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Manager 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 you're the 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.

Manager Accesses PeopleSoft to provide comments on
Checkpoint #1 @ 45 days

e Manager Actions: Share or Skip

Manager Shares Comments with Employee notifies Employee

Manager & Employee: One on One Meeting

Employee provides their feedback and Shares with Manager e Employee Sharing Comments
notifies Manager

Manager Completes Checkpoint #1 @ 45 Day
e Manager Completing Checkpoint notifies

Employee

e Manager Actions: Share or Skip
notifies Employee

Manager & Employee: One on One Meeting

e Employee Sharing Comments
notifies Manager
e Manager Completing Checkpoint notifies
Employee
Manager Accesses PeopleSoft to provide comments on
Checkpoint #3 @ 160 days

Manager Completes Checkpoints

e Manager Submitting for Approval
Manager Completes 6 Month Evaluation & Submits for Approval notifies the Next Level Supervisor

Next Level Supervisor Reviews & Approves e Approval notifies Manager

Manager Shares Evaluation with Employee e Manager Sharing Eval notifies Employee

Employee Acknowledges (Or Manager Overrides) e Employee Acknowledge notifies
Manager

Manager Completes Evaluation

e Both notified when complete
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Step 1 of 23 —UTShare

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

UT ZR SHARE

Select your home institution

Enter organization name (partials ok):

UT Share requines st you Wit youe home institution. sedect il from the st below, then click "Selec, of
Ay s pe by e 42 the seafch box beow. then chicking “Search’

Please do not create a bookmark of favorite in your web browser on this page. This pags b5 nol part of S applcation you e

Bocessing. You may creste ea process.

Sawer,
Or choose from a list:
[T Dirfermity o Tazas &t San Antorin ] Swimct | R ko seskon ¥
Hood assistance?
Send emal 1o your kocal Do desk with s description of the protiert | Unwversey of Texas ot Ariegion | Seinct

Step 2 of 23 — Manager Self Service

The University of Texas at San Antonio™

Select the Manager Self Service option from the dropdown from the PeopleSoft homepage.

* Manage

Employee Self Service

Manager Self Service

Step 3 of 23 — Performance Tile
Select the Team Performance tile.

Team Performance

|

.llll.



https://www.uta.edu/utshare

UTSA People Excellence

Step 4 of 23 — Current Documents

Probationary Review — Manager

A list of available Current Documents will appear for your team members. Not all Direct Reports will be
listed, only those with a current Probationary Review or Annual Evaluation.

The document type UTSA Probationary Review will differentiate it from any current Annual reviews.

Also, the Document Status will provide what checkpoint the document is currently on and update as the

steps progress. Select an employee to continue.

@ Toam Ferformance a QN @
|~ Current Documents
Current Documents
Tz Historical Documents
5 rows
%" View-Only Documents
v ™
s Approve Documents Period Begin/ Next Due
Name / Job Title Document Type Document Status Period End Date
08/01/2020
- - L UTSA Performance Evaluation Define Criteria 10/31/2020 >
08/31/2021
08/01/2020
— UTSA Performance Evaluation Define Criteria 10/31/2020
08/31/2021
08/01/2020
— - UTSA Probationary Review Track Progress { Checkpoint #1: 45 Day 10/16/2020

02/28/2021
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Step 5 of 23 — 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.

rformance Process

Performance Process | * Save Skip Checkpoint Share with Employee
— [ . || UTSA Probationary Review

Steps and Tasks | c || H |
Checkpoint #1: 45 Day - Update and Share & Print | E9MNotify | @) Export

UTSA Probationary Review b=

09012020 021 21 Overview Actions -

Job Title Manager
* ® Checkpoint #1: 45 Day Document Type  UTSA Probationary Review Period 08/01/2020 - 02/28/2021
Due Date 10182020 Template UTSA Probationary Review Document 1D 16256
© Update and Share Status  In Progress Due Date  10/16/2020

Review with Fmnlnves
Your comments are currently not shared with your employee

' © Checkpoint #2: 90 Day
Due Date 0

PROBATIONARY REVIEW: Checkpoint #1 at 45 Days.
' © Checkpoint #3: 160 Day
Due Date cemazoz

UTSA Probationary Reviews utilize checkpoints which allow Managers o bulld upen their feedback throughout the ploballcnary period. Checkpoints will occur at
the 45 and 90 day mark. At the 160 day mark, you will complete the checkpoints te begin the probati Y review I

' @ Complete Manager Evaluation
Due Date caivarzozt

“fou will begin by commenting on the employee’s performance over the past 45 days. Once your commenis are shared with the employee, they can provide their
own comments until you stop sharing the document or complete the checkpoint

When meeting held and employee’s comments ded, you will plete the 45 day checkpeint and come back at 90 days to repeat these steps.

