How to Add Job Duties to the “Job Duties” Section on an ePerformance
Evaluation Form

1. Open the employee’s document.
2. Go to Complete Employee Evaluation.
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3. Go to the section you want to copy to.

4. Click ‘Add Item.’
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5. Add your own item.

6. Go to the employee self-assessment.
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7. Document will open in another window.
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8. Go to section you want to copy from.
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9. Copy.
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10. Go back to the assessment page. Paste the title and description from the self
assessment to the document. Add and save.
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11. A new item will be created for you to do an assessment on.



