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Employee Instructions: Probationary Review
Checkpoints at 45 & 90 Days and Final Evaluation at 160 Days
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Overview

The Probationary Review utilizes checkpoints which allow Managers to build upon their feedback
throughout the probationary period. Checkpoints will occur at the 45- and 90-day mark. At the 160-day
mark, you will complete the checkpoints and begin the probationary review evaluation. Once the
evaluation is reviewed and approved by your next level supervisor, you will hold a review meeting with
your employee. Once complete, the employee will sign in to acknowledge the evaluation and that a
review meeting was held.

The full process should be completed prior to the end of your 6 months probationary period; therefore,
the Manager probationary evaluation should be completed at the 160 day to allow time for approval,
the review meeting and employee acknowledgement.

Step 1 of 17 — Employee Self Service

Sign in to UTShare. You will be asked to authenticate yourself.

nT The University of Texas at San Antonio™
T ZR SHARE Z
Select your home institution T e

UT Share requires that you authenticate with your home instituion. Please either select it from the list below, then click *Select. or
you may use ihe search-ss-you-lype feature by typing = partial name into the search box below, then clicking "Sesrch’

Please do not create a bookmark or favarite in your web browser on this page. This page is nol part of the application you are
Bcoessing, You may creale & bookmarkfavorite after you complete the authentication process.

Enter a Passcoce

Enter organization name (partials ok):

I Search O Rememoer me for 7 days

Or choose from a list:

(The University of Taxas af San Anionio <] Seiact || Remamiie for smssion v

Need assistance?
Send emall to your lacal help desk wilh a description of ihe problem: [ University of Texas at Aringlon ~| _Selest |

Step 2 of 17 — Employee Self Service
Select the Employee Service option from the dropdown within the PeopleSoft homepage.

~ Employee Se
il

Employee Self Service

Training



https://www.uta.edu/utshare
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Step 3 of 17 — Performance Tile
Select the Performance tile.

Performance

- B

Step 4 of 17 — My Current Documents

Any current performance documents will appear under My Current Documents.

Select UTSA Probationary Review to continue. The evaluation status is currently in Track Progress-
Checkpoint #1: 45 Day and will update as you continue throughout your probationary period.

O Performance Performance

My Current Document 1
¥ e meeamers ! I My Current Documents

My Historical Documents
Document Type Document Status Period Begin / Period End Mext Due Date

Evaluations of Others L]
02/01/2020

UTSA Probationary Review Track Progress - Chedipoint #1: 45 Day 10/16/2020 >

Historical Evaluations of Others O2/28/2021
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Step 5 of 17 — Review and Verify Information

Once the document is opened, you can view the overall document information, the checkpoints and due
dates and the document’s instructions. The document instructions will provide helpful reminders on
what is expected and what to do next.

The far-left panel Steps and Tasks will keep you informed of the current and next steps. Use this to
navigate through the sequence of steps.

{3 Performance Performance Process
Performance Process n L | Save | Share witl

UTSA Probationary Review
Steps and Tasks El

Checkpoint #1: 45 Day - Update and Share @Frint | ENotify | #)Export
UTSA Probationary Review
09V01/2020- 02/28/2021 Owerview Job Title Manager

Document Type  UTSA Probationany Review Period 09001/2020 - 02/28/2021
Template UTSA Probstionany Review Document ID 15518
Status  In Progress Due Date  10/16/2020

Your comments are currently not shared with your manager

PROBATIONARY REVIEW: Checkpoint #1 at 45 Days.

*'0 Chechkpoint

s = UTSA Probaticnary Reviews utilize checkpoints which allow Managers to build upon their feedback throughout the probationary pericd. Checkpoints will
Dus Datenmzm ‘oCCur at the 45 and =y mark. At the iy mark, man. will complete the checkpoints to begin the probationary review evalustion. Once the
ewvalusation i vith you and 3 review mesting is held, you will sign back in to acknowledge your probationany performance evaluation.

¥ O Review Man
Dus Datemmam

= |If you have any guestions, contsct your HRBP at HREP@utsa. edu or call {210) 458-4250.

To begin the checkpoint:

1. When your mansger has shared their comments on your performance over the past 45 days, review and provide your own feedback within the tabs.
Select Save to save and come back later.

To complete the checkpoint:
1. When ready to share your feedback, select the Share with Manager button save your changes and notify your Manager that your final comments

have been = .
2. Your manager will review your comments and complete the checkpoint. “ou can come back at any time to review the 45 dsy checkpaint.

Core Values Operation Excellence Personal Growth Overall Summary

¥ Section 1- Core Values

= Expand | » Collapse
¥ Integrity

} Excellence

Step 6 of 17 — Reviewing Prior to Manager Sharing Comments
If you’ve received an email from your manager, their comments will be available to view. Until your
manager shares their comments with you, this document will be blank.