« Ifyou have any questions, contact your HREP at HREP@utsa.edu or call (210) 455-4250.

To begin the checkpoint:

1. Enter your comments on the employees progress against their performance criteria. Save to save your work and come back later.
2. When ready to share your feedback, select the Share with Employee button save your changes and notify the employee your comments have been shared. This
can be done before or after you meet with the employee to discuss their progress.

During the checkpoint:

1. You will retain edit ability while the employee can add their comments. If you add comments while it is shared with the employee. once you save the page, the
employee can refresh the document and see your updated comments. You will see the employee comments when they share their comments with you from their
document.

2. To confinue editing but remove ability for employee to comment, select Stop Sharing. You can re-share or proceed to completing the checkpoint. YWou do not have
to stop sharing to complete the checkpoint.

To complete the checkpoint:

1. Once you have shared your comments and had a discussien with your employee, select the Complete Checkpoint button to mark this step as complete
2. IMPORTAMNT: If you Complete the checkpeint before the employee shares their comments with you, lhEII’ commenls will not be recorded in the review. Please allow

your employee to add their comments, select Share with Manager, and then proceed to complete the too early, you can expand the
Checkpoint #1 step in the far last task panel and select Reopen link to reopen the checkpoint and record the amplwee s comments.
3. ou will log back in at a later time and repeat these steps at the 90 and 160 day mark, to be immediately foll d with a final probati y evaluation.

Core Values Operalion Excellence Personal Growth Overall Summary

¥ Section 1 - Core Values
= Expand | » Collapse

» Integrity
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Step 6 of 23 — Begin Checkpoint #1 at 45 Days

Select the Expand link and provide comments on the factors under each tab.

Core Values Operation Excellence Personal Growth Overall Sumrmary

~* Section 1 - Core Values

¥ Integrity

» Excellence

¥ Inclusiveness

» Respect

» Collaboration

¥ Innovation

* Core Values Summary

2]
Manager Comments 52 Font -||See -||B I W||lz= 1= A-@A-1 ol

Employee Comments Employes’s comments are NOT SHARED =]

Notice the message within the Employee Comments box. The employees can provide their feedback at
any time, even before you share your document with them. This is to mimic the ability of a self-
evaluation.

When this message is seen: Employee’s comments are not shared: if the Employee has added
comments, they have not shared them with you. You will receive an email when the employee shares

their comments with you.

Once employee shares their document, you can refresh the page or log in again to see the comments.
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* Core Values Summary

El
Manager Comments | | s» Font s -||B 7T Ull= = A-B-m nls
Employes's comments are NOT SHARED 2]

Employee Comments

Step 7 of 23 —Share Checkpoint #1 Comments with Employee

You'll notice that while your comments are not shared, you have an action button of Save / Share with
Employee and also a status at the top of the document that will always let you know whether your
comments are shared or private. There is also an option to Skip the checkpoint step. This should not be
used.

@ Team Performance Performance Process
= —
Performance Process |£ « u ¥ Save ‘ | Skip Checkpoini ‘ | Share with Employee |
"~ || 2 || UTSA Probati Revi
Steps and Tasks | c || H | robationary Review
Checkpoint #1: 45 Day - Update and Share & Print | [ Notify | &F)Export
UTSA Probationary Review -
09/01/2020- 02282021 Overview Actions=
Job Title Manager
D‘ Checkpoint #1- 45 Day Document Type  UTSA Probationary Review Period  09/01/2020 - 02/28/2021
Due Date 10152020 Template UTSA Probationary Review DocumentID 16256
| © Update and Share I Status  In Progress Due Date  10/16/2020
Review with Emplovee
Your comments are currently not shared with your employee
* O Checkpoint #2: 90 Day

