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2015-16 ANNUAL PERFORMANCE EVALUATION TASK

 

STEP 1:  EMPLOYEE LAUNCHES SELF EVALUATION       

1. Click on MY TASK LIST from the homepage of the LMS/NCVIP 

 
 

2. Click COMPLETE YOUR SELF-EVALUATION

 
 

3. Click GET STARTED 
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4. For each goal, the employee self-rates their performance by clicking the drop-down to select 

the rating (red arrow).  Comments to support the rating are entered in the comments box.  To 

see existing comments and attachments on goals that were added prior to the Performance 

Evaluation, click the drop down and select the appropriate option (yellow highlight). 

 
5. After self-rating each goal, scroll down and select SAVE AND CONTINUE 

 

6. The employee self-rates each value and provides any supporting comments. If comments to 

the DPS Values Goal in Step 4 above were added, simply reference those comments by 

adding “See Values Goal” in the comments section. 

 
 

7. After rating each value, scroll to the bottom and select SAVE AND CONTINUE. 
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8. Review the Employee Self-Rating summary and click SUBMIT.   

 
 

9. Submission is verified by clicking SUBMIT.  

 
This advances the annual evaluation to employee’s manager as listed in Beacon. 

STEP 2:  MANAGER COMPLETES THE ANNUAL EVALUATION    

10. Upon clicking the MY TASK LIST from the LMS/NCVIP homepage, the manager will select the 

employee for whom they are completing the Annual Performance Evaluation. 

 

11. Click GET STARTED 

 

12.  The manager will see the self-rating and any comments submitted by the employee (yellow 

highlight).  The manager will select the rating for the employee’s annual performance from the 

dropdown (red arrow). Also enter summary comments supporting the rating.  To see 

comments or attachments added to the goal prior to the assignment of the Performance 

Evaluation select the dropdown arrow in the right corner (blue bubble).    
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13. After rating each goal, scroll down and select SAVE AND CONTINUE 

 

14. Manager rates each value and provides supporting comments. Employee’s comments on 

values submitted by the employee are visible (yellow highlight).  If comments were added to 

the DPS Values Goal in Step 12, reference those by adding “See Values Goal” in the 

comments. 

.  

 

15.  After rating each value, scroll to the bottom and select SAVE AND CONTINUE. 

 
 

16. A summary screen that provides a comparison of the employee’s self-rating summary and the 

manager’s rating is next.  The overall rating calculation (yellow highlight) is also shown.  After 

reviewing the summary, manager selects SUBMIT. 

Note:  The calculation of the overall rating is based solely on the manager’s rating. 
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17. Submission is verified by clicking SUBMIT.  

 
This advances the employee’s annual evaluation to the employee’s indirect manager. 

 

STEP 3:  INDIRECT MANAGER REVIEWS AND SIGNS ANNUAL EVALUATION   
18. Upon clicking the MY TASK LIST from the LMS/NCVIP homepage, the indirect will select the 

employee for whom they are completing the Annual Performance Evaluation. 

 
 

19. Click GET STARTED 

 

20. Both the employee’s self-rating and comments (yellow highlight below) as well as the 

manager’s rating and comments (orange highlight below) for each goal are reviewed.   The 

indirect manager can add any comments in the comments box. The indirect manager does not 

provide a rating. 

 
Note: If  the annual evaluation needs to be returned to the manager for changes in rating or 

edits to comments, the indirect may reopen the evaluation back to the manager by selecting 

the back button at the bottom of the screen and clicking the “REOPEN STEP” button on the 

GET STARTED screen.   

 

21. After reviewing each goal, scroll down and select SAVE AND CONTINUE 
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22. Review each value and provide comments just noting the employee (yellow highlight below) 

and manager (orange highlight below) comments and rating. 

 
After reviewing each value, scroll to the bottom and select SAVE AND CONTINUE. 

 

23. Next is a summary screen that provides a comparison of the employee’s self-rating summary 

and the managers rating.  Review the overall rating (yellow highlight).   

Note: Calculation of the overall rating is based solely on the manager’s rating. 

 
Select NEXT. 

 

24.  Complete the signature and approval of the Annual Evaluation for this employee by adding 

any summary comments (1), selecting the Acknowledgement box (2), Electronically signing 

(3), and Submitting (4).   

 
The Annual Evaluation then returns to the manager for signature.   
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STEP 4:  MANAGER SIGNS ANNUAL EVALUATION      
25. THE FACE TO FACE MEETING WITH THE EMPLOYEE SHOULD OCCUR NOW. 

 

26. Upon clicking the MY TASK LIST from the LMS/NCVIP homepage, the manager will select the 

employee for whom they are completing the Annual Performance Evaluation. 

 

27. Click GET STARTED 

 

28.  View the Indirect Manager’s comments on the Annual Evaluation for both goals and values 

(blue highlighted below). 

 
Note: No changes to ratings or comments can be completed at this step.  If changes or edits 

are needed, the Manager Step 2 must be reopened.  A helpdesk ticket must be submitted to 

DPS_NCVIPhelp@ncdps.gov for this step to be reopened once the indirect has completed 

their signature. 

 

29.  After reviewing the comments from the Indirect Manager, select NEXT at the bottom.   

 

30. Review the final overall rating (yellow highlight).   Select NEXT. 

Note:  The calculation of the overall rating is based solely on the manager’s rating. 

 

mailto:DPS_NCVIPhelp@ncdps.gov
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31.  Complete the managery signature and approval of the Annual Evaluation for this employee by 

adding any summary comments (1), selecting the Acknowledgement box (2), Electronically 

signing (3), and Submitting (4).  The date, time, and electronic signature of the indirect is also 

visible (blue highlight below). 

 
The Annual Evaluation returns to the employee for final signature. 
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STEP 5:  EMPLOYEE SIGNS ANNUAL EVALUATION       

 
32. Upon clicking the MY TASK LIST from the LMS/NCVIP homepage, select COMPLETE YOUR 

SELF EVALUATION.  

 

33. Click GET STARTED  

 

34. Review the comments and self-rating (employee’s in yellow highlight below), the manager’s 

rating and comments (orange highlight below), and the indirect manager’s comments (blue 

highlighted below). Select NEXT on both the goals and values pages. 

  
 

35. Review the overall rating (yellow highlight below).  

Note:  The calculation of the overall rating is based solely on the manager’s rating. 

 
After reviewing, select NEXT.  
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36. Review the summary comments added by the manager (orange highlight) and the indirect 

manager (blue highlight).  Complete the signature of the Annual Evaluation by adding any 

comments (1), selecting the Acknowledgement box (2), Electronically signing (3), and 

Submitting (4).  

 
 

37. The Annual Evaluation will now be complete. The employee can locate the PDF of the Annual 

Evaluation by going to PERFORMANCE then PERFORMANCE PLANS from the main page.   

 
 

38. Click on the MY PERSONAL REVIEWS tab.  All documents for the current cycle are visible 

here. Simply click on the document. It will open as a PDF document. 

 


