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1. Document purpose 
The purpose of this User Manual is to provide essential information to the Users to make full use of the 

PERMIS V4 Probation Module. 

It includes a description of the system functions and capabilities, contingencies and step-by-step 

procedures for system access and use. 

2. Notes 
 For People Manager/Supervisor: 

• Will start off the process by completing Sections A, B and C in respect of each Quarterly Report  

• These Sections may be completed randomly, i.e Section C may be completed before A or B  

• Section E (Comments) must be completed by Employee/Probationer(First) then People 
Manager/Supervisor  

➢ Compulsory fields for completion are in Red 
➢ Email notifications will guide the People Manager/Supervisor and Employee/Probationer 

and PPU ADMIN accordingly 
➢ On the Fourth Quarterly, Fifth Probation and Sixth Probation Reports, under Section E, 

the People Manager/Supervisor need to Select either No or Yes to the Question “Is 
Probationary Period to be extended…..” 

o No meaning it will Not be extended and process will move to the VRP21 process 
o Yes meaning it Will be extended and the process will move to either the Fifth or 

Sixth Report Process  
o The Reports will be signed-off by both the People Manager/Supervisor and 

Employee/Probationer Irrespective of whether the Probation Period is extended 
or not after the Fourth Quarterly Report -  No (Not Extended) or Yes (Probation 
Extended) as guided by the emails 

o None of these Reports will be Disputed 

• Employee/Probationer will sign-off the Probation Report First after updating 
Comments on Section E then the People Manager/Supervisor - email Notifications 
will guide the process 
 

 For Employee/Probationer 

• Section D must be completed by the Employee/Probationer 

• Section E (Comments) must be completed by Employee/Probationer(First) then People 
Manager/Supervisor  

➢ Compulsory fields for completion are in Red 
➢ Email notifications will guide the People Manager/Supervisor and Employee/Probationer 

and PPU ADMIN accordingly 

• Employee/Probationer will sign-off the Probation Report First after updating Comments on 
Section E then People Manager/Supervisor - email Notifications will guide the process 

 

 General 

• ALL Reports must be completed in the order as indicated in this document 

• Public Holidays and weekends are excluded from Calculation of the End of Probation date 

• Only Working days apply 
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• Reports must be completed and signed off with-in 10 working days of the previous Quarter 

• Reminder e-mails will be sent 10 working days before the end of the Quarter 

• There-after, reminder emails will follow 20 working days after the end of the previous Quarter 

• Reports may be un-signed; however a previous Report may not be unsigned if a later Report is 

signed. 

• None of the Reports will be Disputed 

• Process moves to VRP 21 once either 4th or 5th Report is signed-off and Probation is Not 
extended 

• Process moves to Poor Performance after the Sixth Report is signed-off by both 
Employee/Probationer and People Manager/Supervisor and Probation is to be Extended.   

• People Manager/Supervisor cannot unconfirm leave if PPU ADMIN has already confirmed leave 

• PPU ADMIN cannot confirm leave if People Manager/Supervisor has not confirmed leave 

• PPU ADMIN, and People Manager/Supervisor cannot confirm leave, and the VRP21 cannot be 

signed off unless the: 

o PA has been completed 

o Induction training has been completed 

o All four (or 5 or 6 depending on extensions) have been signed off 

o Each of the abovementioned will be indicated as ✔ (if met), otherwise it will be 
indicated as X (If Not completed) 

• The process may NOT move to the next Report if the Previous report is still un-signed by both 
People Manager/Supervisor and Employee/Probationer 

• People Manager/Supervisor cannot confirm leave unless at least one document has been 

uploaded as evidence (if there are additional leave days captured) 

• No changes are allowed on any of the reports if either the People Manager/Supervisor or PPU 

ADMIN has confirmed the leave 

• No changes are allowed if on any of the reports or the VRP21 if the VRP21 is signed off  

• User/Employee/Probationer/Probationer refers to the same Role as mentioned in this 

document 

3. PERMIS Landing Page 
Note that when People Manager/Supervisor selects Employee/Probationer, Both the People 

Manager/Supervisor and Employee/Probationer credentials appear. 

