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STEP 1

Log into UAccess and select the “Team Career Conversations” tile.

UA Manager Self Service ~ I Tof4 >
Request MS5 Transactions Manage M55 Transactions Approvals Team Caresr Conversations
/4 A = .
= a -© a2t}
0 1 In Progress Documents
Announcements Employes DCC Search Generate Contracts

@

29 e

M55 WorkCenter & Approvals Position Cross Ref
0 Pending

P Transaction ¥ Injury & Claim Reporting

’

STEP 2

Click on the row that displays the employee’s Career Conversation information to view the document.
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Career Conversations | UAccess Upload Supervisor Guide | pg1



STEP 3

Scroll down to the “Attach Your Career Conversation” section and verify that a completed and signed
Career Conversation form was uploaded by the employee. The document should be the final version both
you and your employee signed after you met to discuss their goals for the upcoming year.

You can attach additional documents and fill in the Career Conversation Follow-Up Plan, if desired.

If the employee uploaded an incomplete or incorrect Career Conversation form, skip to the
“Canceling Career Conversation Upload” section on page 5.

Career Conversation
Career Conversation # - Save
Steps and Tasks o
Wilma Wildeat ~ Altach Your Career Conversation
Career Conversation

Werify that a completed and signed Career Conversation form was uploaded by the employee after the Career Conversation meeting was held

added in the "Attachments” section below,

Use the box below to note how you plan o check in on your employee’s progress towards ther goals. This could include scheduling specic
fellow-up meetings of designating time in your regular meetings to proritize these discussions, Any documents relevant to this process can be

Select the “"Complate” button in the top right-hand comer ta finalize this process

Carear Convearsation Follow-Up Plan
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i Fon Sae BT U =2 A-DB-B ol o
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File Name Last Update Date/Time Uploaded By
= 020372022 10.52 40AM Wil Wildcat
+ Add At nt
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STEP 4

Click “Complete” when you are ready to approve the form and finalize the Career Conversation process.

Career Conversation
Steps and Tasks

Wilma Wildcat

Career Conversation

Job Title
Documant Typs

~ Employes Data

Employes ID

Department

Career Conversation

Business hManager Manager Wilbur Wildcat

- Sobal Curiculum
Career Canwersation Dweclor, Glebal Curmnculun

Period 04101/2022  03/31/2023

22093304

Pasition Number 2058085
9935

Anzona Global-intl Education

®

~ Attach Your Career Conversation

WVerify that a completed and signed Career Conversation form was uploaded by the employes after the Career Conversation meeting was held

Lrse thie box bedow 1o note how you plan 1o chieck in on your employes's progress owards their goals. This could include scheduling specific
follow-up meetings of designating time in your regular mestings to prioritze these discussions. Any documents relevant to this process can be
added in the "Attachments” section below,

Select the “Complete” button in the top night-hand comer to finalize this process.

Career Conversation Follow-Up Plan

STEP 5

Select “Confirm” if you are ready to finalize the Career Conversation process.

Career Conver
Career Conversation

Steps and Tasks

Complete
Wilma Wildeat

Career Conversation
0401720227 0320z Ovenview

added n the "Attachments™ sechion below. @Frint | @Export
Select the "Complete” button in the top night-hand comer to finalize this process.

*'@ Review Self Evaluation
ale o0

*© Complete Manager Evaluation
Due Date 302023

Complete Evaluation
o Lipdate and Complete

You have nearly completed the caneer conversation process. If you hawve

= LB
o further edits, select confirm to notify your employee that the career
onversation process has been finalized

selecting confirm your electronic signature will be added to this.
Jurnent

Attachments
File Name Last Update Date/Time Uploaded By
Career_Conversation docx 02/03/2022 11:00:22AM Wilma Wildcat

+ Add Attachment
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STEP 6

Congratulations! Your employee’s Career Conversation form has been approved and archived in UAccess.
Click on “Team Career Conversations” to go back to the portal where you can manage your team’s
Career Conversation documents.

