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Create an End of Year Self-Assessment
(Employee)

Follow this job aid to complete a self-assessment in support of your evaluation.

1. Select the Performance tile on the Employee Self Service homepage.

Employee Self Service v~ 1of2 >

Performance ( Employee Personal Info | ( Employee Timesheet

' » View/Update Personal Info
&4

1Y View/Update Payroll Info ﬁ
«

Q Employment Verification 071_’_1 712022 - 07/30/2022
© No Timesheet

4
ail

2. Onthe My Current Documents page, select your performance plan.

£ Performance Doc Performance Q E
Jamie Phelps ©

Financial Analyst

My Current Documents 1 e e
Y My Current Documents ‘ Create Document ‘

My Historical Documents

Document Type Document Status Period Begin / Period End Next Due Date
Evaluations of Omergj 0 10/01/2020

Performance Document Evaluation in Progress 11/15/2021 >
Historical Evaluations of Others oF 09/30/2021
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3. The Performance Document is displayed. Select the Expand All link.

GSATRN o A

Favorites v Main Menu v > Performance
Performance Process #‘ « Return fo Current Documents| ‘ save ‘ ‘ Complete ‘
Steps and Tasks S o~ Performance Document —_—
Jamie Phelps Self-Evaluation - Update and Complete @Print | I Notity | @ Export
Performance Document Jami Ips
10001/2020 * 09/30/2021 Overview |
Job Title  Financial Analyst Manager Udval Jones

» © Establish Perf P -

st 4 Document Type ~ Performance Document Period 10/01/2020 ~  09/30/2021

11612020
‘ Template  GSA Annual Performance Plan DocumentID 16

* @ Complete Mid-Year Seli-Assessment -

Due Date  06/01/2021 Status  Evaluation in Progress Due Date 11/15/2021

* ® Nominate Participants

¥ Employee Data
Due Date 111512021

Employee ID 00000063
Complete Self-Assessment

Due Date 1171512021 Department H1AW Acquisition Workforce Developm
MO-KANSAS CITY-Prshng Sq Main

© Update and Complete Location 0000000381
Position 90000062 Job Code 101782 Occ Series 1160  Bargaining Unit 7777
* © Review Manager Evaluation Step 8
Due Date 11152021 Pay Plan GS Plan/Grade 0000 12

Rating History

Enter your ratings and comments for each applicable section and save. When you have finished updating your evaluation select the complete button to save your
changes and send this document to your manager for review.

| - Expand Al | » Collapse All | (®TAB Format | [ Calculate Al Ratings

¥ Section 1 - Position Description Review Certification

~ Expand | » Collapse

» Position Description Review Certification
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4. The Measure Rating drop-down menus will be available for each Specific
Measure. For each element, an Measure Rating drop-down menu and an
Employee Comments textbox will be available. Select the Edit Comments button.

Note: Selecting Employee Ratings is optional. You can submit your Self-Assessment

without selecting Ratings.

.
GSATRN R LA @
Favorites v Main Menu v
Performance Process ‘i « Return to Current Documents ‘ Save ‘ ‘ Complete ‘ “
Steps and Tasks s o Performance Document S g
Aden Ward Self-Evaluation - Update and Complete & Print_| EINotify | ) Export
Performance Document priorities and changes in procedures and programs without losing sight of the longer-term purposes of the work. The employee's ¢
10/01/2018 - 09/30/2020 Overview to the taxpayer. The employee is regarded as a subject matter expert and coaches or mentors others in the tasks associated with
* © Establish Performance Plan Measure Rating | Level 3 Fully Successful M 03.00 B
DueDate  11/1412019 '
* @ Complete Mid-Year Self-Assessment - Skipped
DueDate  06/01/2020

* O Nominate Participants Weight 50 %
DueDate  11/16/2020 ‘ v B
Critical Element Rating 00.00F=
v e Complete Self-Assessment g
DueDate  11/16/2020 Employee Comments  gomments
© Update and Complete
| EdnCommentsl
* O Review Manager Evaluation
DueDate  11/16/2020
CreatedBy  Quentin Oneal 10/27/2023 1:35PM -
L. inimminann 4 Anmes ;
5. Enter comments in the box. Scroll down and select Ok button.
v
Program Management X
-~
BvE@ @ Oy © ¢ Qv = = = = = =
A
»
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6. Inthe GSA Elements Summary area, summary comments can be entered into the

Employee Comments text box by selecting Edit Comments.