You can begin to record your comments or wait until you can view your Manager’s feedback. If the
Manager has not shared their comments, you will see the following message in each comment box:
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¥ Core Values Summary

Manager Comments [Manager's comments are NOT SHARED

Employee Comments

LY.
(4]

Font -/l sze -|| B I U

|3
=
]

WS

As an alternative, you can provide comments prior to your manager’s feedback.

comments and selecting Save / Share with Manager (Step 8).

Save | | Share with Manager

Step 7 of 17 — Manager Shared Comments, Ready to Review
You will receive an email when your manager shares their comments with you.

If you manager adds notes while their comments are shared, you will see the updated notes as long as

your manager continues to share their document with you.

Do that by adding

Core Values Operation Excellence Personal Growth Overall Summary

~ Section 1 - Core Values

~ Expand | (» Collapse

¥ Integrity

Description : Adhering to a standard of core values at UTSA and ensuring that one acts in a fair and ethical fashion.

Manager Ce of M s C after being shared with the employee. Example of Manager's Comments after
being shared wrth the employee. Example of Manager's Comments after being shared with the employee.

1w

Employee Comments 52 Font

sze -| B I U|[is 12 A-0D-0

[
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Step 8 of 17 — Add Comments and Feedback.

To begin, select the Expand link to view all factors under each tab.

Provide feedback within the Employee Comments boxes under each factor and summary as needed.

‘ Core Values

| Operation Excellence || Personal Growth H Owverall Summearny

¥ Section 1 - Core Values
v Collapse

b Integrity

} Excellence

b Inclusiveness

} Respect

b Collaboration

¥ Innovation

* Core Values Summary

izl
Manager Comments | o iansgers Commens 2w being Sharss win 2 emaies.

[*]
0|

Employee Comments 52

Fart ~||sme -[|B I U|lE 12 A-B-H
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Step 9 of 17 — Share with Manager

You'll notice that while your comments are not shared, you have an action button of Save / Share with

Manager and also a status at the top of the document that will always let you know whether your
comments are shared or private.

@ Performance Performance Process

El UT5A Probationary Review

Checkpoint #1: 45 Day - Update and Share

Performance Process

Steps and Tasks

fy | ) Export

UTSA Probationary Review
01/2020- 02/28/20 o

28/2021 Ow

Job Title lEnager

Period |

Document Type  UTSA Frobationany Review 00172020 - D2/28/2021
Template UTSA Frobationary Review Diocument ID

Status In Progre=s

Due Date 1001872020

Your comments are currently not shared with your manager

*@ Checkpoint £2; 30 Day

Due Datermzm

PROBATIONARY REVIEW: Checkpoint #1 at 43 Days.

Once comments shared, the status changes and you now have the ability to Stop Sharing as needed.

Notice how the far-left task panel has been updated to a new Review Manager step.

@ Performance

Performance Process

Performance Process |£| “ Save Stop Sharing
—— [ . | UTSA Probationary Review
Steps and Tasks | c || H |

—| Checkpoint #1: 45 Day - Review Manager Comments

UTSA Probationary Review
09v/01/2020° 0Z/28/2021 Overview

Job Title

Document Type  UTSA Probationary Review Period 09%/01/2020 - 0Z/28/2021

- Template UTSA Probationary Review Document IO 15818
Due Date 1o1sz0z

Status  In Progress Due Date  10/16/2020
@ Update and Share

o PReview Manager I Your comments are SHARED with your manager I

Step 10 of 17 — Checkpoint #1 Review Meeting

Once your comments are shared with your manager, they will reach out to schedule a review meeting.

Step 11 of 17 — Checkpoint #1 at 45 Days Complete

After review meeting held and any final feedback has been recorded and shared, your Manager will
complete the checkpoint. You'll receive a confirmation email once that is done.

No further action is required until the next checkpoint at 90 Days but you do have the ability to add and
save notes until the next checkpoint occurs.
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Step 12 of 17 — Checkpoint #2 at 90 Days

Checkpoint #2 will be an exact repetition of Checkpoint #1, Steps 1 — 11. The only difference is that the
comments from Checkpoint #1 are automatically added to Checkpoint #2.

> Core Values Summary

Manager Comments

]
IChedpt #1: Example of Manager's Comments after being shared with the employee.

IChedpt#2: Example of comments during chedipoint #2 added to same comments from pricr step

Employee Comments | | sa o Font ;

size - (/B | T W|[E 2 A-0-H

11|

>

CHECKPOINT #1: Example of Employee’s Comments after Manager shared their comments.

Example of Employee’s Comments after Manager shared their comments.

CHECKPOINT #2 Example of Chedipt #2 Employee Comments. |

You can simply add more comments, separate your comments by colored font or bullet points to
differentiate between Checkpoint #1 and #2, or delete everything and start fresh. The comments for

Checkpoint#1 will always be separate and available to view by expanding the Checkpoint steps within
the document and selecting View.

