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Performance Evaluation and 

Development System (PEDS)  

 

 

PEDS:  Year -End Performance Reviews   

 

Participant Packet: 

 
1) PEDS Process Overviewééééé.é.2 

2) Self-Assessmentéééééé.éé......8 

3) Feedbackéééééééééééé15 

4) Supervisorôs Evaluationéééé.é....18 

5) Signatures and Completionéé..é..é21 
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Todayôs Focusé.. 

----------- Stage 3: Performance Review--------- 

Recommended  
PERFORMANCE EVALUATION AND DEVELOPMENT SYSTEM PROCESS FLOW 

Completes self-

assessment 

(duties, goals, 

competencies & 

development 

objectives) 

Initiates 

evaluation 

Rates each duty, goal 

& competency; 

comments on 

progress toward 

development 

objectives and overall 

performance 

Manager and 

employee hold 

evaluation 

discussion  

Sends form 

to 

completion 

Applies 

electronic 

signature 

Reviews  

& edits / 

comments Applies 

electronic 

signature 

Send to 

Mgr 

Send to 

Mgr 

Send to 

employee 

Send 

to 
Self-

Assess

ment 

Save 

changes 

Changes status of 

each element; and 

notes status of 

accomplishments 

 

Manager and 

employee 

meet for 

quarterly 

discussion  

 

Checks off 

applicable 

discussion 

period in PEDs 

Save 

changes 

Send to 

next step  

Save 

changes 

Enters 
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 Job Goals 

 Competencies 

 Development Objectives 

 Save 

changes 

Discussion: 
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Standards  

 Job Goals  

 Competencies 

 Weighting 

 Development 

Objectives 

 

Defines  Weighting of 

 Duties (must = 100%) 

 Goals (must = 100%) 

 Competencies (must = 

100%) 

 Each Section (must = 100%) 
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Save 
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Save 
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Phase 3: Performance  

Review 
Phase 1: Goal Setting Phase 2: Quarterly 

Discussions 
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In Getting Started, we discussedé 

Á Log In & System Overview 

Á Goal Setting & Planning 

Á Quarterly Discussions 

 

 

 

Now, you are about to starté 

 

Á Year-End Performance Reviews 
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Login to PEDS  

Á Open Internet Explorer 

Á Go to the Human Resources web page at www.du.edu/hr 

Á Click on the PEDS login link 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will take you to the 

PEDS login Page. 

 

Your username is the letter 

ñpò plus your 9-digit DU 

ID number. 
 

Enter your Password. 

 

When both your username 

and password have been 

entered, click Login. 

 

http://www.du.edu/hr
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Supervisor :  moving from quarterly discussions into  self assessment  

   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Hi!  Iõm Alex, Carolõs supervisor.  I will start 
the Self-Assessment step by moving the form 
and scheduling a meeting with Carol. 
 
First, Iõll log into the system and open  
Carolõs form. 
 

 

Alex (supervisor) selects Carolôs 

PEDS form 
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Supervisor :  send to employee for self -assessment  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

This is where Alex can advise Carol the form is now in her inbox.  She should now assess her performance 

by (a specified date). 

 

Next Alex will click the ñSend to 

Self-Assessmentò button at the top 

of Carolôs form.   

 

A pop-up window will appear, 

allowing Alex to enter comments 

that will only be reflected as text in 

an email message to Carol.  In this 

tutorial, Alex uses this section to let 

Carol know that the form has been 

moved to her inbox, and that she 

should now assess her own 

performance by a specified date.  

  

After clicking the ñSend to Self-

Assessmentò button on this screen, 

the form is moved out of Alexôs 

inbox and into ñEn Routeò. 

 

The form has 

been sent to 

Carol with an 

email 

notification  
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Supervisor :  view en route information  

About the 5 -point rating system  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NEXT:  From the Employeeôs Perspectiveé..  

From the ñPerformanceò tab, Alex can click ñEn Routeò to see that the form has been 

sent to Carol for self-assessment.   The form will no longer be in his Inbox. 

  

 He will then logout of the system pending the return of the form from Carol.   

 

Next, we will switch to Carol.  The form is now in her inbox waiting for her self-

assessment. 

