Training & Organizational Development

CHECK-INS FOR LEADERS

The following instructions will walk you through how a leader completes a Check-in for staff employees.

Leaders will receive one email with the names of all the employees they manage prompting them to complete an
evaluation. A reminder email will be sent 7 days prior to the April and October deadlines.

UF Engaged - Semi-Annual Check-in Natification to Leaders

Asemi-Annual 1 has been cn loyee before 07/24/2024. You may view all
Your open Che Manager Self-se king 0 ;. KR

Your employea(s) will receiva an email today notifying them of the opportunity to completa their Self-Assessment. Please take time to raview the Self-Assassment bafore you meet and submit the Check-in review.

ill be unable to begin, edit, o submit their Self Assessment for this period. As a result, it is helpful to communi
ment.

xpected 1o complete a Che ce, os nal development, and
vision and leadership i

For more Information about UF Engaged and resources avallable to you, please visit the <a href="https://hrufl & /" targs : e ur HR Liaison or UFHR
Employee Relations.

[Please do not respond ta this automatic nofification.)

NAVIGATION

Login into myUFL and navigate to:

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

You will see a list of Performance Documents. To complete a Semi-Annual Check-in, click on the employee’s name.
Make sure that you click on the row featuring the Semi-Annual Check-in Document Type.

NOTE: If you do not complete the Check-in by the date listed under Next Due Date, the document will be
cancelled.

< Select Note. Current Performance Documents

Current Performance Documents

Listed are the current performance documents for ihich you are the Manager.

> Filter Criteria

Documents you own

[®][9]

Employee  Name Document Type Document Status Period Begin PeriodEnd | Job Title Next Due Date
43634551 Semi-Annual Checkin Evaluation in Progress 050172024 10312024 | IT Analystll 103172024
50873606 | Gator Alber Semi-Annual Check.in Evaluation in Progress 0510112024 1012112024 ‘ATH‘:“;“"' Bigecs) 1013112024
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2. The Check-in document includes four text entry fields labelled Manager Comments. This is where you will enter
your comments.

UF Engaged Performance Process

Semi-Annual Check-in

Manager Assessment - Update and Complete

Actions =

Job Tide [T Analyst Il Manager
J Document Type Semi-Annual Check-in Period 07/06/2024 ~  07/31/2024
l' Template Document D 193092
= Status  Evaluation in Progress Due Date  08/01/2024
- Expand All |  Collapse All | « Check Language | @ Cancel Evaluation

~ UF Instructions - Semi-Annual Check-in

The leader uses the Semi-Annual Check-in to communicate and decument clear. imely, and meaningful feedback about an employee's
performance. Please complete the sections below to refiect on the employee's performance for the past 6-month period and to set goals moving
forward

~ 1. Document progress, strengths, events, and accomplishments.

< Expand | ( Collapse

ManagerComments | <, — v Alv Av B~ B I U 1= :Z @~ E

3. Under 1. Document progress, strengths, event, and accomplishments, enter your comments related to these
criteria. The first text entry box provides space to give positive feedback to the employee related to strengths
demonstrated or achievements of the past six months. Note that below each Manager Comments text entry
field, you will see the employee’s comments if the employee has completed their Self-Assessment.

e ol

Manager Comments | &, —~ M« Al A~ B~ B I Y != ;- @~
Jarne Doe hes demonsrated remarkable progress and excaplonal dedcaton over the past s months.
Har strong analytical skils and attention & datail have signiicantty contributed 1o the Ssams sucoess in
wariols propects. Oreof her nolable accomplishments includes leading the mplamentalion of a rew projest
managermant saftwars st nas steamined surworkdow, msuling in & 20% increase in ovorall afficency.
Jang's abiity io commuricate offecively and colisbonste with bearm momibers has fostered a more oobesive
and productive work ensdronment. Her proactive approach n identitying and addressing potential issues bafore {
hiny ascalata has been invaluable. AddBonally, Jmhnmkmhrhmtnn-rmrpwﬂ sharing hor
arsd b ks i . Har irnowvalive thi wl aksililias

Employee Comments Crvar the past sbx months, | have dedicated mysed o confributing effectvely o our lean's success. My Toos
on affective communicaton and collaboration with my team members has fosiered 2 mam cohesive and

producive work ervironmenl. One of my nolable sccomplishments fas been leading the implementation

of & new proect management saftware, wheh has sireamined cur warkdow and nemased oversll efficency

by 20%. By tnking a proaciive approsch (o idently and address pobential issues early on, | have bean able o
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4. Next, scroll down and fill out the remaining text entry fields.
Note: Section 2 (specific performance opportunities) includes two sub-sections: 2.a. is for feedback related to

areas where the employee is performing well or well enough but improvement could elevate their overall
performance in the role (i.e., you are good in this area, but you could be even better); 2.b. is for feedback
related to areas where they employee needs to improve in order to meet the expectations of the role (i.e., this
is an area where improvement is critical).

