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90-day probationary period evaluation in Page Up – Supervisor Steps
1. Please follow the attached User Guide for Supervisor Role, Initial Probationary Period Review.
2. Notify your employee that you are testing a new form and send them the User Guide for Employee Role, Initial Probationary Period Review.
3. You can enter the employee’s hire date as the as the Review Start Date and the system defaults to 82 days as Review End Date.
4. If you are ready to do the evaluation now, you will skip to “how to update job responsibilities” in the instruction guide.
5. Copy and paste the job responsibilities from the job description. (Soon the job description will be loaded into page up). For now, you will need to enter these yourself manually. If you need the job description, please reach out to your HR Consultant.
6. Follow all instructions in the guide.
7. You will have the one up manager “acknowledge” or sign off on the form before you have the discussion with the employee.
8. When you are ready to have the employee discussion, you can click on “actions” on the top right and then click “report” for a printable version.
9. Make sure after your employee discussion you send it to the employee for their acknowledgement. That completes the process.

Supervisor Workflow:
· Manager “creates” the review and saves
· Employee receives email that the review is started – they do not have any action to take
· Manager enters the job responsibilities manually and reviews the core competencies – manager “acknowledges” the form
· Manager completes the “supervisor evaluation” portion – this is where you actually rate and comment on the performance.
· Manager pushes “acknowledge” for their one up supervisor to review the form.
· Manager receives an email after the one up supervisor has approved. Manager can then meet with the employee to review the form and ratings.
· After the meeting the Manager pushes the review to the “Employee Acknowledgement” step. The employee will get an email to review the form.
· The employee reviews the form and clicks “acknowledge.”
· The form is then marked “complete” with the employee acknowledgement, and the manager can review the completion status.


Probationary Review Form Steps
1. Manger Creates Review
· Manager creates the review and saves
· Employee receives email – no action needed
· Manager enters job responsibilities and checks core competencies
· Manager acknowledges the review
2. Manager Completes Evaluation
· Manager rates the employee on job responsibilities and core competencies and provides comments
· Manager pushes “acknowledge” to their one-up supervisor
· One up supervisor receives email and acknowledges the review
· Manager receives email that review is approved by one-up
· Manager is ready for meeting
3. Manager Meets with Employee
· Manager meets with employee to review the form ratings and comments
· Manager pushes “employee acknowledgment” step to employee
4. Employee Acknowledges Review
· Employee receives email to acknowledge their review form
· Employee clicks “acknowledge”
· Review form status is now complete
image1.jpeg
@ | HUMAN RESOURCES




