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Performance Management Help

Timeline for 2022 Performance Reviews

Steps
What do employees 
and managers do 
during steps?

How long is the step 
typically open?

Due Date Comments

Define Criteria
Employee sets up their 
SMART Goals

Dec 2022 – April 15, 
2022

April 15, 2022
This is the first step of the evaluation process. This 
step establishes the performance criteria that the 
employee will be evaluated against.

Checkpoint
Employee add, update 
goals. Review comments 
from Manager

April 15, 2022 – July 1, 
2022

July 1, 2022

The Checkpoint phase is when the employee and 
manager meet to discuss performance year-to-date 
and adjust performance criteria, if needed. Commonly 
referred to as the “mid-point” meeting. 

Finalize 
Criteria

Add or Edit Goals and 
finalize

July 1, 2022 –
November 15, 2022

November 15, 
2022

The Finalize Criteria step is the last opportunity to 
adjust performance criteria and add comments on 
performance year to-date.

Self-
Evaluation

Employee will rate their 
Competencies, Add 
Development/Growth tab, 
and any documents and/or 
attachments

November 15, 2022 
thru January 15, 2023

January 15, 2023

Completing the Self Evaluation allows employees to 
provide input and feedback on their performance. 
Comments, ratings and attachments from a 
completed Self Evaluation are visible in the Manager 
Evaluation.

Manager 
Evaluation

Manager will sit with the 
employee and share 
comments, ratings with 
employee.

January 15, 2023-
March 31, 2023

March 31, 2023

The manager will complete the evaluation and share 
the document with the employee. Once the 
document has been shared all comments, ratings and 
attachments can be reviewed.

Acknowledge 
& Sign

Verify you have reviewed the document with your 
manager.

https://uwservice.wisconsin.edu/help/performance-management
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EMPLOYEE – Entering your Goals in Define Criteria status

1. Log in My UW Portal, you will find the Performance Management 

tile below.  Click on the Employee Icon.
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2.   Click on UWPKS Annual Evaluation 
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3.   Employee will see this.

Mission Statement:  This will not change

Goals: You will need to enter your goals

Competencies: Will not change

Mandatory Training: Shared Services will send you an

email to complete. 



SMART Goals 
Development

4.  Prior to setting up your 

goals, you should 

complete this sheet to 

ensure you are following 

the SMART rules.
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5.   To enter your goals, click on Goals
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5.   Enter the Title of your Goal and Description

NOTE:  Enter at least three goals and ensure they follow the SMART goal rule.
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6.   To add more goals, click on Add your own Goal and click on Next

Click Next to move forward
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7.  When employee has entered their goals, click on      
or 

Ready for Manager Review

Save
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8.  The employee will see this.  At this time, the Manager is reviewing your 

goals. The Manager will review and will respond under Manager 

Comments.
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EMPLOYEE - CHECKPOINT

1. Click on UWPKS Annual Evaluation
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At the Checkpoint 1 – Development – Growth area/tab (noted below) you will be 

able to add comments information about required certifications, trainings, 

professional development sessions, webinars, conferences (internal & external), 

committees.  Note: list dates of attendance
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4.  The employee will review any comments from the Manager.

5.   Once employee reviews, they can save and/or send to Share with Manager 
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MANAGEMENT – DEFINE CRITERIA

1.   This is the email sent from Shared Services to Managers to view activity in 
My UW Portal

From: UWSystemHR@uwss.wisconsin.edu

Sent: Monday, June 22, 2020 3:04 AM

To: [manager’s business address in Modify a Person]

Subject: The Manager Evaluation step for your employee performance reviews is 

due soon

[manager’s FIRST name]:

The Manager Evaluation step for the following employees is due soon: 

• [EMPLOYEE NAME] due: 2020-06-26

• [EMPLOYEE NAME] due: 2020-06-26

• [EMPLOYEE NAME] due: 2020-06-26

• [EMPLOYEE NAME] due: 2020-06-26

• [EMPLOYEE NAME] due: 2020-06-26
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2.   Log in My UW Portal, you will find these tiles below. 
Manager will complete the tile listed here.
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3.   Manager will see a list of their employees.  Click on Pricilla Performance.
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4.  Manager will see Pricilla Performance’s Goals
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Release to Employee

5. If the Manager wants the employee to edit their goals, the Manager 
will make notes and
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6.  Otherwise, Manager will approve and the next step will move to
Checkpoint 1.
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1. At Checkpoint the Manager is able to add comments for the 

employee review then click on Share with Employee

MANAGEMENT - CHECKPOINT
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Performance Management Help

SMART GOALS

Questions, reach out to:

Human Resources

hr@uwp.edu or (262) 595-2204

https://uwservice.wisconsin.edu/help/performance-management
https://www.uwp.edu/explore/offices/humanresources/performeval.cfm
mailto:hr@uwp.edu
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Thank You! 