Once your comments are complete and you’d like to share your comments with your employee, select
Share with Employee and then Confirm.
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@ Team Performance

Performance Process

Performance Process | &

Probationary Review — Manager

Steps and Tasks

EH : ‘ UTSA Probationary Review

[ Save ] [ Skip Checkpoint ]

Share with Employee

Checkpoint #1: 45 Day - Update and Share

UTSA Probationary Review

09/01/2020 - 02/28/2021 Overview Core Values Operation Excellence

T ® Checkpoint #1: 45 Day
Due Date 1011

~ Section 4 - Probationary Summary
e Update and Share

Review with Employee

* Probationary Summary
Due Date 117202020

Manager Comments | | x2
'O Checkpoint #3: 160 Day
Due Date o

¥ © Complete Manager Evaluation
Due Date ozi0az021

Personal Growth Overall Summary

@Print | E7Notify | @) Export

Employee Comments [Employee’s comments are NOT SHARED

=
- Font -|| size - I U iz 2 A-B-8 h’
Checkpoint #1: Example of Manager Comments. Example of Manager Comments. Example of
Manager Comments. Example of Manager Comments. |
Jix!

Once shared and confirmed, you can refresh the Task Panel and select the Review with Employee link to

view the document again.

@ Team Performance Performance Process
Performance Process &

Steps and Tasks

3 | UTSA Probationary Review
= Confirmation - Comments Shared with Employee
UTSA Prebationary Review
0aI01/2020 - D280z © Your comments are shared
~ ® Checkpoint #1: 45 Day
Due Date 1011672020

©  Update and Share

Step 8 of 23 — During Checkpoint: Review Meeting & Employee Comments
Your employee will receive an email once you share the document with them. You will now schedule a
meeting to review. They can provide their feedback before or after the review meeting.

However, you will retain edit ability to your comments while the document is Shared. You can add notes
and Save for the employee would be able to refresh the page or log in again to see the updated

comments. You also have the option to Stop Sharing to pull the document back to your queue, edit, and

then Save/Share with Employee again.

Step 9 of 23 — During Checkpoint: After Employee Comments Shared

When the employee shares their comments with you, you will receive an email. However, their feedback

is not necessary to move forward and complete the checkpoint.



UTSA People Excellence

Probationary Review — Manager

@ Team Performance Performance Process
R .
Performance Process dows |l Save l [ Skip Checkpoint ] l Stop Sharing ] [ Complete Checkpoint ]
M | UTSA Probationary Review

Steps and Tasks H

Checkpoint #1: 45 Day - Review with Employee @ Print | £ Nofify | &) Export
UTSA Probationary Review D_——_uring the checkpoint:
09/01/2020 - 02/28/2021 Overview

1. You will retain edit ability while the employee can add their comments. If you add comments while it is shared with the employee, once you save the page, the
employee can refresh the document and see your updated comments. You will see the employee comments when they share their comments with you from their
document.

2. To continue editing but remove ability for employee to comment, select Stop Sharing. You can re-share or procead to cempleting the checkpeint. You do not have
to stop sharing to complete the checkpoint

= ® Checkpoint #1: 45 Day
Due Date

© Update and Share To complete the checkpoi

® Review with Fmoloves 1. Once you have shared your comments and had a discussion with your employee, select the Complete Checkpoint button to mark this step as complete

2. IMPORTANT: If you Complete the checkpoint before the employee shares their comments with you, their comments will not be recorded in the review. Please allow
#7- 90 Day your employee to add their comments, select Share with Manager, and then proceed to complete the checkpoint. If completed too early, you can expand the
- Checkpoint #1 step in the far last task panel and select Reopen link to reopen the checkpoint and record the employee’s comments.
3. You will log back in at a later time and repeat these steps at the 90 and 160 day mark, to be immediately followed with a final prebationary evaluation

*' © Checkpoi
Due Date 1

» nlet ' i
° SSQTE‘E'E Manager Evaluation Core Values Operation Excellence Personal Growth Qverall Summary

¥ Section 4 - Probationary Summary

~ Probationary Summary

Manager Comments | | 52 Font -llsee -||B I U||li= &= A-B-M = bf

Checkpoint #1: Example of Manager's Comments. Example of Manager's Comments. Example
of Manager's Comments.

