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Steps Instructions 
1 Login Banner Self Service using your User ID and PIN.  
2 Click Login. 

 

Steps Instructions 
3 Click the  Employee tab. 
4 Click the Performance Evaluation link. 
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Steps Instructions 
5 Performance Evaluation:    Enter the Banner ID (A#) for your employee.  

Then click on the current Year  of the Evaluation.( For previous users only.)   
To view previous evaluations, click on the year of the evaluation. 

6 Click Submit. 
 NOTE: “Important links” for instructions and definition of Performance Elements, 

rating, and recommended weightings. 

 

 

 

 

 

 

Steps Instructions 
7 Performance Evaluation Form:  The employee’s data (name, Banner ID, Job 

Title, Department, Appraiser and Date of Evaluation) and Personal Review 
Worksheet will populate. 
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Steps Instructions 
 For each Performance Element:  

8      Enter Comments: 
9      Enter Goals: (Goals for Next Year) 

10      Select Weighed Range:  (from the drop down menu) 
11     Select  Rating: (Click on the rating) 

 Note: All fields must be completed. Click the Performance Element Link for 
additional description. 
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Steps Instructions 
12 After completing each Performance Element fields, click Save and Continue at 

the bottom of the form. 

Steps Instructions 
13 The total scores should populate; including “Your employee scored xxx out of 

xxx; calculated score:  “x”; This score is “xxx”; etc. 
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Steps Instructions 
14 The supervisor should conduct the employee’s interview at this point (Click 

Print) and return to the evaluation to sign. 
 Note:  You can Edit, Sign, Print or Return to Menu 

Edit – will return you back to the Performance Evaluation. 
Sign – will submit the form; editing is no longer an option. 
Print – will print the form. 
Return to Menu – will return to the Banner Self Service menu. 

Steps Instructions 
15 Click Sign.   
16 Enter your PIN. 
17 Click Submit. 

Steps Instructions 
 It is time for the employee to return to Banner Self Service to sign the 

Performance Evaluation. 
 
NOTE:  Once the employee signs the Performance Evaluation, the supervisor 
can login again to review the employee’s comments. 
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Change Score 

 

 

 

 

Error Messages 

 

 

 

 

 

 

 

 

Steps Instructions 

CS 1 Change Score:  Change the rating, and Click Change Score. (You can only 
change the score by one point from the calculated score.) 

CS 2 Enter justification in the comment box. 
 NOTE:  A comment (justification) is required to change the score. 

Steps Instructions 
NOTE Error Messages may populate after the form is Saved. Examples listed below: 

 The weights must sum to 100. 
Select a value (rating) for Engagement and Accountability. 
Comments are required for Working Relationships.  
Enter goals for Technical Knowledge and Skills Competence.  
 

 EM 1 Errors messages must be corrected. To correct error messages, click Edit.  
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Development Plan 

 

 

 

 

 

 

 

Steps Instructions 
EM 2 The systems will return to the Performance Evaluation form for correction. Click 

Save and Continue after the correction is made. 

Steps Instructions 
DP 1 If the final score is 1 or 2, a Development Plan is required. Click Development 

Plan. 

Steps Instructions 
DP 2 Complete the Development Plan.  Justification is required in the comment box. 

All fields must be completed. 
DP 3 Click Submit.  The system will merge the Development Plan into the 

Performance Evaluation form. 
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Congratulation!   You have completed the Performance Evaluation Form! 