<«

Performance Process |

Steps and Tasks

=3

UTSA Probationary Review

0990172020 - 02/2872021
~ P Checkpoint #1: 45 Day
Due Date 10/16/2020
View
|D Checkpoint #2: 90 Day
Due Date EnEnz

View
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Step 13 of 17 — Checkpoint #3 at 160 Days

Checkpoint #3 and the final Probationary Review are combined. Therefore, you will not provide your
final feedback until after your manager completes the 3™ Checkpoint and the Manager’ Evaluation.

However, the manager does have the option of obtaining your feedback prior to the evaluation (to
mimic the ability to provide a self-evaluation). If they choose to do so, you will receive the same email as
Checkpoints #1 & #2 to alert you that your manager prefers your feedback prior to them completing the
final evaluation.

When your manager completes the Checkpoint and their evaluation of your probationary performance,
it will be routed for review to your Next Level Supervisor. Once reviewed, your manager will share their
final evaluation with you to include final comments and an overall rating.

Step 14 of 17 — Probationary Performance Review Meeting

You will receive an email when the final evaluation has been shared with you. Your manager will contact
you to schedule a review meeting.

Once meeting complete, you will sign in to provide your acknowledgement of the review and that a
review meeting was held. You will be given the opportunity to provide any final comments or thoughts
within the EE Acknowledgement tab.

Step 15 of 17 — Employee Acknowledgment

Follow steps 1 —4 to return to the documents. Select the Pending Acknowledgment document.

My Current Documents

Document Type Document Status Period Begin / Pericd End Mext Due Date
08/01/2020

UTSA Probaticnary Review Pending Acknowledgement 025082021
02/28/2021
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Step 16 of 17 — Employee Acknowledgment (Continuation)

Add your final comments and then select Acknowledge that you and your Manager have reviewed the
document.

Performance

Performance Process

Performance Process

UTSA Probationary Review
Steps and Tasks

Manager Evaluation - Acknowledge

EgPrint | EMotify | @Export
Jam
UTSA Probationary Review -
09/01/2020 -  02/28/2021 Job Title Manager
D Type UTSA ionary Review Period
'@ Chackpoint #1: 45 Day Template  UTSA Frobationary Review Document 1D
Due Date torieme
Status  Pending Acnowledgement Due Date
»'® Checkpaint #2: 90 Day
Dus Dst= st

This document is cunrently waiting for your adnowledgment.
*'® Chedepoint #3: 160 Day

: Frovide any finel feedbadk in the EE Acknowledgement tab. Then seledt the Acknowledge button to confirm thet you and your menager have discussed this
Due Date e document.
- © Review Mansger Evalustion
Due Date oznerzont
o . Core Values Operation Excellence Perscnal Growth Cverall S EE Privacy Notice
Adinowladge
View

¥ Section 5 - Employee Acknowledgement

Pricr to the emp s ging the
sppraisal, the Employes confirms that a meeting was h

review, they may provide below. By 2
eld to review and discuss the appraissl.

ging this

Employee Acknowledgement Summary

=
£
Y




Um People Exce"ence Probationary Review — Employee

Step 17 of 17 — Probationary Review Complete

Once Acknowledged, the document will immediately close and email you and your manager a receipt of
finalization. You can find the document within your Performance Tile > Historical Documents where you
can review each of the checkpoints and final evaluation in the future.

@ Employee Self Service Performance

James Jinks &
Asst Director, Utility Ops:

0 . .
Ly CTEl PR My Historical Documents

My Historical Documents |

Document Type Document Status Period Begin / Period End
Evaluations of Others 0 091012020
AP i / Revi ]
Historical Evaluations of Others UTSA Probationary Review 02/2812021
Performance Process ‘ ¢|
UTSA Probationary Review
Steps and Tasks
Manager Evaluation - Completed
James Jinks
UTSA Probationary Review | 77777777
09/01/2020 - 02/28/2021 Job Title Manager
Document Type  UTSA Probationary Review Period  09/01/2020 - 02/28/2021
e checkpoint #1: 45 Day Template UTSA Probationary Review Document ID 15918

101672020
Due Date Due Date  02/08/2021

The document status is Complete. Mo further action is required but if you have any questions, please contact HR at 210-458-4250 or at one of the email addresses
below.
R, « Annual Evaluations: HR@utsa.edu
E° Checkpoint#2: 90 Day
Due Date 117202020 = Probationary Reviews: HREP@utsa.edu

Core Values Operation Excellence Personal Growth Overall Summary EE Acknowledgament Privacy Notice

IEe checkpoint #3: 160 Day
Due Date fzibezaz

¥ Section 1 - Core Values

We encourage an environment of dialogue and discovery, where integrity, excellence, inclusiveness, respect, collaboration and innovation are
fostered. UTSA's core values reflect how we, as employess, have pursued this plan as well as how we will fulfill our mission and realize our
vision

Eere

Due Date fzipszozt = Expand | » Collapse

anager Evaluation

b Integrity
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