
 

Job Aid 
System: Probationary Evaluation Form 
Task: Supervisor / Employee Workflow 
Date: 2/11/26 
 
Supervisor access the form via this link: Probationary Evaluation Form or from website link. 
 
Read instructions and start by Selecting Probationary Period and inputting the employees’ NetID into the 
designated field. 

 
 
Score each criteria by selecting a value 1-3 and leave a comment. 

 
 
Leave any final comments, acknowledge, and submit. 

 
  

https://appserv7.admin.uillinois.edu/FormBuilderSurvey/Survey/uis_human_resources/performance/probationary_employee_performance_evaluation/


The designated employee will receive an email with a link they can use to access the form. 

 
The employee will click the link, login, and read through the evaluation. There will be space for the 
employee to make a remark and acknowledge. The employee is only verifying they have read through 
the evaluation and making a comment.  

 
 
The employee will submit, then an email will get sent back to the supervisor with a link to access the 
form. 

 
  



The supervisor will now acknowledge the comments the employee has made and submit the form. 

 
After acknowledging the form and submitting HR will be notified and complete the process. 