Section 3 is a space to enter any important goals for the next 6 months as well as career or professional
development opportunities being provided to support the employee.

Manager A it - Update and C lete

¥ 2. Specific performance opportunities-

~ b. Indicate areas, if any, where impravement is needed to meet expectations. Provide a plan of action, if appropriate.
~ a. Indicale areas where good performance can be elevated

Manager Comments el P T

E . ==
= :

b~ ‘Specifialy, Jane coud beralt Fom davelopng her statog e plarning skl o betlor
hrticoats fong-fen project eeds a1 pofental cbstackes, ADGGNaRy, Wile e colsboraion Wi leam members
b boon afctve, Sern = an cpparkunty on i

g o

Empioyes Comments [T TEvors a0 s Whar | 709 5 s B et v Sapecialions o iy e s T boer

T 3 samang i T waer mcogeizn that my imeTEon 1o det
hlped Semoly roparts. . hers cocasicnaly foftored, beaxing o minor b mpactil oo, To anfanca rmy partormance, | need tn TR Y
focus of mine. leacing 1o of e g by, Acttonaly,

Employse Comments

rocogn:

kg

prioe Adderay, s h

Intaking on more

Semi-Annual Check-in

Manager A - Update and Complete

~ 3. Idenlify goals, areas for skill development, andlor career/growth opportunities.

ManagerComments &, & M v Alv A~ B~ B I U Iz i= @~ F

481 D0 08 5o 8 sigrficart wors e Gk 1 TP U 0TS ) VKT o, g ) Fromerd corm gl
ety Tre e signe wad nar ey o

achiove g Ackinaraky, o

Bumioprort i rojoc maragomen, spech 0

s, s oy o e okl ki ke oo our e by SrGing i e g o affon prgect svcon

i o o e

801 e M and DonbUTor 1 Peos s

Employee Comments | |7 505 SgnFrant horh i prs o o o BT oo WS T, BT o roGen CE R A

o r
e Ty antytol ks an oo, Adkkaoraty, | ave m ko nfermetn purmang Asther protsasonal covooprent 1 prfoct
marngoman. Iaiove P

ey g | 3 gtk for tho mgpor ol my
g, wha b commilod 1 prosiing o i o sy oeou 1 oppores n achieve Frese goal. | ook forwa o

For specific guidance on what to enter into these areas, please refer to the UF Engaged for Leaders course and the
Check-ins Guide for Leaders.

5. Important: At any point while filling out the Check-in, 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. 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 lose your work due to not hitting Save. 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.

- a
Submit

&iPrint | @ Print in Word
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6. Click the Spell Check icon. This icon is available on all text entry fields in the Self-Assessment. For this example,
misspelled placeholder text will be entered into the first text entry field so that the Spell Check function can be
demonstrated.

Jane did a lot of werk for his period

Employee Comments [FT1P10/€8 15 ol Completsd har seif-essessmant

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

ﬁ

Help
hplete Spell Check
ts, ang Field Label: Manager Comments
Spell Cheek Text: ane did a lot of IEm for this
period
Change To
L A Alternatives: :/r'zrei ﬂ
period.
Change Al Add — -
their seli-
|
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LUF ] ENGAGED

8. Click the Change button.

hange To:

Iternatives:

gnore Ignore All

Change All Add

9. Click the OK button.

Field Label. Manager Comments

=

Spell Check Text:
ane did a fot of work for this
period

The spelling check is complete.

Cancel

10. Note that the spelling of “work” has been corrected.

Next, this guide will demonstrate the Check Language function. Check Language is a tool that will review your
Manager Comments for words that may not be appropriate for a Check-in. For this example, the sentence “Jane

took FMLA” has been added to the Manager Comments section.

- Expand All | (» Collapse All I « Check Language \I@Cancel Evaluation
——

v UF Instructions - Semi-Annual Check-in

forward.

~ 1. Document progress, strengths, events, and accomplishments.

= Expand | » Collapse

Jane did a lot of work for this period. Jane took FMLA.

The leader uses the Semi-Annual Check-in to communicate and document clear, timely, and meaningful feedback about an employee's
performance. Please complete the sections below to reflect on the employee's performance for the past 6-manth period and to set goals moving

Manager Comments o o Al A-BA- B I U =
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11. Click Check Language.

