
 
 

How to Complete Competency Ratings 

*Prior to completing this step on Cornerstone it is highly recommended that you meet with 
your direct report(s)  for a one-on-one to discuss their goal progress, development plan (as 
needed), and the Competency Rating Rubrics. 

 

1. Sign in to Cornerstone from the TitanHub > Staff Resources > Cornerstone. 

 

 

 

 

 

 

 

 

2. From the Cornerstone Homepage, go to Performance > Performance Reviews. 
 

 

 

 

 

 

 



 
 

 
3. From Performance Review Summar page, click on the task to get started. 

 

 

 

4. From the Overview page, click on “Get Started”. 

 

 

 

 



 
 

5. Click on “More” to review the direct report’s goal if needed. This is view only. Then click 
“Save and Continue”. 

 

 

 

6. Review the direct report’s Development Plan if needed. Then scroll to the bottom and 
click “Save and Continue”. 

 

 

 



 
 

7. On the Competency Section-Annual Performance Review page, use the drop-down 
menu to rate all 7 competencies on a scale from 1 to 5 (or N/A-Too New), based on the 
Competency Rating Rubric.   

 

8. Comment on your rating in the comments section. Here, you can give your direct report 
praise for doing an excellent job or make suggestions on how they can improve this 
competency.  

 



 
 

9. After you have rated all 7 competencies, scroll to the very bottom of the page and click 
“Save and Continue”. 
 

 

 

10. Review the overall rating on the Summary page and click “Next”. 

 

 



 
 

 
11. Electronically sign off. 

 

 

 

 

12. Scroll to the bottom of the page and click “Submit”. 

 

 

 



 
 
*An additional pop-up will appear to confirm whether you want to Submit. Once you Submit 
here you will not be able to make any changes.  

 

 

 

13. Your direct report will receive an email indicating that they have a performance review 
task to complete. When your direct report reviews their competency ratings and signs 
off, the FY 2024-2025 Annual Performance Review process will be complete.  

 

 


