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I. Employee Account Activation 

Both Employee Self Evaluations and Performance Notes can be accessed through the Compensation 
Launch Pad on the Inside MATC portal.  From the MATC website Home Page, select Inside MATC. 
 

 
 

Enter your User ID and Password and click the  button.  If you do not have a User ID and 
Password, select the Employee Account Activation link on this page for instructions.   
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The Compensation Launch Pad hyperlink allows you to access Oracle Performance Management which 
includes: 

• My Performance Documents – the MATC employee performance self-evaluation tool.  
• Performance Notes – where you can record performance notes 

 
Note:  The Inside MATC portal will “time out” in approximately 20 minutes if there is no activity.  Be 
sure to save your work frequently to avoid “time out” data loss. 
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II.  Employee Self Evaluation 

Employees use the Self Evaluation page to enter and maintain employee self-evaluation data. This 
document serves as the employee’s self-evaluation. Documents are divided into sections. 
 
Note:  The competency fields that employees can use to assess their own performance on the self-
evaluation form are also fields that managers complete on the manager’s review form. 
 

 

Step  Action 

1.  Begin by navigating to the Compensation Launch Pad on the Inside MATC Portal.  Click 
the Self Service link. 

 

2.  Click the Performance Management link. 
 

   

Step  Action 

3.  
Under ‘My Performance Documents’, Click the Current Documents link. 

 

4.  

The Current Performance Documents page displays the employee documents that are 
available to you.  
 

Note: When the status of an employee document is In Progress, managers can only 
view the performance criteria; they cannot view the evaluation fields until the employee 
document is Complete. Once the employee document is complete, the employee cannot 
update it further. 
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Step  Action 

5.  

On the Document Details page, click the Start hyperlink or the Edit hyperlink, whichever 
appears, for the Complete Self Evaluation step. 

 

Note: The Start hyperlink will appear when a user first logs into the document. Thereafter 
the Edit hyperlink will show. 
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Step  Action 

6.  

A detailed description of the rating for each competency can be accessed by clicking the 
  symbol next to each competency rating box. 

Click the Rating list drop down menu and click on the rating that best determines the 
employee’s evaluation against this competency. 

 
 
Available ratings include:  Unsatisfactory; Developing; Satisfactory; Exemplary.   

7.  
Click the vertical scrollbar to move through the evaluation document to continue to rate 
each competency. 
 

8.  Click in the Optional Comments field to enter any comments for the evaluation. 
 

9.  
Use the Spell Check icon  to the right of the Comments fields to run a spell check 
against that field. 
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Step  Action 

10.  
The Save button enables you to save your work and return to it later but will not allow the 
manager to review the document. 
Click the Save button.    

11.  

Completing the document will allow the manager to review the employee self evaluation 
when you are sure that the document is complete and no further changes are needed. 

Click the Complete button to change the status of the employee document from In 
Progress to Complete.   
    

12.  
Click the OK button. 

 

 

 
 

Step  Action 

13.  Notice that the Status column on the Document Details page now displays a value of 
Completed.  Click the Return to Select Documents link.   

14.  You have successfully completed an employee self-evaluation. 
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III. Recording Performance Notes 

ePerformance enables both employees and managers to record or update performance notes on the 
Performance Notes pages at any time during the performance cycle. Employees can create a record of 
events, activities, and accomplishments that they can later use to complete their performance document. 
Similarly, managers can record details of an employee's performance that they may find useful to have on 
hand when they are completing the employee's evaluation. Performance notes cannot be seen by anyone 
other than the author of the notes. 
 
Consider this scenario: You are an employee and you want to enter a performance note to keep track of 
your weekly accomplishments. 
 

Step  Action 

1.   Begin by navigating to the Compensation Launch Pad on the Inside MATC Portal.  Click 
the Self Service link. 

2.   Click the Performance Management link. 
3.   Use the My Performance Notes page to view or update existing performance notes, or 

add new notes. 
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Step  Action 

4.   Click inside the Earliest Note Date field to refresh and activate the page.  
5.   Click the Add a New Note button.     

 

 

Step  Action 

6.   Click in the Subject field. 
7.   Enter the desired information into the Subject field. For example, enter "Accomplishments". 
8.   Click in the Note Text field and enter your note. 
9.   Click the Save button.   
10.   To return to the previous page.  Click the Return to Performance Note Selection hyperlink. 
11.   To view or edit an existing note, click the Subject hyperlink for the desired note.  
12.   After viewing or editing an existing note, click the Return to:  Performance Note Selection 

hyperlink to return to the My Performance Notes page.  
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 Step  Action 

13.   To delete or transfer notes select the desired note and click the Delete or Transfer button at 
the top of the page.  Click the Select option box.  

14.   Notice that when you click the Select option box, the Delete and Transfer buttons are now 
active. 
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 Step  Action 

15.  
If you select the Delete option, a warning screen with a yellow caution symbol will 
appear: 

• If you want to continue with the deletion, select the OK button. 
• If you want to cancel the deletion, select the Cancel button 

 

Caution :  Deleting a note is irreversible.  Once a note is deleted, it will no longer 
appear on the list of My Performance Notes and will no longer be available to view or edit. 
 

 

 

 

 

 Step  Action 

16.  
Caution:  Transferring a note is irreversible.  Once a note is transferred, it will 

no longer appear on the list of My Performance Notes and will no longer be available to view 
or edit. 
 
If you select the Transfer option, a Person Search – Simple look up screen allows you to 
search for and select the person the note will be transferred to.  Enter available information 
and click the search button.  Select a name from the Search Results and click the OK or 
Cancel button. 
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 Step  Action 

17.  
A warning screen with a yellow caution symbol will appear. 

• If you want to continue with the transfer, select the OK button. 
• If you want to cancel the transfer, select the Cancel button 

 

Caution:  Transferring a note is irreversible. 

 

 
 

 Step  Action 

18.  You have successfully entered and managed performance notes. 
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