
2nd Level Supervisor Acknowledgement
Step 3



Select the Evaluation to Review

Pathway:
Login to ULINK > Select 
“Employee” tab > Select 

“Cornerstone and Training” 
on upper right of page

Select the Evaluation 
you wish to Review



Pages of the 
Review/Planning

Pages for 2020 Review

Pages for 2021 Planning

Steps, or 
Workflow of the 
Review/Planning

Click to Start



Position Description
Click on “Options” menu on top right of page

Select “Employee Details” 
to review most recent 

Position Description on file 
with HR (if available)



Position Description
Check the 

Comments area 
to see changes 

made to 
Description Click here to move to next page



Goal Rating…
Review entries for the following Pages:

➢Goal Rating
➢Core Competency Rating
➢Departmental Competency Rating
➢Goal Planning
➢Core Competency Planning
➢Departmental Competency Planning

Click “Save and 
Continue” after 
each Page



Summary

Review the 
Overall 
Rating Click



Signatures
Click in Box

1
2

Click on “Sign”

Scroll down to the bottom of the page and Click “Submit”



Submit the Review

This screen will pop 
up. Click “Submit” for

the review to move 
to Step 4 –

Supervisor Discussion 
and Sign-Off



To View Previously Submitted Tasks

Click on Navigation Icon (Hamburger) on 
upper right side of screen

Click 
“Performance” 

then 
“Performance 

Reviews”
Click on the small box to 
select the completed task 
you would like to see



Step 3 Complete
Employee self-review

Step 1

Supervisor Review

Step 2

2nd level supervisor 
review

Step 3

Supervisor Discussion 
and Sign off

Step 4

Employee 
Acknowledgement

Step 5


