
Performance Evaluations 2017



GreatJobs Performance Evaluations

The GreatJobs system incorporates Position 
Descriptions, Notice of Vacancy (NOV) and 
Performance Evaluations.

A Position Description must first be in GreatJobs in 
order to create a Performance Evaluation.

The website is: https://sso.tamus.edu



Performance Evaluation Highlights
All performance evaluations will be routed 

for signature online.

At least one entry is required in the 
objectives/goals and development plan 
sections.

System Policy requires a face-to-face 
performance evaluation meeting.



Performance Evaluation Highlights

 Employee and Unit/Department Head can return 
evaluation to Supervisor for edits if needed.

 Employees must review each section of their 
evaluation and move through the tabs by 
clicking on “Continue to next page”.

 Each performance evaluation must be routed 
into a completed status by May 31 each year.



4 Main Steps to Evaluation Process

1. Supervisor completes performance evaluation. 
Supervisor and employee meet to discuss 
evaluation. Supervisor submits evaluation to 
employee for review.

2. Employee reviews evaluation online and 
returns to supervisor.

3. Supervisor submits evaluation to 
unit/department head for final approval.

4. Unit/department head reviews and approves.



Supervisor Begins Evaluation



Supervisor Chooses Online Evaluation or 
Uploads Form (Storage Option)



Supervisor Completes Online, Competency-
based evaluation (i.e.: non-faculty)



Text Describing the Performance Ratings –
Search for Employee, PIN or Title



The employee selected will appear then 
click “Start Action” link to begin evaluation



Supervisors – Click on the blue Supervisors
link and read important info before beginning



Enter required information marked with  the 
red asterisk *



Continue by clicking on the next tab or 
clicking on the “Continue to Next Page” 
button.



Review of job duties taken directly from 
Position Description – then continue to 
next tab



The next 2 tabs contain the job evaluation 
factors (or competencies) to be rated.



If the employee is also a supervisor, 
complete the supervisor evaluation factor



Performance Objectives and Goals

List objectives and goals which, when met, 
will enhance job performance and/or assist 
the employee in successfully 
accomplishing job responsibilities.

Multiple objectives and goals can be 
entered, edited, viewed and deleted.



Development Plan

Outline a plan for development covering 
specific on-the-job training needs, training 
and development courses, self-development 
and other approaches which will help the 
employee in accomplishing his/her job 
responsibilities and in meeting objectives 
agreed in above. Include specific timetables 
for development actions and/or corrective 
actions as applicable.



Performance Objectives & Development

 This section requires at least one entry under Objectives
and Goals and at least one entry under Development 
Plan.

 If performance objectives/goals and a development plan 
are provided as separate documents, add an entry
stating “document attached on next tab“ and attach them 
on the next tab.



Writing Objectives and Development Plan

 Employees can write own goals and objectives 
and bring to evaluation meeting.

 Resources for Writing Performance Objectives 
and Employment Development Plans can be 
found on the HR Performance Management 
page :
http://agrilifeas.tamu.edu/hr/supervisor-
toolkit/performance-management/



Performance Objectives & Development



Performance Objectives & Development



Attach Documents



Attach Documents



Performance Summary Tab

On the Performance Summary Tab there is a box for
Additional Evaluator Comments:



Performance Summary Tab

The next section is the Performance Summary and the 
overall rating for the employee and is a required field:



Performance Summary Tab



Notes/History Tab



Evaluation Status: Save vs. Send?



Evaluation has been submitted for 
employee’s review



Employee will receive an e-mail when the 
evaluation has been sent to them: 

A performance evaluation has been submitted for your review. 

1. Login to GreatJobs at https://sso.tamus.edu/
2. Change your user type to "Employee" if necessary 
3. Click “Pending Evaluations” 
4. “View” the performance evaluation. 
5. Continue through the tabs. 
6. Click appropriate selection to send the evaluation to supervisor.



Employee Selects Pending Evaluations



Employee Selects View 



Employee must review each page 



Attach Documents Page



Employee Performance Summary



Employee Acknowledgement 



Employee has two choices now:



Supervisor Receives E-mail

If employee returns for editing, the employee
should contact the supervisor to discuss what
changes are requested.  The supervisor will
receive an email that states: 

Last Name, First Name has returned a performance evaluation to you for 
editing.

1. Login at https://sso.tamus.edu
2. Change your user type to "Supervisor" if necessary
3. Select "Pending Evaluations"
4. “View” the appropriate evaluation
5. Move through the tabs making changes as appropriate
6. Select "Send for employee signature"



Supervisor Receives E-mail

If employee sends to supervisor with no request
for edits, the supervisor will receive an email that
states: 

Last Name, First Name has returned a performance evaluation for your 
review.

1. Login at https://sso.tamu.edu
2. Change your user type to "Supervisor" if necessary
3. Select "Pending Evaluations"
4. “View” the appropriate evaluation
5. Continue through the tabs.
6. Select “Send to Unit/Department Head”



Supervisor selects Pending Evaluations



Supervisor selects evaluation that has 
been returned by employee



Click Continue to Next Page button to go 
through all tabs to review evaluation



Click  “Attach Documents” Tab



Click “Performance Summary” Tab



Supervisor Sends to Unit/Dept
Head



Unit/Department Head Receives E-mail

Last Name, First Name has submitted a performance 
evaluation for your review.

1. Login at https://sso.tamus.edu
2. Change your user type to "Unit/Dept Head" if necessary
3. Select "Pending Evaluations"
4. “View” the appropriate evaluation
5. Continue through the tabs
6. Complete/Finalize the evaluation



Unit/Dept Head Selects Pending 
Evaluations



Unit/Dept Head Chooses Evaluation to be 
Reviewed



Unit/Dept Head goes through each 
page



Continue through Tabs to Performance 
Summary Tab – Scroll to Bottom of Page



Unit/Dept Head Has Two Choices 



Employee and Supervisor receive email 
indicating that the Unit/Dept Head has 
finalized the evaluation.

The performance evaluation for Last Name, First Name has
been finalized.  Please login at https://sso.tamus.edu
and select "Historical Evaluations" to view the performance
evaluation.