Employee Comments

heckpt #1: Employee Comments

Step 10 of 23 — Completing the Checkpoint

When the checkpoint is complete and no further action is needed, select Complete Checkpoint.

Performance Process

i IR
UTSA Probationary Review

l Save l l Skip Checkpoint l l Stop Sharing l

Complete Checkpoint ]

Checkpoint #1: 45 Day - Review with Employee & Print | &1 Notify | ) Export

Step 11 of 23 — Checkpoint #1 at 45 Days Complete
No further action is required until the next checkpoint at 90 Days but you do have the ability to add and
save notes within the document until the next checkpoint occurs.
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Step 12 of 23 — 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 IChedkpt #1: Example of Manager's Comments after being shared with the employee.

IChedkpt#2: Example of comments during chedspoint #2 added to same comments from prior step

Employee Comments | (52 « | font - |[sze-|[B] 7 U|/i2 = A-B- @ OB

CHECKPOINT #1: Example of Employees 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.

08/01/2020

Due Date

View

Due Date

View

Steps and Tasks

UTSA Probationary Review
021282021

E Checkpoint #1: 45 Day

IB Checkpoint #2: 90 Day

1173072020

Performance Process | g | @

[e]]

101672020
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Step 13 of 23 — Checkpoint #3 at 160 Days — Finalize & Complete

Checkpoint #3 and the final Probationary Review are combined. This step is to finalize any comments
prior to beginning the evaluation OR utilize it as a way to gather your employee’s feedback prior to the
final evaluation. However, you can immediately move past Checkpoint 3 to begin the evaluation.

If you decide to gather your employee’s feedback prior to the final evaluation, you can Share with the
Employee to alert them it’s time to log in and provide their feedback.

@ Team Performance Performance Process

Performance Process ‘

w©

i =] &
o= Save Share with Employee Complet
UTSA Probationary Review

Checkpoint #3: 160 Day - Update and Complete @ Print | E7Notify | 8 Export

James Jinks

Steps and Tasks |E|

James Jinks
UTSA Probationary Review

09/01/2020 - 02/28/2021
Job Title  Asst Director, Utility Ops Manager Paul Martinez
*'@ Checkpoint #1: 45 Document Type  UTSA Prebationary Review Period  09/01/2020 - 02/28/2021
Due Date Template  UTSA Probationary Review DocumentID 16256
*'®@ Checkpoint #2: 90 Status  In Progress Due Date  02/08/2021

Due Date

- © Checkpoint £3: 16 Your comments are currently not shared with your employee

Due Date =

© Update and Complete PROBATIONARY REVIEW: Checkpoint #3 at 160 Days.

» UTSA Probationary Reviews utilize checkpoints which allow Managers te build upen their feedback throughout the probationary period. Checkpoint|
the 45 and 90 day mark

= © Complete Manager Evaluation « Atthe 160 day mark, you will finalize the checkpoint comments and begin the probationary evaluation. Once the evaluation is complete, you will ga
Due Date 02108/2021 from the Next Level Supervisor and then share the evaluation with your employee. After conducting a review meeting, the employee will acknowled
evaluation and provide their final thoughts.

Update and Submit = [fyou have any questions, contact your HRBP at HREP@utsa.edu or call (210) 458-4250.

Pending Approval

To begin the checkpoint:
Share with Employee 1. Finalize your comments on the employees progress against their performance criteria. Save to save your work and come back later.
2. NOTE: You will not Share with Employee at this time, that step will come after you complete the upcoming evaluation

Pending Acknowledgement
To complete the checkpoint:
1. To move into the final evaluation, select the Complete button. Then expand the Complete Manager Evaluation step and select the Update and Sub)

the evaluation
2. NOTE: You will be able to reference the checkpoint comments by expanding Checkpoint #3 and selecting View.

Core Values Operation Excellence Personal Growth QOverall Summary

Once you select Complete and confirm, you can refresh the Task Panel and then select Update and
Submit to open the evaluation.
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UTSA Probationary Review
Steps and Tasks

Confirmation - Criteria Finalized
James Jinks
UTSA Probationary Review
03/01/2020 - 027282021

@ You have successfully complated the Finalize Criteria Step
* & Checkpoint #1: 45
Due Date

@ Checkpoint#2: 90 D
Due Date

* © Checkpoint #3- 1
Due Date

~ © Complete Manager Evaluation
Due Date !

