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PageUP: Completing a Staff Performance Evaluation 
(Supervisor’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. 
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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. Find your employee on the list. 
6. Select the review you want to begin. 
7. 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. 

 



 

700 Pelham Road North 
Jacksonville, AL 36265-1602 
P. 256-782-5007  F. 256-782-5579 
www.jsu.edu/hr 

8. To begin setting your employee’s goals for the upcoming review year/cycle, 
either select “Next” in the bottom right corner or click on the Goals and 
Objectives tab at the top of the page. 

 

9. The supervisor/manager is responsible for completing the following steps. 
a. Manager Sets Annual Goals 
b. Review Period (shared by supervisor and employee) 
c. Supervisor Completes Evaluation 
d. Manager/Employee Review Discussion 
e. Next Year’s Goals Discussion 

10. Once you read through the instructions on the Goals and Objectives page, 
begin by clicking on the “Add Goals and Objectives” button to open up the text 
entry box. 
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11. You will enter a title for goal in the “Title” box, then list or outline the specific 
details or measures your employee will be responsible for achieving within the 
next review year. Your entries will auto-save as you work. 
You have the option to format the text in multiple ways using the toolbar. 

 

 

 



 

700 Pelham Road North 
Jacksonville, AL 36265-1602 
P. 256-782-5007  F. 256-782-5579 
www.jsu.edu/hr 

12. To add additional goals, simply repeat the process by clicking on the “Add Goals 
and Objectives” button again. 

 

13. Once you are satisfied with the goals, you can click “Next” to advance through 
the review or use the tab at the top to go to the Next Steps page. 

14. 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. 

15. The box on the right shows you the next step in the process (Employee Reviews 
and Acknowledges Goals) and instructs you to click the “Go to next step” button. 

 

16. Once you have advanced the review to the next step, your employee will receive 
an email notification making them aware of the step completion. They will have a 
specific amount of time, which varies depending on the review, to review and 
acknowledge the goals before it advances to the next step (Review Period). 
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17. 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.  

 

18. 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 in a section of the review itself. 

 
 

 

19. The “Review Period” will advance on its own once the designated time period 
has expired. The employee will be notified to begin their self-evaluation at that 
time. 

20. Once the employee has completed the self-evaluation, you will be notified to 
begin their performance review. 

21. Read through the instructions. The step’s due date will be listed there as well.  
22. Once you’re ready to begin, click “Next” or the Goals and Objectives tab. 
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23. Review the goals and any comments your employee entered. 

 

24. 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.  
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25. 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” 

 

26. You will see the linked journal entry appear under the goal. 
27. 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. 
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28. If you save as a draft, you have the option (on the right) to edit, publish or delete 
the comment.  

 

29. Once you publish the comment, you have the option to edit or delete the 
comment before finalizing the review. 

 

30. Move to the Performance Factors tab once you complete your goal comments. 
31. You will see the rubric or Rating Scale (1-5) that you will use to rate your 

employee. 
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32. Read through each Performance Factors and rate your employee based on the 

rubric above. Provide a realistic assessment of their progress on each 
performance area.  

33. You will be able to see the employee’s self-evaluation ratings and comments for 
each factor while you are completing this step. 

  

34. Click on the stars to rate your employee. 

 

35. Enter the comments the same way you did for the Goals and Objectives 
section. Any performance issues or corrective action (verbal, written warnings, 
etc.) must be notated during the employee’s review in the applicable section or 
summary. 
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36. If you need to link a journal entry, follow the same steps as above. 

 

37. Any linked comments will appear under the comment section. 

 

38. Once you have submitted ratings for all performance factors, and added 
comments on your employee’s progress, please select “Next” or click on the 
“Next Steps” section. 

39. Any incomplete actions will appear at the top of the screen. 

 

40. You can review the overall score for your employee at the top of screen. If you 
need to adjust that score, simply go back to the Performance Factors section 
and adjust the stars on a particular factor. The score will update once it saves. 
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41. To complete this step in the review process, you must enter a summary of your 
employee’s review in the Final Comments section.  

 

42. Once you have the summary complete, the “Go to next step” will appear. Click on 
the button to send the review to the next step in the process, 
Manager/Employee Review Discussion. 
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43. During this step you will not have any actionable steps in PageUp. You can 
schedule your time to meet with your employee to discuss the current review and 
discuss goals for the next review year. 

 

44. You can advance the review to the Next Year’s Goals Discussion step either 
before you meet with the employee or afterward. Click the button to advance the 
review. 

 

45. After you read the introduction, use the tab at the top to advance to the Next 
Year’s Goals section. 
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46. If you have a previously completed goal, you have the option to import that here. 
If not, you can begin by entering the title for each goal. 

 

47. Once you enter the Title, you will “save,” which will provide the option to add 
comments (or measurables) for the goal. 

 

48. Add a comment, just as you have previously throughout the review. 
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49. Once these goals are saved and the review is completed, they can be imported 
into the upcoming review cycle. Once you’re done, go to the Next Steps tab. 

 

50. On the Next Steps page, you will see your summary and will be notified of any 
incomplete actions.  

 

51. Once you have met with your employee and discussed both their review and 
their goals for the upcoming review year, please select “Go to Next Step.” Your 
employee will have the opportunity to review the performance evaluation one last 
time. They can also add to their final comment prior to acknowledging receipt of 
the evaluation. 
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52. Once the evaluation is acknowledged, you can view your completed evaluation 
and any team members’ evaluations on the dashboard. 

53. Log back into the Performance Management System (PageUP) link through My 
Jax State.  

 

54. From the dashboard, go to the “My team” dropdown. From there, select 
“Performance Reviews.” 

 



 

700 Pelham Road North 
Jacksonville, AL 36265-1602 
P. 256-782-5007  F. 256-782-5579 
www.jsu.edu/hr 

55. From the “My team performance reviews” page, you will see any team reviews in 
your queue to complete. You will also have multiple options to view performance 
reviews.  

 

56. From the “Review process step” dropdown, you can select specific review steps 
to sort the reviews. 
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57. To view your completed reviews, click on the “Status” dropdown box. You then 

have the option to change the view to “Complete” reviews. Selecting this will 
populate all of your team’s completed reviews. 

 

58. Locate the review you want to view or print.  

 

59. From the “I want to” dropdown box, select “View the report” to access a .PDF of 
the completed review. 

 

60. Once the .PDF populates, you can print or save the review by clicking on the 
printer icon in the upper right of the page.  

 


