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Probation Review Process Flow
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Login To People Experience

Probation review 

Click on People Experience Home Page, you will be automatically logged in if accessing within the office network however if you are using outside the office network or 

using another device that is not your laptop, you will have to log in via Windows login credentials as below.

Home Page shows many tiles; each tile displays different types of information. Click on the Review Performance tile.

01

02

• User Name: algurg\E1……

• Password: same as your system password

You will find Review Performance Tile appear under the To-Do Section when a Probation review form is launched for your team member. You can click on the Review 

Performance tile under the To-Do section to view the assigned tasks and take the required action.



Global Navigation Menu

Probation review

You can also access Performance Inbox from the Home drop-down (Global Navigation Menu).



Performance Inbox (Line Manager)

Probation review 

You will receive an email notification when the system launches a Probation form and is ready for your action.

The following are the process steps of completing the Probation Review Process Form.
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02

• On the ESAG People Experience, Select Performance from the Home drop-down.

• From the Inbox, select the Probation review form for X Employee.



Probation review by Line Manager

You can view the Supporting information pod, you can attach any supporting documents if you have.

Route map highlights the step where currently the form is at.
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Probation review 



Probation review by Line Manager

Provide the ratings and comments for the items present in the section, the ratings and comments are mandatory.01

Probation review 



Line Manager summary and decision

Provide the ratings and comments for the items present in the section, the ratings and comments are mandatory.01

Probation review 



Line Manager summary and decision

Fill the Employee's Overall Contribution, Supervisor’s Recommendation, Extended Further Months fields, section comments and here all these fields are mandatory.01

Probation review 

After providing all the details, click on Send to HRBP button to send the form to next step02



HCBP review and confirmation

Open the form from the Performance Inbox

You can view the Supporting information pod, you can attach any supporting documents if you have.

Route map highlights the step where currently the form is at.
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Probation review 

View ratings and comments provided in the previous step by the line manager.02



HCBP review and confirmation

Human Capital's Summary:

Rate the attendance record and disciplinary history of the employee.
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Probation review 

Click on Send to previous step button to send the form back to previous step02

Click on Send to Manager button to send the form to next step03



1:1 Meeting by Line Manager

One-on-One Meeting by Manager:

Open the form from the Performance Inbox

You can view the Supporting information pod, you can attach any supporting documents if you have.

Route map highlights the step where currently the form is at.
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Probation review 

View ratings and comments provided in the previous step by the line manager / HCBP.02

In the section Meeting comments, summarize the outcome of the review meeting with the employee and provide your summarized comments.03

Click on Finalize Form to send the form to next step, after finalizing the form, it will go to employee for his/her acknowledgement and no editing will be allowed.04



Employee Acknowledgment

All the sections of the form will be read only mode

Open the form from the Performance Inbox, click on the Form, once the form appears, employee can read all the comments and view ratings. To Accept, employee will 

have to Sign the form digitally and provide the comments as shown below:
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Probation review 

By clicking on Sign button send the form to next step.04



2nd Level Manager review and approval

All the sections of the form will be read only mode

Open the form from the Performance Inbox.

View all the ratings and comments provided by the Line Manager, HCBP and Employee.
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Probation review 

By clicking on Sign button send the form to next step or else by clicking on Reject button you can send form back to Manager.04

To Accept, the 2nd Level Manager will have to Sign the form digitally and provide the comments as shown below:



Probation review action by Group HCD

All the sections of the form will be read only mode

Open the form from the Performance Inbox.

View all the ratings and comments provided by the Line Manager, HCBP, Employee and the 2nd Level Manager.
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Probation review 

By clicking on Sign button, the Group HC will complete the form and a confirmation letter will be issued to the employee (off line)02