Go to the following Menu Options for system access and use: 

Role     Menu Option  Function 

People Manager/Supervisors:  Employee/Probationers, - Search Option to find the Employee 
then PROBATIONERS tab  - Update KRAs    

     - Complete the Quarterly Reports 
- Sign-off the Quarterly Report 
- Update & Confirm leave on the VRP21 tab 
- Sign-off the VRP21 and produce Section13 
Certificate 
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Employee/Probationers:   Probation    Complete and sign the Quarterly Reports 

PPU ADMIN:    VRP21    Leave updates 
Confirm the VRP21 and Print Reports 

People Manager/Supervisor Access 

 

 

Employee/Probationer Access 
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PPU ADMIN Admin Access 
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4. Step by Step Guide 

 

 

 

 

 

 

 

 

1. PERSAL Download creates User record 

PERSAL Download and Initiation email Record Creation On PERMIS 

 

Steps 

• PERSAL File Received from 

HR containing Probationers 

• File is Downloaded by Ce-I 

• Once Downloaded, Probation 

email will go 

Employee/Probationer/s 

• See example 

 

 

 

 

 

Initiation 

email 
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2. Login to PERMIS V4 Account details -NEW Employee/Probationer  

Employee/Probationer logs on to PERMIS and Sign in to PERMIS 

 

Steps 

1. Employee/Probationer goes to 

PERMIS screen 

2. Enter your PERSAL number in the 

Username field 

3. Enter your PERMIS or machine 

password in the Password field 

4. Click on New user 

3 

 

2 

 

4 
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3. Create Employee/Probationer’s account  

Employee/Probationer logs on to PERMIS and Create his or her Account 

 

Steps 

• Go to PERMIS 

• Type in your PERSAL number 

• Type in your WCG email address 

• Type in your work telephone 

number 

• Type in your password for your new 

account (Password should contain a 

combination of Capital and 

Lowercase letters as well as 

number) 

• Re-type the password 

• Click on the Create Account button 
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4. Login to PERMIS V4 Account details - EXISTING Employee/Probationer  

Employee/Probationer logs on to PERMIS and signs in to PERMIS 

 

Steps 

1. Employee/Probationer goes to 

PERMIS screen 

2. Enter your PERSAL number in the 

Username field 

3. Enter your PERMIS or machine 

password in the Password field 

4. Click on Sign In 

5. Account has already been created 
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5. Create the Performance Agreement 

Employee/Probationer logs on to PERMIS and Create his/her Performance Agreement 

 Steps 

• See User Manuals for setting up Annual Assessment, to 

select your Supervisor/People Manager 

• Follow the following steps: 

➢ Create a New Performance Agreement as well  

➢ Create a New Performance Agreement: Select 

Supervisor 

 

  

Permis V4 

Performance Agreement (Levels 1 - 12) Manual.pdf
, 

• Don’t setup KRA’s  
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6. KRA Setup: People Manager/Supervisor setup KRA  

People Manager/Supervisor logs on to PERMIS 

People Manager/Supervisor Screen 

 
Employee/Probationer Screen 

 
 

Steps 

1. People Manager/Supervisor goes to 

Employee/Probationers Menu 

option on the Landing Page 

2. Click on PROBATIONERS tab 

3. List of Probationers under your 

Supervision will appear 

4. Select Employee/Probationer 

5. Employee/Probationer Probation 

Screen opens 

6. No Quarterly Reports to show, Only 

the KRA tab to be completed by the 

People Manager/Supervisor 

• Quarterly reports do not show 

2 

 
1 

 

3 

 

6 
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7. KRA Setup: People Manager/Supervisor captures KRA’s 

People Manager/Supervisor logs on to PERMIS and Captures KRA’s 

 

 

 

Steps 

1. People Manager/Supervisor 

navigates to the KRA CAPTURE 

option on the 

Employee/Probationers Menu 

option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Employee/Probationer Probation 

Screen opens 

5. Click on Add 

6. Capture KRAs 

7. Quarterly reports Show 

8. At least 4 KRAs must be captured  

5 

 

7 

 6 
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8. KRA Setup: Delete KRAs 

People Manager/Supervisor logs on to PERMIS and deletes KRAs 

 

 

 
 

Steps 

1. People Manager/Supervisor navigates to the 

KRA CAPTURE option on the 

Employee/Probationers Menu option on the 

Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Employee/Probationer Probation Screen 

opens 

5. KRA Capture screen appears 

6. Click on Delete 

7. Click on ok 

8. Message displays 

9. All KRAs and Quarterly report tabs disappear 

 

6 

 

7 

 

8 

 

