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NEW Performance Evaluation Layout

All evaluations in Perform (PE) will now be in a vertical format on the rating form page.

> From the Dashboard, click on the evaluation to rate listed in your task under
the Performance/Rating section
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» Once you click on the task, it will bring up the following page to complete the
rating form.
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» The evaluation form is now in a vertical format for both Organizational Wide
Competencies and Job Specific Competencies. You must use the scroll bar

to view all competencies.
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> To view Reviewer Entries (right side of page), click on down arrow and select
the matching competency in the “ltem” section to show proper comments

per competency. You must take this step for each competency.
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Journal entries can also be shown in this section as well by
clicking on the down arrow to pull up any journal entry.




> To view Writing Assistants (right side of page), click on down arrow and select
the matching competency in the “ltem” section to show proper comments

per competency. You must take this step for each competency. The writing
assistant function should only be used as a guide, the employee/manager should also add

in their own individualized comments.
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Highly Proficient - Shows ownership without prompting for personal
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> Once you are complete with the Organization Wide Competencies, you must
select “Next Section” on the top right. This will take you to the Job Specific

Competency section.
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> The Job Specific Competency section will now display. Make sure to scroll
down page via scroll bar to complete rating for each competency. Follow

earlier instructions on pulling up Reviewer Entries, Journal Entries and Writing
Assistant information. Once complete, enter in Overall Comment and select

Submit Evaluation.
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