Training & Organizational Development

EMPLOYEE SELF-ASSESSMENT

The following instructions will walk you through how to complete an Employee Self-Assessment. The Employee Self-
Assessment will be offered at various times during your probationary period and semi-annually after probation has been
completed.

You will receive an email notifying you of the deadline for final completion of the UF Engaged Check-in. You should contact
your supervisors to determine the deadline for completing your self-assessment, which your supervisor will want to review
before completing their part of the check-in. Links embedded in the email provide instruction and additional resources.

UF Engaged - Employee Self-Assessment — Semi-Annual Check-in

€ Reply All

ment for this peried. So, to ensure you have the chance to complete the Seff

">UF Engaged</a> website or contact your HR Lisison or UFHR Employee Relations.

(Please do not respond to this automatic notification.)

NAVIGATION

Login into myUFL and navigate to:

Nav Bar > Main Menu > Human Resources > Self Service > UF Engaged > My Performance Documents > Current
Performance Documents

1. To complete your Self-Assessment, click on the Semi-Annual Check-in link.

NOTE: Best practice for probationary check-ins is to complete your Self-Assessment approximately two weeks
before the Next Due Date to allow your supervisor time to consider your input as they complete your Check-in.
Completion dates for Semi-Annual Self-Assessments should be based on direction from your supervisor as those
reviews are open for a longer period of time and may be scheduled at any time in a two-month window.

Performance Documents
Doe Jane
Listed are your current performance documents
Your Documents
Y
IEDmpIovee Document Type Document Status Period Begin Period End Job Title Next Due Date Manager
Six Month Probation o
43634551 Checkdin Evaluation in Progress 05/01/2024 10/31/2024 IT Analyst Il 101182024 Doe Jane
43634551 Evaluation in Progress 05/01/2024 10131/2024 IT Analyst Il 10/31/2024 Doe.Jane
43634551 | SRecl Perlmprovement ' gayption in Progress 05/01/2024 101312024 IT Analyst i 110512024 Dos Jane
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2. The Self-Assessment provides you with four text entry fields you may complete.
NOTE: Best practice is to click the Save button often when working in UF Engaged. UF Engaged does not
automatically save your work for you. You do not want to find that your work is lost due to not saving. For this

reason, some people find it helpful to type their Self-Assessments in Word, and then copy the text over into the
UF Engaged Check-In.

3. Click the Spell Check icon. This icon is available on all text entry fields in the Self-Assessment. For this example,

misspelled placeholder text has been entered into the first text entry field so that the Spell Check function can be
demonstrated.

Employee Comments | ¢ o | s v Alv Av B~|B I U != 1= @~ ﬁ

16 2 lot of yrk ths period

4. |If there are any misspelled words, the Spell Check function will provide you with alternatives. In this case, you
would click the word work.

mplete | Spell Check

IT Analyst i
emi-Annual R Field Label Employee Comments T 105317209
Spell Cheek Text:

I did a lot of [T this period

[Evaluation in Pre

events, an

ities-
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5. Click the Change button.

Alternatives:

gnore Ignore All Change

Change All Add

[ | ]

6. Click the OK button.

Change All Add

7. Note that the spelling of “work” has been corrected. Next, scroll down and fill out the remaining text entry fields.
At any point while filling out your Self-Assessment, you can save your progress by clicking the Save button. If you
save your progress, you can exit the page and return to add more information later. Click the Save button to

continue.

I Save II Submit ] :

& Print | @Printin Word

8. Onceyou have saved your Self-Assessment, you can Printin Word. This function creates a Word Document version

of your Self-Assessment. Click Print in Word.

NOTE: Depending on your browser of choice, the steps to download a file may vary. This guide demonstrates how

to download and open a file using Chrome.

[ Save ] I Submit ]

& Print | J@ Print in Word

9. Click the downloaded file to open it.

@S EP_EXPORT (Shrif
45.3 KB « Done

[ Save ] Submit
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10. This document can be saved for your records. Click the Close icon to continue.

ENoAGED

Semi-Annual Check-in

- Update and Complet

Doe.Jane

Job Title: I Anayst 1 Created By - UF_PROCSCHED 07252024 1233:37PM
Document Type: Sem-Anrual Chect-in LastModified By Do.Jano 07252024 13036PM
Tomplate: Se heckin

Status: Eval ress Due Date: 103172024

1. Document progress, strengths, events, and

Employee Comments:
1id ot of work i period.

2. Specific performance opportunities-

a. Indicate areas where good be elevated.

Employoe Comments:

is needed ¢

b. ifany, where
Provide a plan of action, if appropriate!

Employee Comments:

3. Identify goals, areas for skill
opportuni

11. Once you have finalized your Self-Assessment, click the Submit button.

o)

& Print | @ Printin Word

12. Once you Confirm, your supervisor will be able to see your Self-Assessment. Click the Confirm button.

T ———
Complete Self-Assessment
You have almost finalized your Self-Assessment. If you have no further

entries. click "Confirm” to complete this Self-Assessment and send it to
your leader to review.

Confrm | II[ Cancel

13. You have successfully completed your Self-Assessment. Once your supervisor has completed the Check-in, you
will be able to review the full document, including their comments.

UF Engaged Performar

Semi-Annual Check-in

Confirmation - Document Completed

@ You have successfully completed your evaluation.
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