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Performance Job Aid: Ongoing Feedback 
1. At the “Ongoing Feedback” stage, both the Employee and the Supervisor have access to the 

Performance Review.  This step should be utilized throughout the year to collaborate regularly in 

the Performance Review Process.  The review will remain in this step until the Employee Self 

Evaluation step. 

2. EMPLOYEE: When you log into PageUp’s Employee Services, view your Performance Reviews 

under “My Performance Reviews”; Click the Review Title to begin. 

 

3. SUPERVISOR: When you log into PageUp’s Employee Services, view your Employee’s 

Performance Reviews under “Team Performance Reviews”.  Click the Review Title to begin. 

 

4. EMPLOYEE & SUPERVISOR: No action is needed on the “Start” or “Position Description” tabs.  

You are able to click on links to the Position Description to view throughout the performance 

cycle. Click “Next” to progress.  
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5. EMPLOYEE & SUPERVISOR: Once you arrive at the Performance Objectives, there are various 

steps that you can take as it relates to each “Item”. 

1. You can “Add Comment” or “Upload File”.  You can “Save and Share” a comment, which 

makes it public to the Supervisor or Employee and Reviewer; or you can Save as a Draft 

to return later. 

 

2. You can also “Link Journal Entry” (See Performance Job Aid: Journaling) 

3. EMPLOYEE ONLY: You are also able to “Request External Feedback” by clicking on 

“Request”. 

4. EMPLOYEE ONLY: This allows you to reach out to other users who can then respond to 

that email that will be attached as feedback to that Performance Objective Item. 
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6. EMPLOYEE: The same options are available on both the “Job Function Competencies” and 

“Behavioral Competencies” Sections.  
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7. EMPLOYEE: Use the Development Plan section to provide any additional details related to 

Personal Learning Goals or Learning Steps/Resources Needed.  Comments can be added as well. 

 

 

 

8. EMPLOYEE & SUPERVISOR: This progression to the next step of “Employee Self Evaluation” will 

happen automatically on the step complete date.  You can continue to update while in the 

“Ongoing Feedback” step. 

 

 

 


