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P2A Probationary Review Guide for Managers 

This guide walks you through launching, completing, and finalizing a probationary review for 
employees in the P2A system. For further assistance, please reach out to your HR Consultant. 

1. Launching the Probationary Review Form 

Steps: 

• Log in to the P2A Home page and click Performance Forms in the Home drop-down at 
the top left corner.

 
• In the Forms section, click Create Form. 

 
• Fill out the required fields: 

o Select Probationary Review Template 2.0 from the Template dropdown. 
o Enter the employee’s name. 
o Set the Start Date, End Date, and Due Date. 

https://inside.uth.edu/hr/university-relations-equal-opportunity/
https://uthadfs.uth.edu/adfs/ls/?SAMLRequest=fZLBbtswDIZfReDdtiw7QSfEKdIFRQO0W7A6O%2BxSKDK9CJClVJSb7e3nOsmQHpqLBFE%2F%2BZOfNLv901n2hoGMdxXkKQeGTvvGuN8VbOr75AZu5zNSnRV7uejjzv3A1x4psiHRkTzeVNAHJ70iQ9KpDklGLZ8XT49SpFzug49eewtsOSQap%2BJototxTzLLhqKqaSkd9hSbPns%2FZJYyYPc%2BaBxNK2iVJQS2WlbwUhS83appmUy2w1Lm2zxRU3GTFHlbCiH0JP8yGaREPa4cReViBYKLMuEi4dOa57IoZFGmnPNfwNan9u6MO459bZbtUUTyoa7Xyfr7cw3s5xnfIIATLDm6h0tK1wsrIgzvYGB%2BBnM4HFLqtUaiVunoA6Xad9mmfkBl426WXTr9f6RvQ%2BnVcu2t0X%2FZwlp%2F%2BBpQRawghh5HqJ2KnzeTp%2FkYMU3SjlLZO9qjNq3BBrL5yfbjb5j%2FAw%3D%3D&RelayState=%2Flogin%3Fcompany%3DUTHealth&SigAlg=http%3A%2F%2Fwww.w3.org%2F2000%2F09%2Fxmldsig%23rsa-sha1&Signature=d4v6jHgwd5kq8kpOFLh0n3YqLoK8%2BCdjubEHPVQ7DcAW1LSD6ljEGt2WJQHM3gERkh7LSDBnK4Vqy7Y3BLZlQNSf9gKb0QWxla9aURGd5FXSW6laE4%2F6myY4Y1F08Y0VpBDcIfaLJacGX3kImv0jsjQsLI7UMcyuMbkRrESMyX8%3D
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o  
• Click Create to launch the form. 

2. Completing the Probationary Review Form 

Steps: 

• In the Probationary Review Evaluation Period field, select the evaluation period for the 
review (2 months, 4 months, Final). 

• Rate the employee on each performance standard:  
o Quality of Work 
o Job Knowledge  
o Dependability 
o Integrity/Ethics 
o Teamwork/Collaboration 
o Attendance and Punctuality 
o Work Environment, Safety & Compliance 

• For ratings other than “Fully Meets Expectations,” you must add comments. Use the 
Writing Assistant for comment suggestions if needed. 
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• In the Manager Summary of Overall Performance section: 
o Select the overall performance rating. 
o Enter summary comments. 

• If dismissal is being considered, contact your HR Consultant before proceeding. 
• When finished, click Send to Discussion. If you need to pause, click Save and Close to 

return later. 

3. Discussing the Review with the Employee 

Steps: 

• After completing the form, discuss the review with the employee. 
• Log in to P2A and find the probation review form from your To-Do list on the homepage. 
• Move the form from the Discussion step to the employee signature step by clicking the 

Confirm 1:1 Meeting button. 
• The employee will receive an email notification to sign the form. 

4. Finalizing the Probationary Review 

Steps: 

• After the employee signs, you’ll receive an email notification. 
• Log in to P2A and select the probation review from your To-Do list on the homepage. 
• Scroll to the bottom and click Sign and Complete Probation Review. 

