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Performance Management Process Guide 
The ePerformance Management tool provides employees with online, 24/7 access to their Performance 
Evaluation records.  In addition, the ePerformance tool provides an interactive way in which the 
supervisor and employee can communicate, establish goals (if appropriate), and review the annual 
performance of the employee.   

Unless directed otherwise, the only step in this process that you will need to be engaged is the final, 
manager evaluation; however, you will receive email notifications reminding you of each step.  

Steps in the ePerformance Process 

Title Description Email Sent Due Date Requirement 
Define Criteria The first step in the 

process to establish 
new goals for the 
new fiscal year. 

Before September 1 
of each year. 

October 1 of each 
year. 

Not required. 

Check point The second step is 
a six-month check 
point to provide 
feedback on the 
employee’s 
performance to 
date. 

Before November 1 
of each year. 

December 1 of each 
year. 

Not required. 

Finalize Criteria At this stage, the 
employee and 
supervisor should 
finalize the goals for 
the year. 

Before February 1 of 
each year. 

February 1 of each 
year. 

Not required. 

Employee self-
evaluation 

This step allows the 
employee to 
describe to the 
supervisor how they 
believe their 
performance has 
been throughout the 
year. 

Before March 1 of 
each year.  

March 1 of each 
year.  

Not required.  

Complete manager 
evaluation 

This is the final step 
in the process.  This 
stage is the formal, 
final evaluation for 
the employee. 

On or around June 
30 of each year.  

Before June 30 of 
each year. 

Required. 

Employee 
acknowledgement  

Once the employee 
and supervisor have 
met and reviewed 
the evaluation the 
employee must 
acknowledge. 

Email sent after the 
manager has 
completed the 
evaluation. 

Before June 30 of 
each year. 

Required.  
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Accessing the ePerformance module  

To access the ePerformance module, you can log into the MyUW Portal at http://my.wisconsin.edu. Once 
you have logged in, locate the Performance Management tile, and click on “Employee”  

 

 

Review and Acknowledge your Evaluation  

When your supervisor has completed the evaluation, you will receive an email notification.  Log into the 
ePerformance module.  Review your evaluation and click on the “Employee Acknowledge” tab. 

 

You will be asked to acknowledge the form.  Click “SAVE” located in the upper right corner of the screen 
to complete the process.  
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