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UTT Proba onary Review & Annual Performance Evalua ons 

EMPLOYEE QUICK GUIDE: COMPLETING THE SELF‐EVALUATION 

The Employee Self‐Evalua on allows an employee to complete a self assessment on his/her job performance and provide their man‐

ager feedback that could impact their final evalua on. Use this link to log in and get started:  h ps://my.utshare.utsystem.edu/ 

 

1. Select the Employee Self Service from the drop down menu.   

2. Select the Performance le.  

3. Select your evalua on from My Current Documents.  

4. Select Expand All. 

5. Review document Instruc ons.  

6. Provide feedback on your performance and other factors.  

7. Select Add A achment & browse for file; set audience as ‘EMPL & 

MGR’ to share with your manager, ‘EMPL Only’ keeps it private. 

8. To finish and no fy Manager: Save, Complete and Confirm. 

Coming Up Next: Once your Manager completes the evalua on, you 

will be no fied to log back in and view their comments. A er mee ng 

to review the evalua on together, your manager will request that you 

electronically acknowledge that the mee ng occurred and provide you 

an opportunity to record your final comments on the evalua on.   
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