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PageUP: Completing a Staff Performance Evaluation 
(Employee’s Guide) 

1. Login to your My Jax State account. 

 

2. Select the Human Resources card. 
• You may have to search in Discover More for the card.  
• You can bookmark it for later use. 

 

 

 

http://www.jsu.edu/hr


 
3. Select Performance Management System (PageUP) 

 

4. From your Performance Dashboard, you will see any reviews for yourself under 
“My Performance Reviews” and any employees you supervise in the “Team 
Performance Reviews” section. 

 

5. Select the review you want to begin. 
6. The review will open, and you will be on the first step in the process. 

The Start page outlines the review steps. You can also use the tabs at the top of 
the page to skip to different pages, depending on your current step. 
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7. The employee is responsible for completing the following steps. 
a. Employee Reviews and Acknowledges Goals 
b. Review Period (shared by supervisor and employee) 
c. Employee Self Evaluation 
d. Employee Acknowledgement 

 

8. Once you read through the instructions on the Start page, begin by clicking on 
the Goals and Objectives tab at the top or the “Next” button to advance to the 
next page. This page instructs you to review the goals for the review year. 
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9. You will not have to do anything at this step, other than read through the goals 
and acknowledge them at the end. 
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10. You can also read though the Performance Factors to have an understanding of 
the metrics that will be used to evaluate you during your review year. 

 

11. Once you have read through your goals and performance factors for the 
upcoming year, you can click “Next” to advance through the review or use the tab 
at the top to go to the Next Steps page. 

12. From this page, you can review your step summary. If any items still need to be 
completed, you will see a message at the top of the screen. 

13. The box on the right shows you the next step in the process (Review Period) and 
instructs you to click the “Go to next step” button. 

 

14. Once you have advanced the review to the next step, your supervisor will receive 
an email notification making them aware of the step completion.  
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15. The “Review Period” step is the longest step in the review process.  
During this step, there aren’t any actionable items for the supervisor or 
employee, but both have the opportunity to add notes to assist with the next 
steps of the review process.  

 

16. Utilizing the “Journal Entry” feature, both the supervisor and the employee can 
add notes regarding their progress through the review period (see below). There 
are three ways to add these entries: 

a. Using the PageUp link in MyJaxState 
b. Using the PageUP mobile application 
c. Using the mail matcher email address to email the information to the 

review (see below).  

**Journal entries made by either the supervisor or the employee will not be visible to the 
other party unless they are entered as comments (published) in a section of the review 
itself. 
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17. The “Review Period” will advance on its own once the designated time period 
has expired. You will be notified to begin the self-evaluation at that time. 

 

 

18. Your first step during the self-evaluation is to comment regarding your progress 
on your annual goals.  
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19. To add a comment, you have multiple options. The button has a left and right 

side, each allowing different actions.  
a. The left side “Add comment” will open up a text box for you to comment on 

your goal.  
b. The right side (down arrow) will give you an option to link a journal entry or 

upload a file.  

 

20. To link a journal entry,  
a. Select the option from the list.  
b. Locate the journal entry you’d like to link. 
c. Highlight (by clicking on) the entry. 
d. Click “Link” 

 

21. You will see the linked journal entry appear under the goal (see below). 
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22. To add comments, click on the “Add Comment” side of the button and a text box 
will appear. You will have two options once you have completed typing. 

a. Save & Share – Saves the comment, making it visible. 
b. Save as Draft – Saves the comment as a draft making it visible only to 

you. 

 

23. If you save as a draft, you have the option (on the right) to edit, publish or delete 
the comment (see below).  

 

24. Once you publish the comment, you have the option do edit or delete the 
comment before sending the review to your supervisor. 

 

25. Move to the Performance Factors tab once you complete your goal comments. 
26. You will see the rubric or Rating Scale (1-5) that you will use to rate yourself. 
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27. Read through the Performance Factor and rate yourself based on the rubric 

above. Provide a realistic assessment of your progress on this goal. Click on the 
stars to rate yourself. 

28. To add a comment, follow the same steps as you did in the Goals and Objectives 
section. 

 

 

29. Once the comment is added, you can select “Save and Share” or “Save as 
Draft.” Once you save, you will again have the option to publish, edit or delete, 
depending on your selection. 
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30. Repeat these steps for all of the Performance Factors. 

 

31. Once you have completed these, either select “Next” to advance through the 
review or use the Next Steps tab at the top to move to the last page of the step. 
Final Comments, or a summary of the review year, will be required before 
advancing the review to your supervisor. 

 

32.  As in previous steps, you have the option to enter your comments and format 
the text how you’d like. You will have an option to add to these comments after 
your supervisor’s review discussion with you, prior to acknowledging the review 
and completing it. 
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33. Once you are satisfied with your self-evaluation, you can click on the “Go to next 
step” button to advance it to your supervisor. The next step is highlighted above 
the button as well. 

 

34. Once your supervisor has completed the review and met with you to discuss your 
review, including any goals for the upcoming year, they will advance the review 
to you to make final comments and acknowledge receipt. 

**Acknowledging receipt does not mean you agree with the assessment, it just means 
you have received the review. 
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35. You will receive an email notification to access the review again to complete your 
last step in the process. From the dashboard, click on your review. The Start 
page will open. 

 

36. Browse through and review the evaluation that you just discussed with your 
supervisor. You can click “next” on each page or use the tabs at the top to 
advance to each section. Once you have reviewed the ratings, please go to the 
Next Steps tab to complete the review process. 
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37. You have the option to add additional comments to the Final Comments section. 

If you choose to do so, just begin typing in the box. This is optional, not required. 

 

 

38. Once you are satisfied with your comments, please click on the “Go to next 
steps” button. The review will then be complete. 
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39. To review, print or save your review, please log back into the Performance 
Management portal from My Jax State. You will notice that you don’t have any 
current reviews pending under the “My Performance Reviews” section. 

 

40. From the dashboard, click on the “About me” dropdown. You will then select 
“Performance Reviews.” This opens the “My Performance Reviews” page. 

 

41. From that dashboard, you will see any current reviews in your queue. To review 
previously completed reviews, please select “Complete” from the Status 
dropdown menu.  
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42. All your completed reviews will be listed on this page. Your available actions will 

be listed in the “I want to” dropdown box (on the right).  

 

43. To view, print or save the review, select “View the report.” 

 

44. The review page will open for you to view it as a .PDF file. If you’d like to print or 
save as .PDF, select the printer icon in the upper right corner. You will then have 
the option to print or save the complete performance review. 


