
1. Manager evaluates employee’s competencies.
2. Manager shares evaluation with employee.
3. Employee reviews and acknowledges performance evaluation.

Manager & Employee have a review meeting to discuss evaluation (occurs outside of Connect).

4.   Employee enters evaluation comments.
5.   Manager provides final comments.

Note: The Probationary/Trial performance evaluation is a back-and-forth process between the employee and manager. 
This guide illustrates the processes for both roles in sequential order to provide a complete understanding of the entire 
probationary evaluation process. 

The Probationary/Trial Evaluation document is automatically generated in Connect 30 days after the new hire or 
transfer date. 

Employee – Manager Probationary/Trial Evaluation Process
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1. Manager evaluates employee
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1. Click My Team to display your 
manager functions.

2. Click the Performance icon.

3. Select Probationary/Trial Review 
Period.

1. Manager Evaluates Employee
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4. Use the Search Person field, 
filters, or scroll to locate the 
employee who is being 
evaluated.

Note: Connect displays 
the current task to be 
completed and where you 
are in the overall evaluation 
process.

Note: The Probationary/Trial 
Evaluation document is 
automatically generated 30 
days after the new hire or 
transfer date. 

5. Click Probationary/Trial 
Evaluation link for the 
desired employee.

1. Manager Evaluates Employee
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1. Manager Evaluates Employee
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6. Click the Evaluate button 
to evaluate the 
employee’s 
Competencies.



7. Complete each Rating
and the Summary Rating 
for Competencies. 

Note: Comments are 
encouraged but not required.

8. When finished, click 
Save and Close.

9. Click the Submit button.

1. Manager Evaluates Employee
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Note: When finished, 
Connect will display the 
Current Task, number of 
Tasks Completed, and 
where you are in the overall 
process.

Note: You can click the 
up/down arrow to minimize 
or maximize this view.

1. Manager Evaluates Employee
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2. Manager shares evaluation with 
employee
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Note: You can share your 
evaluation with the 
employee as soon as the 
previous step was completed 
or at a later date. 

1. In either scenario, locate 
the employee whose 
evaluation is being 
shared, and click 
Probationary/Trial 
Evaluation

2. Manager Shares Evaluation with Employee
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2. Review the evaluation as 
needed.

3. Click Share and Release.

Note: Share and Release 
locks the evaluation from 
further editing and shares 
the final version with the 
employee for review and to 
acknowledge receipt. 

Note: Share and Retain 
allows the employee to 
review the evaluation but not 
acknowledge receipt.

4. Manager Shares Evaluation with Employee
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4. Enter your Comments.

5. Click the Submit button.

Note: When finished, 
Connect will display the 
Current Task, number of 
Tasks Completed, and 
where you are in the overall 
process.

4. Manager Shares Evaluation with Employee
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3. Employee reviews and 
acknowledges evaluation
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1. Select Me to display your 
employee functions.

2. Click the Performance 
icon. 

3. Employee Acknowledges Evaluation
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3. Click Probationary/Trial 
Evaluation.

Note: Connect displays the 
current task to be completed 
and where you are in the 
overall evaluation process.

3. Employee Acknowledges Evaluation
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3. Employee Acknowledges Evaluation
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4. Click the View button to 
view the manager 
evaluation ratings for 
Competencies.



5. Review all manager
ratings and comments.

6. When finished, click the 
back arrow to return to 
the Acknowledgement
page.

3. Employee Acknowledges Evaluation
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7. Click Acknowledge 
Document.

3. Employee Acknowledges Evaluation
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8. Enter your Comments.

9. Click the Submit button.

Note: After the employee acknowledges receipt of the evaluation with manager ratings and 
comments, the employee and manager will meet to discuss the evaluation in more depth. 
After this has occurred, the employee can add their final comments to the evaluation.  

3. Employee Acknowledges Evaluation
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4. Employee adds final comments to 
evaluation after meeting with manager
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1. Select Me to display your 
employee functions.

2. Click the Performance 
icon. 

4. Employee Enters Evaluation Comments
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3. Click Probationary/Trial 
Evaluation.

Note: Connect displays the 
current task to be completed 
and where you are in the 
overall evaluation process.

4. Employee Enters Evaluation Comments
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4. If applicable, click the 
View button to review 
manager ratings and 
comments for 
Competencies.

5. When finished, click the 
Continue button.

4. Employee Enters Evaluation Comments
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6. Enter your final 
Comments for the 
evaluation.

7. Click the checkbox to 
verify you are the 
employee being 
evaluated.

Note: The Submit button 
will not become active until 
the checkbox is selected.

8. Click the Submit button.

4. Employee Enters Evaluation Comments
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Note: When finished, 
Connect will display the 
Current Task, number of 
Tasks Completed, and 
where you are in the overall 
process.

Note: This is the last step in 
the evaluation process for the 
employee. Updates to the 
evaluation can no longer be 
made by the employee.

4. Employee Enters Evaluation Comments
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5. Manager provides final comments 
after employee provides their final 

comments
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1. Click My Team to display your 
manager functions.

2. Click the Performance icon.

5. Manager Provides Final Comments
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3. Click Probationary/Trial 
Evaluation for the employee who 
is being evaluated.

5. Manager Provides Final Comments
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4. If applicable, click the View button 
to review the Competencies.

5. Manager Provides Final Comments
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5. Scroll to the bottom of the page to 
review the employee’s final 
comments.

6. Scroll to the top of the page and 
click the Continue button.

5. Manager Provides Final Comments
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7. Enter the final Comments for the 
employee’s annual evaluation.

8. Click the Submit button.

Note: This is the last step for the 
manager in the annual evaluation 
process. 

5. Manager Provides Final Comments
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Note: By default, the manager’s 
Evaluate Performance page displays 
open, in-progress evaluations. 

To view the employee’s completed 
evaluation, click the Completed link 
at the bottom of the page.

5. Manager Provides Final Comments
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9. Click Probationary/Trial 
Evaluation for the employee’s 
completed evaluation.

Note: The employee’s completed 
evaluation can be viewed or printed 
any time but not updated.

5. Manager Provides Final Comments

End of Procedure.
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