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PeopleAdmin Step Set Goals 

Supervisor Creates the Plan 
 
 

 
Supervisor/Employee Goal/ 

Plan Review Meeting 

 
 

 
Employee Acknowledges the Plan 

 
 

Evaluate Performance 

 
Employee Completes Self 

Evaluation 

 
Supervisor Evaluation 

 

 
Multi Rater Feedback 

 
 
 

 
Supervisor/Employee Evaluation 

Meeting 

 
Employee Acknowledges 

Evaluation 

 
Questions? 
https://westernu.sharepoint.com/ 
sites/2024perf 
Email: PerformanceReviews@westernu.edu 
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Overview of the Process 

1. Your supervisor reviews your goals from 
last year and creates the plan for the 2024-
2025 year. 

2. You meet with your supervisor to look at 
last year’s goals and the plan for this 
year’s Performance Evaluation. 

3. You respond to the goals for next year 
that you planned with your supervisor. Log 
in and you will simply Acknowledge the 
goals. 

 
 

4, 5, & 6 can happen at the same time. 

4. Do a self-evaluation of your performance. 

5. Your supervisor evaluates your job 
performance. 

6. You may have a 2nd supervisor or client 
whom your supervisor needs to ask about 
your performance to complete the 
evaluation. If so, your supervisor can 
request feedback from that person. 

 
 

7. You meet with your supervisor to discuss 
your performance evaluation. 

8. You acknowledge that you have met with 
your supervisor. 

This is an acknowledgement, and not a 
statement that you agreed with everything. 
You may make additional comments in the 
form about the evaluation as well. 
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Reference Guide for Employees: Performance Self-Evaluation Using People Admin 
 

 
Contents: 

A. Instructions: Summary 

B. Instructions: Details with Screen Shots and Where to Click 
 
 
 
 

A. Instructions: Summary 
 

 
1. Begins at PeopleAdmin Step - that is, after you have met with your supervisor. 

2. Click on the link and log in to the Employee Portal to access your evaluation form. 

3. Click on My Reviews. Then click on your name to go to the next step. 

4. Your next “Action Item” is to read and Acknowledge the Plan. Click on the link. 

5. Review the Plan (Should be what was reviewed with you during the meeting). 

6. In most cases you will now click Agree and Acknowledge, as you have already met with your 
supervisor about them. 

7. Next, work on your self-evaluation – PeopleAdmin step . Start with the Performance Factors. 

8. Click on the Essential Job Duties and Responsibilities tab. 

9. Click on the Goals tab to evaluate your goals from the prior year. Write comments. 

10. Near the bottom of the page, answer the questions about your Career Objectives and at least one 
Proposed Goal for the next year. 

11. After you meet with your supervisor about the evaluation and plans for next year -- PeopleAdmin 
step -- you will receive a notice from PeopleAdmin to Acknowledge the Evaluation. 

 
 

12. When you are done with this section, select Complete at the top or bottom of the screen. 

After you Acknowledge, the evaluation is done. 
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B. Instructions: Details with Screen Shots and Where to Click 

 

 
 You receive an email from PerformanceReviews@westernu.edu. The email has a link to 

PeopleAdmin, reading View your Action item in the Employee Portal » 
 

 Important: You must be at Step 3 before PeopleAdmin will email you the link. If you do not 
receive it, make sure that your supervisor has marked the Goal/Plan meeting as Complete in 
the PeopleAdmin system, so that you will be at Step 3. 

 

 
Troubleshooting: “I don’t have the email with the link!” 

 
If the email is not in your “Focused” folder in Outlook, look in your “Other” folder. 
You can also access your evaluation by going to https://jobs/westernu.edu/hr. 

 
Then click on the 3 dots on the top left of the screen. 

 

 
Then click on Employee Portal on the upper left side of the screen. 

 

 

1. Begin at PeopleAdmin Step 3 - that is, after you have met with your supervisor. 

2. Click on the link and log in to the Employee Portal to access your evaluation form. 

3. Click on My Reviews. Then click on your name to go to the next step. 
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 No numerical ratings are required 
 Comments are optional 
 Click Save & Continue when done 

4. Your next “Action Item” is to read and Acknowledge the Plan. Click on the link. 

2023 Evaluation for Your Name 

You 

2023 Annual Review Smith JoAnn 

2023 Non-Exempt Annual Review 

You 

5. Next, work on your self-evaluation – PeopleAdmin step 4 . Start with the Performance Factors. 
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 No numerical ratings are required 
 Comments are optional 
 Click Save & Continue when done 

 

 

 

 
 

 
 Comments are required 
 Click Save & Continue when done 

 

6. Click on the Essential Job Duties and Responsibilities tab. 

7. Click on the Goals tab to evaluate your goals from the prior year. Write comments. 
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 These questions appear in the Goals tab 
 

 

 

 Optional: At the end of the form there is an option to provide suggestions for improvement 
to the performance evaluation process. 

 

Top of Screen 

8. Near the bottom of the page, answer the questions about your Career Objectives and at least one 
Proposed Goal for the next year. 

9. When you are done with this section, select Complete at the top or bottom of the screen. 
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 Important: When you click Complete, the Goal your self-evaluation is final and you will not 
be able to make future changes. 

 
 
 
 

 
 This is an acknowledgement, and not a statement that you agreed with everything. 
 You also have the option to Disagree & Acknowledge if you choose. 

 

 You may also make additional comments in the form, in the Progress Notes section (see 
below) or in the Comments section at the bottom of the form. 

 
Congratulations, you have finished the performance evaluation process. 

 
Questions? PerformanceReviews@westernu.edu 

 

 

 The Progress Notes link is on the top of the menu bar. 

Bottom of Screen 

10. After you meet with your supervisor about the evaluation and plans for next year -- PeopleAdmin 
step 

7 
-- you will receive a notice from PeopleAdmin to Acknowledge the Evaluation. 8 

OPTIONAL: Progress Notes. This is an electronic record that can help you track your accomplishments 
and activities 
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