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Tasks 
The tasks that will be completed in the Annual Evaluation by supervisors coded in 
red below: 

1. Supervisor Sets Plan 
2. Mid-Year Check-In 
3. Self-Evaluation 
4. Supervisor Evaluation 
5. Supervisor Meets with Employee 
6. Employee Signs Off on Evaluation 
7. Supervisor Signs Off 
8. Second Level Supervisor Approves 

 

Accessing the Employee Portal 
There are three ways to access the Employee Portal. 

1. You will access it from the HR page. You will choose the “Current 
Employee” tab at the top. When the drop-down menu appears, you will 
choose the PeopleAdmin Employee Portal.  

https://www.marshall.edu/human-resources/
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2.You can access the portal via the email notifications sent to you from 
PeopleAdmin.  

 

Click here to access the employee portal! 
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3.You can access the portal through myMU 

 

 

You will look for Quick Links and choose the PeopleAdmin icon.  

Click here to access the employee portal! 
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You will then click the red “Marshall University Employee Server Log-In” link. 
Do not enter your username and password on this screen! 

 

Click here! 
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You will click the three dots in the top left-hand corner. Then select the Marshall 
University Employee Portal (you will not select the Performance Management on 
this screen).  

 
 
 

You will be routed to the Employee Portal for Performance Management. This 
page displays the items that require some action for you to complete. 
 

 
 

My Employee Reviews 
 
The “My Employee Reviews” option will display the listing of the employees you 
supervise and are responsible for completing the performance evaluation. You 
will click on the name of the employee to view the evaluation process.  

Click here! 

Click here! 
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Continue to next page!  
You will see a list of tasks that need to be completed for the performance 
evaluation. The open tasks will be highlighted in blue text. To open the task, you 
will click the task name and continue to the next screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Name John Marshall 
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Task 1: 
Supervisor Sets Plan 
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Supervisor Sets Plan 
 

In the Supervisor Sets the Plan Step, the supervisor must review the Goals and 
Competencies with the employee. When you have reviewed both tabs, you will 
click the “Complete” blue button at the bottom of the page.  
 

A. Competencies: You will review the key competencies shared by those in 
your specific type at the university 

 

B. Goals: The goals that you list here will be the goals you want your 
employee to achieve in the upcoming year.  

 

 

Click here to set the plan 
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Save and contuniue to enter goals 
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Each employee must have at least 3-5 goals they will be working on in the 
upcoming year. Please remember that the supervisor must meet with the 
employee to complete the plan. 

 

 

 
 
 
 

Add Additional Goals Here! 
Click to Complete! 
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Task 2: 
Mid-Year Check-In 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 
14 
 

Mid-Year Check In 
The mid-year-check-in is where you should meet with your employee to see 
how things are going. You can also discuss progress or things that need to be 
addressed. The only action that needs to take place here is to click the 
Complete button. This acknowledges that you had a meeting and completed 
the task. 
 

 
 

Click here for the Mid-Year Check In! 
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Click here to complete! 
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Task 3: 
Supervisor Evaluation 
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Supervisor Evaluation 
The supervisor evaluation will open within a certain time frame once the 
evaluation period begins. You will click on the blue text to begin the evaluation. 
The Supervisor evaluation consists of questions where you are required to rate 
the employee for Goals and Competencies. The rating scale is explained on each 
tab and is also shown in your instructions. 

 

 
 

 

Click here to complete the supervisor evaluation! 
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Rating Scale 

Value (4) - Exceptional (3.5 - 4.00) 
Performance far exceeded expectations due to exceptionally high quality of work; producing “game 
changing” results that completely changed the trajectory of the department, division, or University. 
Value (3) - Exceeds Expectations (3.0 - 3.49) 
Performance consistently exceeded expectations in all essential areas of responsibility, and the 
quality of work overall was excellent. Annual goals were met. 
Value (2) - Meets Expectations (1.76 - 2.99) 
Performance consistently met expectations in all essential areas of responsibility, at times possibly 
exceeding expectations, and the quality of work overall was very good. The most critical annual goals 
were met. 
Value (1) - Needs Improvement (0.00 - 1.75) 
Performance did not consistently meet expectations – performance failed to meet expectations in 
one or more essential areas of responsibility, and/or one or more of the most critical goals were not 
met. 

 

A. Job Accountabilities 

 
 

Add your rating here! 

Add your rating here! 
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B.  Goals 
 
 You will evaluate the employee on their goals. 
 
 

Save and continue to evaluate goals 
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C. Potential Rating 
 
This is a new section in the evaluation process where you will select the potential rating for your 
employee. This is a review of the employees ability to grow, develop new skills, and take on 
future opportunities within the organization. 
 
Potential looks at things like: 
 

• How your employee approaches new challenges 
• Their interest in growth and development 
• Their ability to lead, collaborate, and influence others 
• Their readiness for increased responsibility 

 
Potential Rating Levels 
 

• High Potential – Consistently demonstrates strong capability and readiness for increased 
responsibility. Employees in this category show initiative, leadership qualities, and the ability to 
adapt quickly. They are well-positioned for advancement or expanded roles in the near future. 
 

Add your rating here! 

Add your rating here! 

Add your rating here! 

Click here to complete the evaluation! 
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• Medium Potential – Demonstrates the ability to grow and take on additional responsibilities 
with continued development. Employees in this category show promise and may be ready for 
advancement over time with targeted experience, training, or support. 

• Low Potential – Currently focused on developing skills within their existing role. Employees in 
this category may require additional time, guidance, or development to prepare for expanded 
responsibilities. This rating does not reflect performance, but rather current readiness for 
growth. 
 
You will rate them as “High”, “Medium”, or “Low”. And hit the save button 
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Task 4: 
Supervisor Meets with 

Employee 
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Supervisor Meets with Employee 
The next step is for the Supervisor to meet with the Employee to discuss the evaluation. This is a simple 
click of the “Complete” blue button in the system.  

 

 

Click to Complete!  



 
24 
 

 

Task 5: 
Supervisor Signs-Off on 

Evaluation 
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Supervisor Signs Off on Evaluation 
The employee will acknowledge/sign off on the evaluation and then the next step for the supervisor is 
acknowledging/signing off on the evaluation. The supervisor can make comments in the Comment box 
and then complete this step by clicking the “Acknowledge” blue button.  

 

Click here to sign off! 
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You have now completed the evaluation process as the supervisor. The evaluation has 
now been submitted to the 2nd Level Supervisor for approval. 

Click here to complete! 


