
Setting Up the 
Performance Review Plan 
in ESS (FY25)





Performance Evaluations

Login to Employee Self-Service (ESS)

Click on the Performance Management 
link on the right to access the Performance 

Management Home page.



Click Evaluations on the menu to the right to go to the Evaluation Status page 
where you can access employee performance records. 

You can also access this page by clicking Evaluations at the bottom.



From the Evaluation Status page, click on employee name to access their 
performance records. Select the Active tab. If you do not see their name listed 

under the Active tab, check under the Complete tab.



Select Edit for Year-End Performance Evaluation Record 
(You will enter the Performance Review Plan details into this record)

FY25 Performance Review Plan 
Acknowledgement Record 

FY25 Year-End Performance 
Evaluation Record

10/1/2024-3/31/2025



Select Competencies tab to enter Key Job Responsibilities and Performance 
Expectations.

Select Competencies tab



Scroll past CORR Core Competencies to enter Key Job Responsibilities and 
Performance Expectations

Note: Core Competencies are already pre-
populated with descriptions.



Select pencil icon to enter or edit each 
Key Job Responsibility 

From Rating drop box, choose Make a Selection

Enter Key Job Responsibility and Performance 
Expectation here (recommend cut and paste 
from prior document). 

Select Save when done.



Click Save and Close button

Click Save and Close to store KJRs. You can do this now or after you have entered 
employee development goals under the Goals tab.



Select Goals tab to enter Employee Development Plan.
Select Add New to add each development goal for the performance year.



Red asterisk * indicates required field



Employee Development Plan Examples

 Obtain Certification/License 
 
 Management/Supervision

 Training related to XYZ subject

 Improve Communication Skills

Obtain Class 1 Wastewater License
 Prepare for and take Master Electrician Exam

  Participate in CORR Leadership Development Program
  Take course/program offered by City or external source

Attend Water Distribution Classes
 Take a course related to Water Treatment

 Complete “How to be Assertive” course on LinkedIn 
Learning

Consider spreading out target completion dates throughout the performance year versus having all due dates on 9/30/24.



At the bottom of the screen, you will want to select 
Save and Close. Clicking Save and Close will store your 
entries for future editing, review, and the eventual 
year-end evaluation. 

Select Save and Close – this can be done at either the bottom 
of the Competencies section or the Goals section. 



FY25 Performance Review 
Plan Record

Submitting for Approval the Performance Review Plan Record
Next open the separate Performance Review Plan record and click Submit. 

Instruct employee to acknowledge Performance Review Plan in ESS.

10/1/2024-9/30/2025

10/1/2024-9/30/2025

10/1/2024-3/31/2025



Contacts

ESS Technical Support contact 
Darron Grussendorf, Organizational Development Trainer 
at dgrussendorf@roundrocktexas.gov or 512-341-3382

Questions about Evaluations contact
Lisa Pierce-Jones, Assistant Director of Human Resources 
at lpiercejones@roundrocktexas.gov or 512-218-5492

mailto:dgrussendorf@roundrocktexas.gov
mailto:lpiercejones@roundrocktexas.gov
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