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STEP 1
Supervisor/Rating Officer

Creates Plan 

STEP 2
Employee

Acknowledges Plan

STEP 3
Employee 

Completes Self-Evaluation

(this step is optional)

STEP 4
Supervisor/Rating Officer 
Completes Evaluation and 

Ratings

STEP 5
Reviewing Officer 

Approves Supervisor 
Evaluation

STEP 6A and  6B
Supervisor and Employee 

Meet  AND BOTH 
ACKNWLEDGE

Screen Shot Guide – Step 3: Self-Evaluation 

► EV ALU ATI O N CYCLE 

  

 
 
 
►A) LOG- IN  

Enter http://jobs.cofc.edu/hr/sso in a browser  
address bar  

 

• Or log into mycharleston (my.cofc.edu)  
o Select Employee Tab 
o Look for PeopleAdmin under  

Quick Links 
 

 
Log-in with the same name and password that you  
use to log into your computer 
 
 
 
 
 
 
 

 

B) ACCESS EMPLOYEE PORTAL  

  
1. Go to  

College of  
Charleston  
Employee  
Portal 

  

AC T I O N S  AT  A G L AN C E  
Log In…………………………………....A 

Access Employee Portal.………........B 

Access Evaluation……….……….......C 

Review Overview Tab……..……..…..D 

Comment on Values/Characteristics…E 

Comment on Job Duties……..……....F 

Skip Individual Goals………………...G  

Complete Strengths……………….....H 

Skip Signatures………………………..I 

Add Attachments………………….….J 

Comment on Overall Performance..K 

Complete Evaluation…………………L 

Log Out…………………………….…...M 

Next (Supervisor Evaluation)…….....N 

http://jobs.cofc.edu/hr
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►C)  ACCESS THE EV ALU ATI O N F ROM ACTI ON I TEM S  

1. Select  
the “Action Item” 
 

2. Ensure 
the correct  
program 
 

 
Note:  
Evaluations may also be selected and viewed by selecting “My Reviews” from the left menu 
and selecting parameters 

 

►D)  ACESS O VERVIEW TAB  

1. Select 
   Overview 
   Tab 
 

2. Read   
Blue Overview, 
Purpose, and  
Instructions, 

 
 
 
 
 
 
 
 
 
 

Note: Progress Notes are confidential and may be added any time during the year. You may 
find it helpful to write notes during the year to assist in remembering accurate information when 
you access you self-evaluation. 

 

 

 

 

 

 
 
 

 

 
 Annual Program for Linda McClenaghan 

 
Employee Self-Evaluation  

Linda McClenaghan 
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►E) ACCESS VAL UES AND CHAR ACT ERI STI CS TAB  
 

1. Select 
Values/Char  
Tab 

2. Read  
Notes 

 
 
 
 
 
3. Read  

Each Description 
 
4. Write  

Descriptive  
Comments 

 

5. SAVE DRAFT 
OFTEN! 

 
 

 
 

►F) ACESS JOB DUTI ES 
 

1. Select 
Job Duties  
Tab 

 
2. Read  

Notes 
 

3. Read  
Each Duty 
 

4. Write  
Descriptive  
Comments 
 

5. SAVE DRAFT  
OFTEN 
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►G)  ACCESS INDIV IDU AL  GO ALS –  AU TO  PO PUL ATE D FROM PL AN  
 

1. Select 
Goals Tab 
 

2. Read  
Each Goal 
 

3. Write  
Descriptive  
Comments 
 

4. SAVE DRAFT  
OFTEN 

 
 
 
►H) ACCESS STRENG THS AND ACCOM PLI SHM ENTS 
 

1. Select 
Strengths/Acc.  
Tab 
 

2. Write  
Descriptive  
Comments 

 

 
3. Add or Remove 

Entries 
 

4. SAVE DRAFT  
OFTEN 

 
 
 

►I) SKIP  * S IGN ATURES TAB  
 

 
►J) ADD * ATTACH M ENTS 
 

* IM PORTAN T NO TE:  IF  YOU ADD AN Y ATT ACHM ENTS,  GO B ACK TO 
THE OVERALL  TAB TO COMPLETE THE EVALU ATI O N!  
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►K) ACCESS O VER ALL  PERFORM ANCE 
 

1. Select 
Overall Perf..  
Tab 
 
  

2. Write  
Descriptive  
Overall  
Performance 
Comments 

  
 
3. SAVE DRAFT  

OFTEN 
 

 
►L) COMPLETE SELF- EV ALU ATI O N (F ROM OVERAL L  TAB)  

 
1. Select  

Complete under 
Action Dropdown 
or at Bottom of 
Page 

 
 
 
 
 
 
 
 
 

2. Select  
Ok in the box 
 that appears at  
the top of the 
 evaluation 
 

 
 

 
 

►M) LOG OUT 
 

1. Select 
“Log Out”  
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►N) NEXT STEP 
 

1. Supervisor  
will review Self- 
Evaluation and 
Complete the 
Supervisor  
Evaluation 
 

 
 


