee Career Level are correct. 

Upon completion of the meeting, explain that you will be changing the status of the evaluation to 

the Review Held status. Remind the employee that they have a responsibility to log into 

PeopleSoft and acknowledge that the performance review meeting was conducted and that the 

performance evaluation was reviewed with them. At that time, the employee will also have the 

opportunity to add their comments and/or rebuttal to the performance evaluation/rating they have 

received. 

 

5.10 Manager Step – mark the evaluation as Review Held. Navigate to the employee’s evaluation 

document. Navigation: Main Menu > Manager Self Service > Performance Management > 

Performance Documents > Current Documents.  
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5.10.1 Click on the RTA 2012-2013 link next to the document to mark as Review Held. The 

following page will appear. 

 
 

5.10.2 Click on the Mark Review Held link. 

 
 

5.10.3 Manager clicks on the Review Held button.  
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5.10.4 Click the OK button to confirm that the performance review was held. 

 

5.10.5 Note that you have successfully marked the performance document as Review Held. 

The Next Action on the Complete Manager Evaluation step now shows Acknowledge, 

which is the employee’s step in the review process. 

 

 
 

5.10.6 The next step in the process is for the employee to acknowledge that the review has 

been conducted and to add their comments to the performance document. 
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5.11 Employee step – acknowledge review held and add employee comments to the evaluation. 

Log in to PeopleSoft. A screen similar to the following will be displayed. If logging in through 

Portal, the employee will need to click on the Human Resources tab followed by the Human 

Resources 9.1 link to see this page. For reference, see your PeopleSoft ePerformance Navigation 

Basics document. Note: an e-mail will be sent to the employee requesting their action. If  the 

employee clicks on the e-mailed link, the employee will be taken directly to the performance 

document if already logged into PeopleSoft. If not logged into PeopleSoft, the employee will be 

taken to the PeopleSoft login screen and upon logging in, will be taken directly to the 

performance document. 

 

 
5.11.1 Employee clicks on Self Service. 

 

 
5.11.2 Employee clicks on Performance Management. 
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5.11.3 Employee clicks on My Performance Documents. 

 

 
5.11.4 Employee clicks on Current Documents. A screen, similar to the following, will be 

displayed. 

 
 

5.11.5 Employee clicks on the RTA 2012-2013 link next to the performance document to be 

reviewed and acknowledged. 
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5.11.6 Employee clicks on the Acknowledge link to acknowledge that the review meeting has 

been conducted and to add their post-evaluation review meeting comments to the 

performance document. 

 

By acknowledging that the review was conducted, the employee is not agreeing or 

disagreeing with the evaluation itself; they are only acknowledging that they have had 

an opportunity to review their performance evaluation with their manager. 
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5.11.7 The performance document opens and the following page appears.  

 
 

5.11.8 The employee can scroll down through all the sections of the document. Note that the 

ratings and content of the evaluation are “greyed out” and cannot be changed by either 

the employee or the manager. Also, note the change history at the bottom of each 

element that is rated. A sample section of the performance document is shown below.  

 

 
 

5.11.9 Employee scrolls to the bottom of the evaluation – where the Employee 

Comments/Rebuttal section begins – as shown below.  
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5.11.10 The employee should add their comments and/or rebuttal to the performance 

document as shown above. Be sure to save after adding your comments! 

 
 

5.11.11 Employee clicks on the Save button to save the comments/rebuttal they added to the 

performance document. The Save and Acknowledge Review buttons shown above are 

at the bottom of the performance document. These buttons also appear at the top of the 

performance document. Either may be used. Upon saving, the ePerformance system 

will return the employee to the top of the performance document, as shown below. 

Note that the system has confirmed that the employee successfully saved their input.  
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5.11.12 Employee clicks on the Acknowledge Review button at the top of the page to 

acknowledge that the performance review meeting was held. 

 

 
5.11.13Employee clicks on the OK button to complete the acknowledgement process. 
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5.11.14 Note, on the screen above, that the employee has successfully acknowledged that the 

review meeting has taken place, that the Status of the performance document has 

changed to Acknowledged and that there are no further steps for the employee in the 

Next Action column. 

 

5.11.15 This completes the employee’s steps in the Performance Evaluation Review process. 
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5.12 Manager Note: while the document is in the Available for Review, Review Held or 

Acknowledged status, the Reopen button will appear at the bottom of the performance document. 

The manager can use this button to reset the performance document to the In Progress status in 

the event that any changes need to be made to the performance document. Once the 

performance document has been completed, the Manager can no longer reopen it. 

5.13 Manager Steps – Adding Manager Comments and Completing the Evaluation. The 

manager must complete the performance document in PeopleSoft by selecting the performance 

document that has been acknowledged from his/her roster. Navigation: Main Menu > Manager 

Self Service > Performance Management > Performance Documents > Current 

Documents. The following shows an abbreviated roster.  

 

5.13.1 Manager clicks on the RTA 2012-2013 link. The screen appears below. 

 

5.13.2 Manager clicks on the Complete link to complete the performance review process for 

this evaluation. The performance document will open.  
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5.13.3 Manager should scroll down to the Manager Comments section of the performance 

document, as shown below. 

 

5.13.4 Manager should add any comments to the Manager Comments section of the 

performance document. Note: only comments about the review process itself should be 

entered here. No further comments about the employee’s performance should be 

entered in this section of the performance document. 

5.13.5 Scroll to the bottom of the performance document and click on the Save button to save 

the newly added manager comments about the performance review process.  You’ll see 

a confirmation that you have successfully saved the performance document, as shown 

below.  

 

5.13.6 Manager clicks on the Complete button to finalize the evaluation document, as seen on 

the screen (above). Once the document has been completed, it will be moved from 

Current Documents to Historical Documents.  
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5.13.7 Manager clicks the Complete button on this screen to finalize the document. 

 

5.13.8 Manager clicks the OK button to finalize the performance evaluation and mark it as 

Complete.  

 

5.13.9 Note the Status has changed to Completed as seen above and there are no further steps  

in the Next Action column. 

5.13.10 Click the Return to Select Documents link. This will take you to the Historical 

documents folder, where the just completed performance document now resides. Click 

the Current Documents “bread crumb” if you have additional performance evaluations 

to complete. 
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5.14 Congratulations! You have now completed the performance evaluation for this employee. To 

review the performance document at any time in the future, you will need to navigate to the 

Historical Documents menu option.  

 

6.0 ASSOCIATED DOCUMENTS 

 

6.1 Engage Rochester site – APPR supervisor page – Writing the APPR 

6.2 Engage Rochester site – APPR supervisor page – ePerformance Document Status Aid 

6.3 Engage Rochester site – APPR employee page – Employee Comments and Acknowledgements 

Tutorial 

 

7.0 RECORD RETENTION 

 

Identification Storage Retention Disposition Protection 

PeopleSoft 

ePerformance initial 

implementation. 

SharePoint 

ePerformance project 

site. 

Until Superseded  N/A 

     

     

 

8.0 REVISION HISTORY 

 

Date: Rev. Description of Revision: 

3/14/12 Original Original Document 

5/8/2013 2 Revised for 2012-2013 

 

 

***End of Procedure*** 