GSATRN R L
Favorites v Main Menu v

Performance Process ‘i « Return to Current Documents [ Save ] [ Complete ] “

Steps and Tasks S o Performance Document

Aden Ward

Performance Document
10/01/2019 = 09/30/2020
v o

Due Date 11/14/2019

* @ Complete Mid-Year Self-As
DueDate  06/01/2020

Nominate Participants
Due Date 11/16/2020

D Complete Self-Assessment
Due Date 11/16/2020
© Update and Complete

Due Date 11/16/2020

7. Enter comments in the box. Scroll down and select the Ok button.

Establish Performance Plan

Review Manager Evaluation

Overview

sessment - Skipped

Weight
Critical Element Rating ‘

Employee Comments

Edit Comments

50

%

Self-Evaluation - Update and Complete

v 00.00®

&Print | E1Notify | @) Export

Created By Quentin Oneal

GSA Elements Summary

10/27/2023 1:35PM

GSA Elements Summary

E

oy EEEE =

8. Under the Attachments section. Select the Add Attachment button if you would

like to attach files for the Self-Evaluation.
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Attachments

No Attachments have been added to this document

+ Add Attachment

9. After completing the Measure Ratings and Employee Comments, select the Save
button at the top of the page. Then select the Complete button.

Note: Your Supervisor cannot see your comments until you select the Complete

button.
{Return to Current Documents | Save I | Complete |
Performance Document
Self-Evaluation - Update and Complete G Print | E79Notify | B Export
Jamie Phelps
Job Title Financial Analyst Manager Udval Jones
J Document Type Performance Document Period 10/01/2020 ~  09/30/2021
_) Template GSA Annual Performance Plan DocumentID 16
_ Status  Evaluation in Progress Due Date  11/15/2021

10. Select the Confirm button to submit your Self-Evaluation.

Submit X

If you are ready to submit your self-assessment to your manager, please
select Confirm.

If you are not ready to submit your self-assessment to your manager,
please select Cancel.

If you submit your self-assessment and later determine that you need it to
be returned to you for further edits, please place a request with the HR
Links Help Desk ticket (select the "Help Desk Home" tile from your HR
Links home page) to have it returned to you.

| Confirm ” Cancel

11. You have successfully submitted your self-assessment.
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GSATRN

Favorites v Main Menu v

Performance Process ‘ % ‘ «
Steps and Tasks s

T o~

Aden Ward
Performance Document
10/01/2019 = 09/30/2020 Overview:

* © Establish Performance Plan
Due Date 11/114/2019

o

Complete Mid-Year Self-Assessment - Skipped
Due Date 06/01/2020

* O Nominate Participants
Due Date 11/16/2020

GComplete Self-Assessment

——
o

uuuuuu TTToTZ020
View

» O Review Manager Evaluation
Due Date 11/16/2020

Performance Document Return to Current Documents

Confirmation - Document Completed

@ You have successfully completed your sel’_!fassessmem, and it is now with your manager.

If you determine that you need your self-assessment to be returned to you so you can make additional edits, please submit a request to
the HR Links Help Desk (select the "Help Desk Home" tile from your HR Links home page) to have it returned to you.

12.1f you need to make adjustments contact your Supervisor who can Reopen the Self-
Assessment for you. If your supervisor completes your review in HR Links before
you submit your self-assessment, it will not be considered in the end of year review.

Questions

Check out our complete library of job aids, videos, and training courses! You can

search based on your role (employee, supervisor, timekeeper) or by topic (time and
leave, telework, benefits, performance).

If you still have questions, contact the following:
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https://corporateapps.gsa.gov/files/Reopen-a-Self-Assessment-Supervisor-2023c.pdf
https://corporateapps.gsa.gov/hr-links/
https://corporateapps.gsa.gov/hr-links/employees/
https://corporateapps.gsa.gov/hr-links/supervisors/
https://corporateapps.gsa.gov/hr-links/timekeepers/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/telework/
https://corporateapps.gsa.gov/hr-links/benefits/
https://corporateapps.gsa.gov/hr-links/performance-management/
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Issues with Single Sign On (SSO): GSA IT Service Desk at 866-450-5250 or
ITServiceDesk@gsa.gov
Time and Attendance: your Timekeeper or Time Administrator
Benefits: the Benefits and Retirement Center
Performance Management: the HR performance team
Need a new labor code in HR Links: Contact your regional Labor Admin
All other HR Questions contact your servicing HR Office:

o PBS HR Service Center

o FAS HR Service Center

o Staff Office HR Service Center

o Executive Resources HR Service Center
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https://docs.google.com/spreadsheets/d/1IWvtoX59PIsNKjVvwPNiYMPPsaxoZi45RhK8FZqvVpw/edit#gid=1472468099
https://insite.gsa.gov/topics/hr-pay-and-leave/benefits/benefits-and-retirement-specialists?term=benefits
https://docs.google.com/spreadsheets/d/1Fv6aItSKz19maWHICRjpp4aOby3akLwSBbvNYTA8REA/edit#gid=1838223405
https://docs.google.com/spreadsheets/d/19zCK64oURPFe228U9nBEmP0KdA_3dowkvsJDRU0WPdc/edit#gid=0
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=1683648612
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=197800555
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=1833764612
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=2042648763
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