9 
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Quarter One Steps 

 

9. Quarter One Report: People Manager/Supervisor Completes Section A-C 

People Manager/Supervisor logs on to PERMIS and Completes Sections A-C of Quarter One Report 

 
 

 
 
Email Notification 

 

Steps 

1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option on 

the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter One 

5. Complete fields in Section A, B and C 

6. On Section C, Make selection Yes/No 

7. Saved message appears 

8. Fields on each Section must be 

completed until progress shows 100% 

9. Once on 100 %, Notification goes to 

Employee/Probationer to complete 

Section D 

 

 

Comments  

Sections A, B and C may be completed randomly as follows: 

 

 

 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section A: Rating is compulsory for all questions, but an answer to please elaborate is not. 
• Section B- Both the rating and the comments are compulsory for all questions 

• Section C- All questions will only be compulsory where areas of development were identified  
Question 4: NOT Displayed for Q1 & Q2 

• Compulsory Fields Indicated as red asterisk (*) 
 

 

 

 

8 

 

5 & 6 

 

9 
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10. Quarter One Report: Employee/Probationer completes Section D  

Employee/Probationer logs on to PERMIS and Complete Section D 

Section D on 100% 

 
Email Notification 

 

Steps 

1. Employee/Probationer goes to 

Probation Menu option on the 

Landing Page 

2. Select Quarter One 

3. Complete fields in Section D 

4. Fields for this Section must be 

completed until progress 

shows 100% 

5. Once on 100 %, the email 

Notification will to the People 

Manager/Supervisor to 

complete Section E 

(comments) 

Comments  

 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section D- All questions are compulsory 

• Compulsory Fields Indicated as red asterisk (*) 

 

3 & 4 

 

5 
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11. Quarter One Report: People Manager/Supervisor completes Section E (Comments) 

People Manager/Supervisor Logs on to PERMIS and Completes Section E 

 
Notification: 

 

Steps 

1. People Manager/Supervisor goes 

to the Employee/Probationers 

Menu Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter One 

5. Complete Section E (Comments) 

6. Click Save Comments 

7. Progress shows 100% 

6. The email Notification will go to 

the Employee/Probationer to 

complete Section E (Comments) 

and sign-off Q1 report  

Comments  

 

 

 

 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and 

Employee/Probationer comments are compulsory. 

• Compulsory Fields Indicated as red asteris (*) 
 

5 & 6 

 

8 

 

 

7 
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12. Quarter One Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter One report 

Employee/Probationer Logs on to PERMIS, Completes Section E and signs-off 

 

 

 
Email Notification: 

 

Steps 

1. Employee/Probationer goes to the Probation 

Menu Option on the Landing Page 

2. Click on Quarter One 

3. Click on Section E 

4. Complete Employee/Probationer Section E 

(Comments) 

5. Save Comments 

6. Progress shows 100% 

7. Click on Employee/Probationer sign-off  

8. Click on Yes 

9. Successful message appears 

10. Screen shows Employee/Probationer signed-off 

11. The email Notification goes to the People 

Manager/Supervisor to sign-off 

 

 

 

 
 
 
 
 
 
 
 

4, 5 & 6 

 

7 & 8 

 

9 & 10 

 

11 
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13. Quarter One Report: People Manager/Supervisor signs-off Quarter One report – Employee/Probationer 
signed-off 

People Manager/Supervisor logs on to PERMIS and sign-off the report 

 

 
Email Notification: 

 

 
 

Steps 

1. People Manager/Supervisor 

goes to the 

Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter One 

5. Overall Progress is 100 % 

6. Click on People 

Manager/Supervisor sign-off 

7. Click on Yes 

8. Successful message appears 

9. The email Notification goes to 

the Employee/Probationer to 

show that the People 

Manager/Supervisor signed-off 

the Q1 report 

10. People Manager/Supervisor 

signed-off Q1 report 

11. PDF Report may be printed and 

signed 

 

 

 

Comments  

 

 

 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and 

Employee/Probationer comments are compulsory. 

