
Performance Reviews
Completing Performance Reviews in UKG
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Workflow
With Delegation:

 HRIS to Distribute

 Manager I

 Manager I > delegates to Supervisor

 Supervisor completes review

 Supervisor > delegates back to Manager I

 Manager I

 Manager II

 Manager I

 Employee
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Without Delegation:

 HRIS to Distribute

 Manager I completes review

 Manager II

 Manager I

 Employee



Step-by-Step with Delegation
 HRIS distributes review

 Manager receives notifications in their UKG Inbox and their Outlook Inbox
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Accessing the Review
 From UKG Inbox
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Timestamp Link



Accessing the Review
 From UKG My Inbox
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Accessing the Review
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 From Talent Dashboard



Clicking View Details or Timestamp Link 

 Takes you to the Request Details page and where the option to Delegate is found
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Clicking Delegate
 Here is where the Manager would select the appropriate Supervisor to complete the Manager Assessment 

task
 The manager would click the magnifying glass to find the Supervisor’s name, select and then hit Save in 

the top right hand corner of the screen
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Clicking Edit
 Takes you to the Review Summary page where the Reviewer can Start the Review
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 You can see the 
contributor path

 Here is where you start 
the review



Completing the Review
 Supervisor/Manager will complete the competencies by clicking the appropriate number of stars and 

including notes in the comments section
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Save – saves your work 
and keeps you on this 
page

Save & Close – saves 
your work and closes 
this page taking you to 
the Review Summary 
page



Saving and Closing
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Saving and Closing 
brings you back to the 
Review Summary 
page, but you can still 
make edits.

After rating each 
Competency, you are 
able to send the 
review forward, 
however the 
Supervisor will need 
to delegate back to 
the Manager.



Supervisor routing back to Manager I

 Once the Supervisor has saved and closed the Review, they can:
 Delegate the review back to Manager I by going back to their UKG Inbox, selecting View Details or 

Timestamp link and delegating from the right-hand side of the screen
 Send the review forward to the next contributor – Manager II
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Manager I can Edit or Send Forward
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Sending Forward Prompt

 Clicking the Send button prompts a pop-up box to ensure you want to send the review
 Click OK to send the review 
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Manager II Inbox Access
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Clicking Timestamp Link
 Brings you to the Request Details page where you can see the Approver History
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Clicking Edit from Inbox - Manager II can View, 

Send Back for Changes, or Send Forward to 

Manager I to meet with Employee
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Manager II View
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Manager II sends to Manager I to Complete
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The review is sent back 
to Manager I for them 
to review with the 
Employee, and then 
have the employee 
Sign & Complete.



Manager I Inbox Access
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Clicking Edit from Inbox – Manager I can View, 

Send Back for Changes, or Send Forward to 

Employee to Sign & Complete
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Send to Employee
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The review is sent to 
the employee for them 
to Sign & Complete.
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Print Full Review (if needed)

From Review 
Summary page, in the 
top right-hand corner 
is the option to “Print 
Full Review.”  A new 
window will open 
where you can Print, 
Save as a PDF, and 
select the options you 
want to include 
before printing.

2
3

Karen Palmer, HRIS Analyst                     



Employee Inbox Access
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Clicking Edit from Inbox – Employee can view
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Clicking Edit from Inbox – Employee can Sign & 

Complete
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Employee clicking OK is signing the review 

and sending back to Manager I
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Review is signed by Employee and in their 

record

 Reviews can be 
accessed by employees 
under Myself > Jobs > 
Reviews
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Manager I Inbox Access
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Clicking Edit from Inbox – Manager I can Sign
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Manager Signing and 
Completing means they 
are acknowledging they 
have reviewed the 
document with their 
employee.



Manager I clicking OK is signing the review 

making it final
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Final Review
 Manager can access 

final review under My 
Team > click employee 
name > Jobs > Reviews 
> Review History

3
2