© [Opdate and Submit

Pending Approval

Share with Employee

@ Team Performance Performance Process
Performance Process ® i L

Step 14 of 23 — Completing the Manager’s Evaluation

Probationary Review — Manager

The Probationary Review will contain all of the same questions as the Checkpoints and function exactly

like the Annual Evaluations in that a final rating will be calculated.

Notice that the comments from prior checkpoints are not included. You can use the opportunity to
provide a summary of performance or you can expand Checkpoint #3 to View the Checkpoint document

of accumulated comments and copy/paste as needed.
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D p Ferto ance Froce (n) Q [\
Perf P o ; < ™
erformance Frocess “ Save Submit for Approval
— 1 . UTSA Probationary Review
Steps and Tasks | c | H
- | Manager Evaluation - Update and Submit &Print | [E7Notify | WfExport
UTSA Probationary Review Acti
09/012020 - 02/28/2021 ctions=
Job Title Manager
'@ Checkpoint #1: 45 Day Document Type UTSA Prebationary Review Period 09/01/2020 - 02/28/2021
101162020
Due Date Template UTSA Probationary Review DocumentID 16256
*'@ Checkpoint #2: 90 Day Status  Evaluation in Progress Due Date  02/08/2021
Due Date /3072020
IB Checkpoint #3: 160 Day Enter ratings and comments for each section in this evaluation, if applicable.
Due Date a0t At any point in time you can save this evaluation by selecting the Save button
View ‘ [@ Calculate All Ratings
Reopen
P Core Values Operation Excellence Personal Growth Overall Summary EE Acknowledgement Privacy Notice

~ © Complete Manager Evaluation * Section 1 - Core Values

Due Date 02/08/2021
©  Update and Submit 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 employees, have pursued this plan as well as how we will fulfill our mission and realize our
vision
Pending Approval

- Expand | » Collapse
Share with Employee

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

Manager Rating v 000

[»
w5

Manager Comments 52 Eont . sze -||B I U/|iz = A-@-m
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Step 15 of 23 — Evaluate Core Values
Select the Core Values tab, click Expand and provide Comments for each Core Value. Rate the employee
on each competency on a 1-4 scale.

Core Values Operation Excellence Perzonal Growth Overall Summary EE Acknowledgement Privacy Motice

¥ Section 1 - Core Values

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

« 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 Rating w 000

[v
<)

Manager Comments -lB 1T vl =aA-B-m

1. Does Mot Meet Expectations

2. Somewhat Meets Expectations
3. Meets Expectations

4. Exceed Expectations
caatea By Template 02072021 11:11AM

Step 16 of 23 — Evaluate Operation Excellence & Personal Growth
Repeat step 15 for Operation Excellence tab and Personal Growth tab.

Step 17 of 23 — Overall Summary
Select the Overall Summary tab. Click Calculate All Ratings link to calculate average ratings. Provide
overall Comments for the evaluation.
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Status  Ewvaluation in Progress Due Date 02/08/2021

Enter ratings and comments for each sectien in this evaluation, if applicable.
At any point in time you can save this evaluation by selecting the Save button

I [ Calculate All Rat ngsl

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

¥ Section 4 - Probationary Summary

Please comment on work that is less than satisfactory and include recommendations for aiding the employee in confinuing his/her progress. If
problem areas exist, please indicate the nature of the problem including dates of counseling, supervisory action taken and recommendation for
improvement.

Probationary Summary Summary

|
Manager Rating 3. Meets Expeciations 3.50":‘
(2]
Comments | [ x2 Fant -l|sze - B T W[ A-B-8 o

Step 18 of 23 — EE Acknowledgment Tab
Note: EE Acknowledgment will be completed at a later step. It will remain blank until the document is
shared with the employee to view their evaluation. This will occur after your Supervisor reviews.

Core Values Operation Excellence Personal Growth COwerall Summary EE Acknowledgement Privacy Motice
¥ Section 5 - Employee Acknowledgement

Prior to the employee acknowledging the probationary review, ihey may provide comments below. By acknowledging this probationary appraisal,
the Employee confirms that a meeting was held to review and discuss the appraisal.