Important Information for Managers: 

• Always add comments for ratings below “Fully Meets Expectations.” 
• Use the Writing Assistant for help with comments. 
• Always consult your HR Consultant before discussing or initiating a dismissal with an 

employee. 

https://uthadfs.uth.edu/adfs/ls/?SAMLRequest=fZLBbtswDIZfReDdtiw7QSfEKdIFRQO0W7A6O%2BxSKDK9CJClVJSb7e3nOsmQHpqLBFE%2F%2BZOfNLv901n2hoGMdxXkKQeGTvvGuN8VbOr75AZu5zNSnRV7uejjzv3A1x4psiHRkTzeVNAHJ70iQ9KpDklGLZ8XT49SpFzug49eewtsOSQap%2BJototxTzLLhqKqaSkd9hSbPns%2FZJYyYPc%2BaBxNK2iVJQS2WlbwUhS83appmUy2w1Lm2zxRU3GTFHlbCiH0JP8yGaREPa4cReViBYKLMuEi4dOa57IoZFGmnPNfwNan9u6MO459bZbtUUTyoa7Xyfr7cw3s5xnfIIATLDm6h0tK1wsrIgzvYGB%2BBnM4HFLqtUaiVunoA6Xad9mmfkBl426WXTr9f6RvQ%2BnVcu2t0X%2FZwlp%2F%2BBpQRawghh5HqJ2KnzeTp%2FkYMU3SjlLZO9qjNq3BBrL5yfbjb5j%2FAw%3D%3D&RelayState=%2Flogin%3Fcompany%3DUTHealth&SigAlg=http%3A%2F%2Fwww.w3.org%2F2000%2F09%2Fxmldsig%23rsa-sha1&Signature=d4v6jHgwd5kq8kpOFLh0n3YqLoK8%2BCdjubEHPVQ7DcAW1LSD6ljEGt2WJQHM3gERkh7LSDBnK4Vqy7Y3BLZlQNSf9gKb0QWxla9aURGd5FXSW6laE4%2F6myY4Y1F08Y0VpBDcIfaLJacGX3kImv0jsjQsLI7UMcyuMbkRrESMyX8%3D
https://uthadfs.uth.edu/adfs/ls/?SAMLRequest=fZLBbtswDIZfReDdtiw7QSfEKdIFRQO0W7A6O%2BxSKDK9CJClVJSb7e3nOsmQHpqLBFE%2F%2BZOfNLv901n2hoGMdxXkKQeGTvvGuN8VbOr75AZu5zNSnRV7uejjzv3A1x4psiHRkTzeVNAHJ70iQ9KpDklGLZ8XT49SpFzug49eewtsOSQap%2BJototxTzLLhqKqaSkd9hSbPns%2FZJYyYPc%2BaBxNK2iVJQS2WlbwUhS83appmUy2w1Lm2zxRU3GTFHlbCiH0JP8yGaREPa4cReViBYKLMuEi4dOa57IoZFGmnPNfwNan9u6MO459bZbtUUTyoa7Xyfr7cw3s5xnfIIATLDm6h0tK1wsrIgzvYGB%2BBnM4HFLqtUaiVunoA6Xad9mmfkBl426WXTr9f6RvQ%2BnVcu2t0X%2FZwlp%2F%2BBpQRawghh5HqJ2KnzeTp%2FkYMU3SjlLZO9qjNq3BBrL5yfbjb5j%2FAw%3D%3D&RelayState=%2Flogin%3Fcompany%3DUTHealth&SigAlg=http%3A%2F%2Fwww.w3.org%2F2000%2F09%2Fxmldsig%23rsa-sha1&Signature=d4v6jHgwd5kq8kpOFLh0n3YqLoK8%2BCdjubEHPVQ7DcAW1LSD6ljEGt2WJQHM3gERkh7LSDBnK4Vqy7Y3BLZlQNSf9gKb0QWxla9aURGd5FXSW6laE4%2F6myY4Y1F08Y0VpBDcIfaLJacGX3kImv0jsjQsLI7UMcyuMbkRrESMyX8%3D
https://inside.uth.edu/hr/university-relations-equal-opportunity/

