
Performance Management Process 

Employee Awareness Profile Process Procedures (For Supervisor) 

I. Supervisor Notification – Below you will see the email that each supervisor will receive when their direct 
report has completed their Awareness Profile.  This process will occur each year between July and 
September.  By clicking on the link provided on the email the supervisor will enter the process at its current 
stage. 

Dear Manager Performance: 

Katy Employee has completed their Employee Awareness Profile, the first step of the performance evaluation process. 
The next step of the process is for you to review this self-assessment. You are encouraged to use information from this 
self-assessment to help you begin building your employee’s Goals & Objectives for the next evaluation period (you will be 
prompted by the system when it’s time to create these Goals & Objectives).   

Click the following link to access the system Click here. 

Please contact your Human Resources Business Partner if you have any questions or need some additional assistance. 
Human Resources can also be contacted directly at (859) 622-5094.  

Thank you so much! 

Human Resources 

II. Review the Employee Assessment Profile – You should now find yourself on the main page Performance 
Management System. Go to the section titled “Team Performance Reviews” and find the employees name 
and the process you wanted to review.  To review the Awareness Profile, find the Employee Awareness 
Profile process below for the given employee. 

 

Click Here 

https://nam02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fekuemployees.pageuppeople.com%2F&data=05%7C01%7Cdon.deluca%40eku.edu%7C4b36cfbde1234c4eebbd08da7c764c1b%7Ce23043271af04dee83fbc1b2fd6db0bb%7C0%7C0%7C637959145364555913%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C2000%7C%7C%7C&sdata=gxuthY0wHlbISDL9LN6OVqDzFRHCVV%2BMW2eBtnUZTvA%3D&reserved=0


a. Next you will land on the start tab of the Awareness Profile, and you will see a welcoming page.  On this 
page you can either hit the “Next” button in the lower right-hand corner or you can click on the 
“Employee Awareness Profile” tab located at the top of the page. 

 

 

b. You are now on the Employee Awareness Profile tab that the chosen employee has provided you.  
Please read through the Supervisor Instructions provided. 

 



c. Now scroll down and you will find the strategic priorities and guiding values along with the employees’ 
assessment for each.  Please don’t forget to review any additional comments that your employee 
provided. 

   

 

d. Once you have completed your review of the employees Awareness Profile you would click on “Next”. 

 



e. Now you will find yourself on the summary page and you can review again the employee’s selections on 
the Employee Awareness Profile.  If you have questions about anything provided on the employee’s 
assessment you should reach out to them and or make notes to discuss during the goal planning stage of 
the upcoming Performance Management Process.  At this point you can complete this Awareness Profile 
process by clicking on the blue button “Go to next step”.  This process is now complete, you will be 
notified by email when to move to the Performance Management Process for the current period (the 
current academic year). 

 


