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Click 'Me.'
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Click 'Career and Performance.'
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Click 'Performance.'

3/20

Back



Your current year's performance

document should auto-populate.

Click the title of the performance document

to continue.
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For each goal entered, select an

Employee Rating for yourself

compared to the goal established. 

If you'd like more information on the goal

and ratings, click 'Show performance goal

info.'
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Enter an Employee Comment

about why you gave the rating you

chose.

NOTE: Make sure the comment is specific to

the goal and the performance you

contributed to your team.
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Click 'Save and Next.'
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Rate and comment on each

remaining goal.

When you are finished, click 'Next' to

continue.
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Click 'Core Behaviors.'
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In this field, select an Employee

Rating for yourself.

If you'd like more information on core

behaviors or ratings, click 'Show

competency info.'
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Enter an Employee Comment

about why you gave the rating you

chose.

NOTE: Make sure the comment is specific to

how you demonstrated the core behaviors of

the university.
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Click 'Save and Next.'
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In this field, select an Employee

Rating for yourself.

If you'd like more information on DePaul's

mission, vision, values, or the ratings, click

'Show competency info.'
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Enter an Employee Comment

about why you gave the rating you

chose.

NOTE: Make sure the comment is specific to

how you supported the university's mission,

vision, and values.
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Click 'Save and Close.'
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Click in the 'Overall Performance'

field to continue.
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In this field, select an overall

Employee Rating for yourself.

This rating should take into account all

other ratings provided, but does not

necessarily need to be a direct

average of those scores.
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Enter an Employee Comment

about why you gave the overall

rating you chose.

NOTE: This section should provide any

additional comments not already mentioned

in this document. You do not need to re-

summarize comments from previous

sections.
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Click 'Save and Close.'
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When you are finished, click

'Submit.'

This will route the performance document to

your manager for approval.
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Congratulations! You have completed and submitted your

performance document.

Now your manager will complete their evaluation. Once

they have finished, they will schedule a one-on-one

conversation to discuss the current year's goals and

performance as well as a plan for next year.
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