- BExpand All | v Collapse All | * Check Language || @) Cancel Evaluation

~ UF Instructions - Semi-Annual Check-in

The leader uses the Semi-Annual Check-in to communicate and document clear, timely, and meaningful feedback about an employee's
performance. Please complete the sections below to reflect on the employee's performance for the past 6-month period and to set goals moving

forward.

12. The Check Language function has identified the word FMLA as potentially inappropriate for a Check-in. If a word
is flagged by the Check Language tool, you can change your word choice by clicking the Change button.

NOTE: There are cases when Check Language will identify words that can remain in your comments. For example,
if the sentence read “Albert was instrumental in developing an FMLA process for the University,” that would be
an appropriate use of FMLA. In that case, you would click the Ignore button.

If you have questions or concerns about words identified by the Check Language tool, please contact your

department Human Resources representative.

Manager Assessment

Check Language

Word/Phrase found  FMLA

Description UF - Document Progress

Results  jana dig a ot of woric for this period. Jane ook FMLA lgnore Al

Found in...

Close

Apply Cancel

This word has been noted as being potentially inappropriate for use in UF Engaged. Please review
and ensure the word is appropriate in this instance. If not please select an alternate word. Contact
Employee Relations if you have any questions.

Language Suggestions

Updated: May 16, 2025

Training and Organizational Development
Page 6 of 9

Human Resources
University of Florida, Gainesville, FL 32611



Training & Organizational Development

13. A text editor will appear. You will need to make adjustments as appropriate. In this example, the sentence Jane
took FMLA will be deleted.

Manager Assessment

Check Language

Word/Phrase found  FMLA

Found in... Change
Description UF - Document Progress lanore
Resul . : &l
esults  « | B v Alv A v «~ B I U Ignore All
= T B~ Close
Jane did a lot of work for this peric§. Jane took FMLA.
Apply “ Cancel ]

Language Suggestions 1 his word has been noted as being potentially inappropriate for use in UF Engaged. Please review

and ensure the word is appropriate in this instance. If not please select an alternate word. Contact
Employee Relations if you have any questions.

14. Click the Apply button.

hnguage

Word/Phrase found  FMLA

Chany

Description UF - Document Progress lgnor|
Results F &l

o o Ev Alv A v~ B I U Ignore

g :: R Clos

Jane did & lot of work for this period

|[ oy I e

Language Suggestions  This word has been noted as being potentially inappropriate for use in UF Engaged. Pleg)

and ensure the word is appropriate in this instance. If not please select an alternate wordfl
Employee Relations if you have any questions.

15. The language has been modified. Click the OK button.

Language | @ Cancel Evaluation

The language check is complete. (4600,31) ’

heck-in
communicate and do an employee's
below ta refiect on the and to set goals movind|
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16. Once you have saved your Check-in, you can Print in Word. This function creates a Word Document version of the

Check-in. Click Print in Word.
NOTE: Depending on your browser of choice, the steps to download a file may vary. This simulation demonstrates

how to download and open a file using Chrome.

Save | | Subrmit

& Print Print in Word

17. If you are asked to save your changes, click the Yes button.

Cd Do you want to Save your changes before Exporting the document? (4601 494)

If you don't Save the document before Exporting, the rich text formatting on the item descriptions of unsaved Iltems will not be reflected on the
exported copy.

Select 'Yes' to Save and then Export the document

Select 'No' to Export without Saving

Select 'Cancel' to refurn to the document without Saving or Exporting

No ][ cancel |

18. Click the downloaded file to open it.

EP_EXPORT (&).rtf

51.0 KB » Done
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19. This document can be saved for your records. Click the Close icon to continue.

BerviArnual Checksn

Manager Assessment - Updats and Complete

gt Comnsin.

i Speiific pertormance pjpithedties

2 imacats sress akurs gesst pedlemancs soe ss slseatss

20. Once you have finalized your Check-in, click the Submit button.

Best Practice: Have the Check-in conversation prior to clicking Submit. Please consider if any additional
information should be added as a result of the Check-in conversation.

UF Engaged Performance Process

Semi-Annual Check-in

Manager Assessment - Update and Complete &Print | @Frint in Word

21. Click the Confirm button. Once you click Confirm, the employee will be able to read your Manager Comments.

UF Engaged Perf

Complete Check-In

You have almost finalized this document. If you have no further entries.
chick "Confirm” fo complete this document.

Once you click “Confirm®, your employee will no longer be able to begin,
edit, or submit the Self-Assessment for this quarter To ensure your
employee has the opportunity to complete the Seff-Assessment, please
discuss with them before submitting this form.

' ] l Cancel

22. You have successfully completed the Check-in.

UF Engaged Performance Process

Semi-Annual Check-in

Confirmation - Document Completed

@ You have successfully completed vour evaluation.
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