
Manager Guide to Employee Evaluations 
Updated 11.2023 

Log into Employee Self Service (ESS) by entering your Username & Password, then click Log In. 
https://monroewi.munisselfservice.com/login.aspx 

Click on Performance Management. 

Click on Evaluations. 

Click Edit for the evaluation you would like to work on. 
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Review the Basic Information tab & Rating Scale Definitions. 
 
 
 
 
 
 
 
 
 
 
 
Scroll to the bottom of the page & enter the evaluation Completion Date (today’s date). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Scroll to the top of the page & click on the Competencies tab & work through each Competency by clicking the pencil icon. 
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Complete the Edit Competency screen by selecting a Rating from the dropdown, entering required Comments, & clicking Save 
when finished. 
*Due to system limitations: Please note that only 1 of the 3 text options within the dropdown will be accepted when rating. 
*Competency Comments are required & should be meaningful, appropriate, & provide staff with feedback about the Rating 
they received. 

 
 
When reviewing & rating each Competency be sure to consider the definition of each rating as found on the Basic Information 
tab (noted below). 

 

 
 
 
 
 
 
 
 
 

 

Please evaluate your staff using the rating scale below to score each Core Competency listed within this evaluation. 
Rating Scale Definition 
(3) Consistently Exceeds Expectations 
* Employee clearly and consistently exceeds job standards. 
* Exceptional performance and effort are the employee’s norm. 
* Employee achieves result well beyond expectations. 
* Employee contributes unique, innovative, and workable solutions to projects. 
(2) Proficient 
* Employee consistently meets job standards. 
* Results are timely and accurate with minimal supervision. 
* Employee recognizes and adjusts well to changes in work situations and assignments. 
* Solid, good performance is the employee’s norm. 
* Employee is an effective and skillful worker. 
(1) Development Opportunity 
* Performance needs improvement in multiple areas. 
* Employee either does not meet the required job standards or only meets them occasionally. 
* Employee’s work requires close monitoring to meet expectations. 
* If employee fails to improve, corrective action may be recommended. 
 



As each Competency is rated, comments are added & saved, the Competency will be scored & a Total Score will accumulate. 
*Please note the highest Total Score for this evaluation is 4.00 

  
 
Anytime while editing the evaluation, the progress can be saved by scrolling all the way to the bottom of the screen & selecting 
Save and Close. This will save the progress & allow the evaluation to be finished at a future time.  

 
 
 
 
 
 
 
 
 
 
 
 
 



Once all Competencies are rated & comments have been added, click on the Overview tab. Add overall Manager Comments & 
click Submit once finished. 

 
 
Click Ok within the pop-up.  

 
 
Tip: The Status of your staff’s evaluation(s) can be monitored by clicking Performance Management & then Evaluations. 
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Submitting an evaluation initiates the workflow approval process through MUNIS. Notification of workflow approvals are sent 
by the system automatically through email.   
*See the Employee Evaluations – Workflow Guide for assistance with the steps of approving evaluation workflow.  

 
 
Please note: Once you approve the final workflow approval in MUNIS, your staff will have access to their evaluation in ESS & will 
be able to Acknowledge it & add comments. If you do not want your staff to have access to their evaluation until after you have 
reviewed their evaluation with them, you should not approve the workflow until after you’ve met with them. 
 
When staff Acknowledge their evaluation, the ‘author’ of the evaluation will receive notification of this by email.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EMPLOYEE #    EMPLOYEE NAME 
 

MANAGER NAME 
 

MANAGER NAME/EMAIL 
 



Other Helpful Information 
 
Click Performance Management & click Evaluations. 

 
 
Click on the employee’s name. 

 
 
Click Details to review old performance evaluations or Edit to work on this year’s evaluation as described above. 

 
 
Scroll down to see the date & time the staff acknowledged their evaluation, as well as, any comments they entered. 
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