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Completing Annual Self Review

1 Navigate to: https://eacg.csod.com/

2 To complete your self review, Click "Complete your annual review task"

3 Review the instructions.

You can navigate through different sections of the review on the left side menu.

As you complete the review, it is important to make sure to "Save" your work
before you exit.

https://scribehow.com
https://pil01-1-pil-uw2-us-ext-ls-prd-01-proxy.csod.com/LMS/catalog/Welcome.aspx?tab_page_id=-67&tab_id=-1
https://pil01-1-pil-uw2-us-ext-ls-prd-01-proxy.csod.com/LMS/catalog/Welcome.aspx?tab_page_id=-67&tab_id=-1
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4 Once you have reviewed the instructions, click "Get Started".

Note: As you progress through your review you will see the progress displayed.

5 The first step of your review is to do some self reflection of the year in the Pre-Survey.
This will aid you in completing your self review.
At this step, think through the year and denote your responses to each question. 

Note: Your supervisor will see your responses.
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6 Make note of the editing options that you have.

Tip: Make sure to spell check as you go through each step of the review.

7 Once you have completed this pre-review survey, now you will proceed to 
the self review.

Click "Save and Continue" to proceed. 
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8 Now you have come to the self review.

Please make sure to read the instructions.

Make note of the rating scale. It can be referenced beside each rating.

9 You will have to select a rating for each competency.

There are 10 competencies total for you to do this for.

Click "Select" as shown below.

10 Select how you would rate yourself
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11 You are encouraged to complete each competency with comments.

As you complete each comments section, make sure to use spell check.

Click as shown below. Review the spelling corrections and then click "Close"

12 Once you have completed each competency with a rating and comments, com-
plete the summary for the year, then click "Save and Continue" to proceed. 
Note: You can always "Save and Exit" to come back to completing your review
or any other step.
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13
Now you will be asked to review and update your goals. Review the next  
instructions.

*Note: If  you  did  not  receive  a  review  in  the  previous  year  then  you  will  not  have  goals 
listed. You can click "Save and continue" and skip to step 20

14 Please update progress on your goals, click the arrow to the left of the goal.

15 Click "Manage Goals"
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16 Now you will be able to move the progress bar to show your progress with the 
goal.  

17
Add comments as to how things progressed for the goal by clicking on "Add 

Comment"

18 Complete your status updates for each goal. 
Making sure to edit and spell check as needed.
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This year I have learned so much about design. 
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19 Once you have updated all of the goals, Click "Save and Continue"

20    Now you will have progressed to your Goal Setting Survey. Complete each section. 
            Please click "Save and Exit" if you need to come back to it after a conversation with your supervisor.

Click "Save and Continue" when ready to move to the next step. 

Note: Your supervisor will see what you enter in this survey.
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21 Now you can add goals for the upcoming year. Please read the instructions.

It is recommended that you create a few goals that you would like to consider 
working on for the upcoming year. Make sure to consider all the details! 

Your supervisor will review and can edit/delete/add goals. 

To create goals click "Add Goals"

22 Click "Add Goals"

https://pil01-1-pil-uw2-us-ext-ls-prd-01-proxy.csod.com/phnx/driver.aspx?routename=Reviews/User/ReviewSection&s=6&t=21&r=1&tu=2401&u=128&ret=%7e%2fphnx%2fdriver.aspx%3froutename%3dSocial%2fUniversalProfile%2fActions
https://pil01-1-pil-uw2-us-ext-ls-prd-01-proxy.csod.com/phnx/driver.aspx?routename=Reviews/User/ReviewSection&s=6&t=21&r=1&tu=2401&u=128&ret=%7e%2fphnx%2fdriver.aspx%3froutename%3dSocial%2fUniversalProfile%2fActions
https://pil01-1-pil-uw2-us-ext-ls-prd-01-proxy.csod.com/phnx/driver.aspx?routename=Reviews/User/ReviewSection&s=6&t=21&r=1&tu=2401&u=128&ret=%7e%2fphnx%2fdriver.aspx%3froutename%3dSocial%2fUniversalProfile%2fActions
https://pil01-1-pil-uw2-us-ext-ls-prd-01-proxy.csod.com/phnx/driver.aspx?routename=Reviews/User/ReviewSection&s=6&t=21&r=1&tu=2401&u=128&ret=%7e%2fphnx%2fdriver.aspx%3froutename%3dSocial%2fUniversalProfile%2fActions
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23 Click the "Title " field.  This is typically the title will be one or a combination 
of the following:

Quality of Work, Productivity, Communication, Job Knowledge, Teamwork, Flexibility 
Judgment/Decision Making, Self- Management, Customer Service, Initiative/Attitude, 

Professional Development or Business Development

24 Populate the description with the proposed actions for the year.
Make sure you use the SMART Goal method. 
Please remember to be specific!

25 Click "Save"
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Enroll in Advanced Design Software Courses: For 2024 I would like to Identify and enroll in two advanced design software courses to enhance proficiency and stay current with the latest features. 

Attend Specialized Design Workshops: Identify at least three specialized design workshops or webinars to attend, focusing on areas such as sustainable design, structural analysis, or emerging technologies.
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26 Once you created your proposed goals, you are done with the first steps.

Click "Submit"

27 Click "Submit" again

Your supervisor will now be able to review and will contact you to schedule a
meeting to discuss your performance review.

After your review is all done, you will be asked to review everything and sign off.

See "Finishing Your Annual Review".