 

Shows that the form 

was sent to 

employee for self-

assessment 
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Employee:  begin self -assessment  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Hi!  Iõm Carol.  My supervisor, 
Alex has asked me to assess my 
own performance. 
 
Iõll begin by logging into the 
PEDS system and opening my 
form. 
 Note that the Home tab ñTo-Doò list shows the 

completed steps with a checkmark.  The current 

step is highlighted. 

completed 

beginning 
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Scale values run from 1, Unsatisfactory Performance, to 5, Exceptional Performance.  This table details what the various 

ratings mean. 

 

A discussion between supervisor and employee can clarify what this might look like for the employeeôs specific job.  In other 

words, what might constitute a rating of 4 or 5 versus a 3. 
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Employee:  enter ratings for each duty, goal, and competency   

  

She should give evidence or the reason for her rating in the comment box.  This might include listing accomplishments, particular 

challenges, or problems encountered outside her control. 

 

Note that these comments may be viewed by the Supervisor and anyone that may be asked to give feedback on her performance!  A Spell 

Check and Legal Scan option is provided.  Text may be copied and pasted into the form from another document. 

 

The self-assessment is repeated for each duty and goal.  

 

Next, Carol will consider how defined competencies have helped her achieve results, then rates them accordingly. 

 

Note that the employee self-assessment ratings do not populate the form in the summary area ï this will happen when the Supervisor enters 

his ratings. 

Carol considers how she has 

performed each essential 

duty and job goal, and enters 

the self-assessment rating 

by selecting an option from 

the drop-down menu.   

b) Evidence of accomplishment 

(reason for rating) 

a) Select rating 
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Employee:  overall comments, then send to supervisor  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

#1 

#2 

When finished rating 

each element, Carol can 

enter general comments 
in the ñSection 

Commentò section [#1]. 

 

When completed, the 

form is sent to Alex, her 

supervisor, by clicking 

the ñSend to Managerò 

button [#2].  

 

The form has 

been sent to 

Supervisor 

with an email 

notification 

Comments entered here will be in the email message 
#3 

#4 

A Comment popup screen will appear. The comments that 

Carol enters will be put into a system generated email message 

notifying Alex that the Self-Assessment step is now complete.  

Comments entered here will not remain on the form for viewing 

by others [#3]. 

 

When Carol completes the comments, she will send it to Alexôs 

email by clicking ñSend to Managerò on the popup screen [#4].   
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Shows that 

form was sent 

to supervisor 

From the ñPerformanceò tab, Carol can click ñEn Routeò to see that the form has 

been sent to Alex.   The form has moved from her Inbox to ñEn Routeò. 

  

 She then logouts of the system. 

 

NEXT:  From the Supervisorôs Perspectiveé..  

 

Employee:  view en route information  
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Steps in supervisor review and form completion  

  

Employee and supervisor signatures 

Adding an additional signer (optional) 

Review of employeeôs self-assessment 

Feedback from other employees (optional) 

Evaluating form elements in the system 

 

The review portion is shown above: 

 

 First is the review of the employeeôs self-assessment. 

 

 Before completing his own review, the supervisor may want 

to obtain feedback from other employees.  We will discuss the 

pros and cons of this practice. 

 

 Then the supervisorôs ratings are entered into the online 

PEDS system. 

 

 This is followed by a face-to-face discussion with the 

employee.   

 

 

There are several steps for the supervisor to consider in this part of the evaluation process 
 

 

On this side are the steps for signature and  

form completion: 

 

 The first step, to add an additional signature, is 

optional. This is a signature other than the 

employee or supervisor.  As this can cause serious 

delays in the process, it should be carefully 

considered. 

 

 The form is then routed to the employee for 

signature, then back to the supervisor for 

completion. 

 

 The last step is filing the form in a completed 

folder. 

 

 

Filing the form 

Employee / supervisor discussion 
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Supervisor:  Review of employeeõs self-assessment  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Alex Anderson, Carolôs supervisor, has received an email from Carol indicating that she has completed her self-assessment.  

 

After logging into the PEDS system from the Human Resources web page, Alex will open Carolôs form.  

