Instructions to Activate Evaluations (* = required fields that must be completed)

Login to PeopleAdmin: http://ecu.peopleadmin.com/hr

1. Login as supervisor or PM Coordinator. If not logged in as supervisor or PM Coordinator,
select change user type to supervisor or PM Coordinator.

2. Under Evaluation, Click ‘Begin New Performance Evaluation’

3. Select the evaluation type you would like to do (Final) by clicking ‘Start Action’

4. Use the search criteria to find the employee you will be evaluating. You can search by
position # or seated employee. Click search.

5. Select ‘Start Action’ to begin performance evaluation/competency assessment.

6. On the first page, ‘Evaluation Details’ insert the evaluation delivery date (the evaluation
delivery date should be the date that you expect to have the face-to-face discussion with the
employee), answer the ‘Is this a career banded position?” question, and then select other
supervisors in the department who need access to this evaluation. Do not click “Continue
to Next Page.”

7. Scroll to the bottom of the page and select ‘Preview Evaluation,” then select ‘Save without
Submit’ next select ‘Continue’ and finally select ‘Confirm.’
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