
Supervisor Self Service – How to complete the Performance Evaluation form for your employee(s) 

1. Login to the Online Center / Click the Supervisor Self Service Option.

2. Click the Performance Evaluation Status tab.

https://oc.grcc.edu/psp/epprod/?cmd=login


3. Your employee ID should automatically populate. If it does not, enter your employee ID number 
and click Search.   

 

 

4. The evaluation status page will populate a list of employees who report directly to you.  

 

 

 

 



5. Review the current status of the initial plan of your selected employee. If the initial plan is not 
complete, this will need to be done prior to being able to start the mid-year review. The key for 
the status is also on this page.  

 

 

6. To begin the mid-year review, click the edit button. This will automatically populate the mid-
year review form, including the information entered from the initial evaluation. During the 
course of completing the mid-year review, you can view the status on this page (use the key to 
the right).  

 

 

 



7. Once you click edit in the prior screen, the select the employee name from the drop down. Click 
Next to proceed. 

 

 

 

8. Projects and Goals is the first section. You will see the text from the initial performance 
evaluation populated within the Identify Project/Goal and Outcome field(s). Include a progress 
update for each respective goal in the Mid-Year Evaluation Notes section. Please note these 
are required fields. You may add or remove projects by utilizing the Insert a Row or Delete a 
Row buttons.   

a. Note: To navigate through the performance evaluation, utilize the Previous or Next 
buttons. You may also select the Save and Exit button to save your work and return to 
the evaluation at a later time.  

 

 

Supervisor information will populate here 



9. Professional Development is the second section. You will again see the text from the initial 
performance evaluation populated. You may make edits to the existing fields as needed, or you 
may add or remove projects by utilizing the Insert a Row or Delete a Row buttons.   
 

 
 
 
 
 

10. The final section, Job Knowledge, does not require updating. Please simply review this 
information with the employee (add, update or delete as appropriate).  

 

 

11. Once you have updated the performance evaluation click… 
a. Save if you have yet to review the evaluation with the employee. If this still needs to 

take place, Human Resources recommends you schedule a time to meet with the 
employee and go through each page of the evaluation together. Making edits (if 
necessary) as you have your discussion.  

b. Submit if you have met with the employee and you are ready to have them approve the 
form.  



NOTE: ONCE YOU SUBMIT THE PLAN TO THE EMPLOYEE AND THEY APPROVE YOU ARE 
NO LONGER ABLE TO MAKE EDITS TO THE FORM. If you need to make edits they will 
take place when the year-end evaluation form is available. 
 

12. After you have submitted the form to the employee for review they will need to login to their 
Online Center and go to Employee Self Service. Please refer to the separate set of instructions to 
view the performance evaluation as the employee.  
 

13. If you would like to attach documents (i.e. job description), click yes next to the question, 
“Attach a file?”. You will then be prompted to upload the document. Only select yes if you plan 
to upload a document.  

 

Optional: You are able to print a copy of the initial Performance Evaluation. After you click either the 
Save or Submit button, the following page will populate. Click on the Print Button under 
Signature/Action Logs then from the drop-down menu select PEMC Plan and click Print Report.  

 

 

The next page contains a sample of the performance evaluation plan that will populate.  



 