 

Note that the form shows in the Year-End Review/Discussion step. 

 

After reviewing her self-assessment ratings and comments, Alex will consider obtaining feedback on Carolôs performance from 

another employee. 
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Why obtain feedback?  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Within the divisionôs context and practice, the 

employee and supervisor may identify key individuals 

that can provide valuable feedback on the employeeôs 

performance.  This is an optional step that the 

employee may request, or that the supervisor may 

initiate. 

  

Employees with dotted line or multiple reporting 

relationships can receive feedback from multiple 

ñManagersò.  This feedback will be incorporated into 

the overall review.   

 

Potential pitfalls and key points to remember:  

 

Å Obtaining feedback delays the process ï care should be taken to ensure specific deadlines 

 

Å Feedback providers will see the form, including employee self-assessment and comments 

 

Å Feedback providers may only enter comments ï no other edits are possible 

 

Å The employee and the supervisor will be able to view any comments entered by the feedback provider 
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Supervisor:  search & select for feedback  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this tutorial, Alex is 

requesting feedback from David 

Drew who worked closely with 

Carol on a special project.  

 

To begin the process, he selects 

the ñGet Feedbackò button at 

the top of Carolôs form [#1]. 

 

 

 

 

 

 

 

 

Alex can identify David by 

searching users based on 

defined criteria [#2 & #3].   

 

 

 

 

He will click ñSelect & 

Continueò [#4]. 

 

#1) select 

#2)  define criteria & 

search users 

#3) select from list 

#4) and click ñSelect & Continueò 

(   continue to pop-up screen next page   ) 
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(Supervisor:  search & select for feedback contôd) 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

(pop-up screen) 

David, please provide specific feedback regarding Carolôs contribution to the  

special project that was assigned to you.  Return form to me by next week. Be specific! 

A comment popup screen will appear.  The comments that Alex enters will be added to the email text notifying David that feedback has 

been requested.  A time frame and specifics on what Alex wants feedback on should be provided in this section. 

  

When comments are completed, Alex will click ñSend to David Drewò.   

  

Once the supervisor has received the form back from David, this process may be repeated to include feedback from additional users. 
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Supervisorõs evaluation of each element 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Alex selects his rating and comments 

for each element 

After the face-to-face discussion regarding performance, Alex can enter his 

final evaluation ratings. 

  

Alex logs on to the system and selects the employeeôs form from the home 

page. The employeeôs self-rating shows on the right, the supervisor now 

enters his rating on the left and enters comments for each essential duty, 

job goal, and competency. 

  

Once all ratings have been assigned, heôll click the green disk save icon in 

the upper right corner.  This will result in calculating the ñOverall Form 

Ratingò in the summary section as seen on the next page.   

 

Save form 

4.0 - Exceeds Expectations 

Employeeôs 

rating 
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Supervisorõs evaluation summary  

 

#1)  By saving the 

form , the summary 

rating section is 

populated.  

 

 The system calculates 

each sectionôs ratings, 

and the overall rating 

from the supervisorôs 

weighted ratings. 
 

The employeeôs self-

evaluation ratings are 

only shown in the upper 

sections ï they are not 

used in the summary 

section. 

 

 

 

 

 

 

 

 

Calculated by the 

system  

#2)  Note the overall comments that 

were added by Carol and by David 

Drew are visible. 

 

Alex may now add his overall 

comments about the evaluation.   

 

 

Next, Alex may opt to have Carol review the ratings and comments prior to moving to the next step, 

or route it to additional signers, or go directly to obtaining Carolôs signature. 
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Evaluation discussion  

  

After reviewing Carolôs self-ratings and Davidôs feedback, Alex considers her accomplishments and arranges a face-to-face 

discussion to compare thoughts.   

 

 

 

 

 

 

This is an opportunity to look to the past é 
 

Consider examples of how each duty, goal and competency was successfully demonstrated in the past 

(recognize and reward success) 

 

 

 

 

and also to look towards the futureé 
 

And look for opportunities for improvement in the future - these will be entered into the next yearôs form 

when the next cycle begins. 

(develop personal development goals) 

 

 

 

 

 


