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1– Beginning your Evaluation: When you are ready to com-

plete your Self-Evaluation, click on the highlighted icon 

below. You can also access your evaluation in your action 

items inbox.  

 

 

 

 

 

 

 

 

 

 

 

2– Introduction: Under the blue box below you will see 

several tabs. You may click on these tabs in any order, or 

navigate your way through them sequentially by clicking the 

“next” button in the bottom right corner of each screen.  The 

first tab contains a short introduction. Please read this infor-

mation and click “next”.   

 

 

 

 

**Helpful Hint:  All fields in the Self Evaluation are op-

tional, but remember that this is your opportunity to tell your 

supervisor about all the work you’ve done over the past year.  

Sharing information about your performance with your su-

pervisor is a valuable and important part of your review. 

Don’t forget to click on “Save Draft” before advancing to 

the next tab.  

 

3– Goals tab: In this tab, the goals that you acknowledged 

in your Plan form have pulled into your Self Evaluation for 

your comments.  This is your space to tell your supervisor 

about the progress you made on your goals.  Don’t forget to 

click the Save Draft button before going to the next tab! 

 4– Accomplishments tab: This is your space to tell your 

supervisor about all of the things you did in your job over 

the past year that weren’t necessarily part of your goals, or 

that may not even be in your job description. Don’t be afraid 

to toot your own horn— this is the place to do it.  This tab 

also includes a space for you to talk about how you have 

demonstrated a commitment to Villanova’s mission. Think 

broadly: how have you supported Villanova’s academic  

mission in supporting our students? How have you contrib-

uted to the Villanova community through your words or 

actions this year?  This tab also offers a chance for you to 

share with your supervisor any obstacles or challenges you 

have encountered this year.  What is standing in the way of 

you doing your best work? What could your supervisor do to 

help you remove those obstacles or otherwise enhance your 

work?  Again, be sure to save your draft often. 

5– Duties and Development tab:  In the last tab, you first 

have an opportunity to compare the work you have been 

doing over the past year with your job as it is outlined in 

your position description.  Do they match?  Are there chang-

es or updates you would recommend making to your job 

description?  The next question is about professional devel-

opment.  How have you developed professionally over the 

past year? Did you take a class, attend a training, or read an 

article or book in your field?  What did you learn over the 

past year in your job or at the University?  The last question 

is one of the most important, Looking Ahead.  Here is your 

opportunity to tell your supervisor about what you would 

like to do or accomplish in the year ahead. You could talk 

about project goals, performance goals, development goals, 

training you’d like to seek, conferences you’d like to attend, 

or even where you would like to go next in your career. 

 

At the bottom of this tab is the Complete button.  Do not 

click this button unless you are ready to send your Self 

Evaluation to your Supervisor. Clicking Complete is a 

final action and cannot be undone. 
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6– Attachments tab: This tab is an optional space for you 

to upload any documentation that you would like to be re-

viewed with your self-evaluation.  If you do not have any-

thing you would like to include with your evaluation, please 

Save Draft and click “Complete” when you are ready to sub-

mit your evaluation to your supervisor. 

 

If you would like to attach additional information or docu-

mentation, note that you can upload an unlimited number of 

files; however, there is a size limit for each file. You are 

required to give the attachment a name, but the description 

field is optional. Click the Choose File button to locate the 

desired file on your computer, then click Upload File.  To 

add another attachment, click “New Attachment”. 

 

 

 

 

 

 

 

 

 

 

You will then need to return to the Duties & Development 

tab to click the Complete button, or use the blue Actions 

button at the top to Save Draft, Print, or Complete. 

To find your self-evaluation after you’ve submitted it, click 

on My Reviews on the left side of your screen: 

 

 

 

 

 

 

 

 

 

 

Then click on the View Review button on the right side of 

your screen: 

 

 

 

 

 

 

 

You are now in dashboard view. From here, you can select 

your self evaluation, look at your plan, or make a progress 

note.: 
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If you would like more information on completing a self-evaluation, please contact the Human Resources office at 9-7900, 

or email HR@villanova.edu  