£ Team Career Conversations

Career Conversation

Career Conversation

Confirmation - Document Completed

Steps and Tasks o

Wilma Wildcat
Career Conversation

Ve

Review
Due Date
v @ Complete
Due Date

023 [MEMVIEW © You have successhully verified the Career Conversation form

STEP 7

On This page you can view “Current Documents” that are waiting for your review and
“Historical Documents” of canceled and approve Career Conversation documents.

Team Career Con

k=" Current Documents

* Historical Documents

-{

Name | Job Title

Wilma Wildcat
Adrrun Ops Pro I

‘Wilma Wildeat
Admin Ops Fro 1l

Document Type Document Status ::';Dd BegkRs i
0400172022

Carear Conversation Canceled N
0313172023
0400172022

Career Conversation Completed 3
033172023
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Canceling Career

Conversation Upload

STEP 1

To cancel a Career Conversation transaction, click on “Cancel Career Conversation Verification”
if the employee uploaded an incomplete or incorrect Career Conversation form. The employee
will have to resubmit their Career Conversation as an old submission cannot be edited.

Career Conversation
Career Conversation &
Steps and Tasks o
Wilma Wild GPrnt | BExs
bbbl Wilma Wildeat
Career Conversation A

Job Title  Business Manager Manager  Wilbur Widcat
Trecior Global Curricubum
atior Documaent Type  Career Conversation Dweector, Global Curncubun

Period 0410172022 033112023
¥ Employee Data

Employes ID 22093304

Position Number 2058085
5

Department 99 Anzona Global-Intl Education

Afttach Your Career

wersation

Veerify that a completed and signed Career Conversation form was uploaded by the employee after the Career Conversation mesting was held

Wee's progress towards their goals. This could include scheduling specific
mestings to prioritize these discussions. Any documen

13 relevant to this process can be

STEP 2

Click “Yes” if you want to cancel the Career Conversation verification and have the employee
resubmit their Career Conversation form.

Career Conversation

Career Conversation & =« Gave
Steps and Tasks [ B
&P
Wilma Wildcat
Career Conversation

Job Title Business Manager Manager  Wilbur Widcat

" Siobal Curmicul
Documant Type  Career Conversation Lorde L B L

Period 0410172022 033172023

Cancel Evaluation %

sure you want 1o cancel this venfication? If s, salect the "Yes"
atton. If you do not wish to cancel this evaluation, select the "Na™
tton.

jon Number 2058085

¥ Attach Your Career Conversation

Verify that a completed and signed Career Conversation form was uploaded by the employes after the Career Conversation meeting was held

Usa the box below to nate how you plan to check in on your employee’s progress towards their goals. This could include scheduling specific
follow-up meetings or designating time in your regular mestings to prioritize these discussions Any documents relevant to this process can be
added m the "Attachments™ sechon below.
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STEP 3

Your employee’s Career Conversation form submission has been canceled. Please note the
employee will receive a notification of the cancelation and will reach out to you for additional guidance.
Click on “Team Career Conversations” to go back to the portal where you can manage your team’s
Career Conversation documents.

< Team Career Conversations Career Conversation

Career Conversation .

Confirmation - Cancel Do

Steps and Tasks o

Wilma Wildzat
Career Conversation

s Lwenaew & You have successfully canceled the verification of this form

STEP 4

On This page you can view “Current Documents” that are waiting for your review and “Historical Documents”
of canceled and approved Career Conversation documents.

Team Career Co

k=" Current Documents Lre D "
k
* Historical Documents
v
Name / Job Title Document Type Document Status ::';M Bagin/ Period

" 0400172022

Wiima Witddcat Career Conversation Canceled N

Adrin Ops Pro 11 03/31/2023
" 0400172022

Wiina Widicat Carger Conversation Completed 3

Admin Ops Pro Il 03/31/2023

If you have technical difficulties with the UAccess Career Conversation tile, please reach out to
EmployeeSelfService@arizona.edu.
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