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ePerformance Module

WHAT IS IT?
 Self-Service evaluation management application for 

managers and employees housed within OneUSG HCM 
system.

 Launching January 2024.
 Training: January 2024

WHAT’S DIFFERENT?
 Five Point Standardized Rating Scale
 Job Descriptions integrated into evaluation
 Additional sections for goals, USG core values and 

institutional values.



Step 1:
Create 
Evaluation 
Documents

Step 2: Define 
Criteria (goals, 
performance, 
etc.) 

Step 3: 
Complete Self 
Evaluation

Step 4: 
Complete 
Preliminary 
Discussion with 
Employee

Step 5: Finalize 
Manager 
Evaluation

Employee

Manager

Human Resources

Performance Evaluations Workflow



ePerformance Sections

Rating Scale Criteria % of Evaluation

Goals • Completion of last year’s goals
• Creation of goals for upcoming 

evaluation period.

25% to 30%

Job Duties • Assigned job duties located in 
job description (job profile)

• Additional assigned tasks

40%

Performance Factors • Job Knowledge
• Quality of Work
• Communication
• Critical Thinking
• Initiative
• Reliability/Attendance
• Adherence to Policies
• Interpersonal Relationships
• Customer Service
• Innovation

15% to 20%

Leadership Factors (Additional 
Factors added to Leadership 
Evaluation)

• Strategic Planning
• Fiscal/Budget Management
• Delegates/Directs Effectively

15% to 20% 

USG Core Values/Institutional 
Values

• USG Core Values
• Columbus State Institutional 

Values

15%



Behavior Anchored Rating Scale

Rating Scale Definition Behavioral Indicators

Exemplary Outstanding performance that 
consistently exceeds milestones.

• Displays advanced knowledge
and skills

• Proactively seeks new 
challenges.

Superior Good, solid performance that 
fully meets milestones and on 
occasion exceeds milestones.

• Demonstrates strong,
consistent leadership.

• Results add value.

Successful Good solid performance that
meets all milestones.

• Shares knowledge and skills
appropriately. Meets 
expectations.

Partially Successful Performance falls short of the 
minimum criteria and standards 
of milestones. Immediate and 
substantial improvement is 
needed to address this area.

• Work behavior occasionally
fall below required levels.

• Improvement is required.
• Could be attributed to 

newness on the job, missing 
skills, etc.

Not Successful Performance in this area is 
inconsistent and does not meet 
milestone. Performance feedback 
and efforts to reinforce 
competency may provide the 
tools to achieve success

• Lacks the knowledge of the 
position to accomplish goals.

• Has not demonstrated the 
ability to retain key job 
knowledge.

• Does not seek development 
opportunities.



Process Review
ePerformance Evaluation



Manager Defines 
Criteria



Step 1:  Managers log into OneUSG. Choose Team Performance Tile.



Step 2:  Under “Current Documents”, the manager will choose the 
team member they will be evaluating.



Step 3: Define Criteria.









Step 4:  Approve Criteria





Employee Self-
Evaluation



Step 5: Employee will be able to complete the “Self Evaluation” section of 
the evaluation.





Step 6: Employee submits self evaluation for each of the ratings



Step 6: Employee submits self evaluation for each of the ratings









Step 7: Employee completes self evaluation for each of the ratings





Manager Evaluation



Step 8:  Manager logs into OneUSG. Choose Team Performance Tile.



Step 9: Under “Current Documents”, the manager will choose the 
team member they will be evaluating.



Step 10:  Manager will then be able to review the “Self Evaluation”. 
Complete the “Manager’s Evaluation.” The manager should meet 
with the employee before submitting the evaluation.









Step 10.5:  If any items are left unrated, the system will notify the 
manager and they will be able to enter in their rating.



Step 10.5:  Once completed, the manager will be able to submit 
and share.





Step 11:  Employee signs into OneUSG. Selects “Performance” tile 
and selects the shared evaluation.



Step 12:  Employee must review evaluation AND meet with manager 
to review, ask questions, give feedback, etc.  Once meeting is 
complete, employee will “acknowledge” or “sign” the evaluation.











Reviewing the 
Evaluation



Performance document will be maintained in the “My Historical 
Documents” section of the Performance Tile in Employee Self Service.









Resources

 Human Resources ePerformance Page

https://www.columbusstate.edu/human-resources/eperformance.php
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