Employee Acknowledgement Summary

Employee Comments

Step 19 of 23 — Submit for Approval

Select Save. This allows you to save where you are and come back later to edit.

If you are done with the evaluation, click Submit for Approval for Next Level Supervisor Approval.
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() Team Performance

Performance Process | &
Steps and Tasks c ‘

UTSA Probationary Review
09/0172020 02/28/2021

* @ Checkpoint #1: 45 Day

UTSA Probationary Review

Manager Evaluation

Actions=

Performance Process

- Update and Submit

Job Title
Document Type UTSA Probationary Review

Probationary Review — Manager

| Save | | Submit for Approval |
& Print | [ Nofify | @) Export
Manager
Period  09/01/2020 - 027282021

Note: If you hold multiple positions, choose the position that relates to the manager role to evaluate the

employee.
Data
Job Title Department Supervisor Name Company
C PROFESSOR COS BIOLOGY Garry White University of Texas, San Anton
ENDOWED CHAIR COS BIOLOGY Garry White University of Texas, San Anton
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Step 20 of 23 — Next Level Supervisor Approval

Your Supervisor will receive an email to log in and review/approve the probationary review. Once
approved, you will receive an email notification.

Note: Denied evaluations will include comments for rework within the email only. Approver comments
are not available on the document itself.

Step 21 of 23 — Share Evaluation with Employee

Repeat Steps 1-4 to access the document currently in an Approval- Approved status.

(@ Team Performance Team Performance O Q Mo @
|d Current Documents
Current Documents
*w Historical Documents
5 rows
+ View-Only Documents E]
<o Approve Documents Period Begi
- y gin/  Next Due
Name [ Job Title Document Type Document Status Period End Date
05/01/2020
- UTSA Probationary Review Approval - Approved 02/08/2021 5
02/28/2021

Select Share with Employee. Until the document is shared, the employee cannot view the evaluation or
prior checkpoints.

{3 Team Performance Performance Process

*Hh O .
Performance Process |ﬁ'| oLl

e UTSA Probati Revi
Steps and Tasks ¢ H H ‘ rohationary Review

Manager Evaluation - Share with Employee

UTSA Probationary Review e
09/01/2020- 02/2872021 Overview | Actions=
Job Title Manager

* @ Checkpoint #1: 45 Day Document Type UTSA Probationary Review Period 09/01/2020 -  02/282021

Once Shared, you can refresh the Task Panel and select the current step Pending Acknowledgement.
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Probationary Review — Manager

‘eam Performance Performance Process

*H O :
Performance Process LIS

UTSA Probati Revi
Steps and Tasks ¢ rebationary Review

Confirmation - Shared with Employee
UTSA Probationary Review

1017202 _ 12812021
09/01/2020 0228202 © You have successfully shared your evaluation with the employes.

* @ Checkpoint #1- 45 Day

Due Date
* @ Checkpoint #2: 90 D
Due Date
* ® Checkpoint #3: 16
Due Date

Complete Manager Evaluation
Due Date 0208201
Update and Submit
Pending Approva

e 0 o

Share with Employee

Pending Acknowledgement I

Step 22 of 23 — Employee Acknowledgement

The employee receives an email to alert them its time to acknowledge their probationary review.

After the document has been acknowledge by the employee, you will receive an email that contains
their final comments and then the system will automatically complete the document on your behalf.

Step 23 of 23 — Probationary Review Complete
You can find the document within your Team Performance Tile > Historical Documents where you can
review each of the checkpoints and final evaluation in the future.
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Manager Evaluation - Completed @ Print | [ Notify | @fExport
UTSA Probationary Review Ac
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Job Title Manager
Ef' Checkpoint #1: 45 Day Document Type  UTSA Probationary Review Period 0%/01/2020 -  02/2872021
Due Date TneEE Template UTSA Probationary Review Document D 16256
Status Completed Due Date  02/08/2021

The document status is Complete. Mo further action is required but if you have any questions, please contact HR aft 210-453-4250 or at one of the email addresses
below.
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¥ Section 1 - Core Values

WWe encourage an environment of dialegue and discovery, where integrity, excellence, inclusiveness, respect, collaboration and innovation are
fostered. UTSA's core values reflect how we, as employees, have pursued this plan as well as how we will fulfill our mission and realize our
D° Complete Manager Evaluation vision
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