• Compulsory Fields Indicated as red asteris (*) 
 

10 

 

 

6, 7 & 8 

 

9 

 

 

11 
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14. Quarter One Report: Employee/Probationer un-signs Quarter One report – People Manager/Supervisor is 
un-signed 

Employee/Probationer logs on to PERMIS and un-signs the Report 

 

 
Email Notification 

 

Steps 

1. Employee/Probationer goes to 

the Probation Menu Option on 

the Landing Page 

2. Click on Quarter One 

3. Un-sign the report 

4. Click on Yes 

5. Q1 report shows un-signed 

6. The email Notification will go 

to the People 

Manager/Supervisor to show 

that the Employee/Probationer 

un-signed the Report 

 

Comments  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 & 4 

 

6 

 

 

5 
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15. Quarter One Report: People Manager/Supervisor un-signs Quarter One report – Employee/Probationer 
signed-off 

People Manager/Supervisor signs on to PERMIS and un-signs the Report 

 

 

 
Email Notification: 

 

Steps 

1. People Manager/Supervisor 

goes to the 

Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter One 

5. Overall Progress is 100 % 

6. Click on People 

Manager/Supervisor sign-off 

7. Click on Yes for Un-sign message 

8. Successful message appears 

9. The email Notification goes to 

the Employee/Probationer to 

show that the People 

Manager/Supervisor un-signed 

the Q1 report 

10. Report shows un-signed 

 

  

8 

 

 

6 & 7  

 

10 

 

 

9 
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Quarter Two Steps 

 

 

 

 

 

 

 

16. Quarter Two Report: People Manager/Supervisor Completes Sections A-C 

People Manager/Supervisor logs on to PERMIS and Complete Section A - C 

 

Email Notification 

 

Steps 
1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option on the 

Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Two 

5. Complete fields in Section A, B and C 

6. On Section C, Make selection Yes/No 

7. Saved message appears 

8. Fields on each Section must be completed 

until progress shows 100% 

9. Once on 100 %, the email Notification goes to 

Employee/Probationer to complete Section D 

 

Comments  

Sections A, B and C may be completed randomly as follows: 

 

 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section A: Rating is compulsory for all questions, but an answer to please elaborate is not. 
• Section B- Both the rating and the comments are compulsory for all questions 

• Section C- All questions will only be compulsory where areas of development were identified  
Question 4: NOT Displayed for Q1 & Q2 

• Compulsory Fields Indicated as red asterisk (*) 
 

 

 

 

9 

 

 

8 
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17. Quarter Two Report: Employee/Probationer completes Section D  

Employee/Probationer logs on to PERMIS and Complete Section D 

Section D on 100% 

 

Email Notification 

 

Steps 

1. Employee/Probationer goes to 

Probation Menu option on the 

Landing Page 

2. Select Quarter Two 

3. Complete fields in Section D 

4. Fields for this Section must be 

completed until progress shows 

100% 

5. Once on 100 %, the email 

Notification goes to People 

Manager/Supervisor to complete 

Section E (comments) 

Comments  

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section D- All questions are compulsory 

• Compulsory Fields Indicated as red asterisk (*) 

 

5 

 

 

4 
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18. Quarter Two Report: People Manager/Supervisor completes Section E (Comments) 

People Manager/Supervisor logs on to PERMIS and Completes Section E 

 
Email Notification: 

 

 
Steps 
1. People Manager/Supervisor goes 

to the Employee/Probationers 

Menu Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Two 

5. Complete Section E (Comments) 

6. Click Save Comments 

7. Progress shows 100% 

8. The email Notification goes to 

Employee/Probationer to 

complete Section E (Comments) 

and sign-off the Q2 report  

Comments  
 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and 

Employee/Probationer comments are compulsory. 

• Compulsory Fields Indicated as red asteris (*) 
 

7 

 

 

8 
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19. Quarter Two Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter Two report 

Employee/Probationer logs on to PERMIS, Completes Section E and sign-off 

 

 

 
Email Notification: 

 

Steps 

1. Employee/Probationer goes to the 

Probation Menu Option on the Landing 

Page 

2. Click on Quarter Two 

3. Click on Section E 

4. Complete Employee/Probationer Section 

E (Comments) 

5. Save Comments 

6. Progress shows 100% 

7. Click on Employee/Probationer sign-off  

8. Click on Yes 

9. Successful message appears 

10. Employee/Probationer signed-off 

11. The email Notification goes to People 

Manager/Supervisor to sign-off 

 

 

 

 

 

 

 

 

 

6 

 

11 

 

 

10 

 

 

7 

 

9 

 

8 
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20. Quarter Two Report: People Manager/Supervisor signs-off Quarter Two report – 

Employee/Probationer signed-off 

People Manager/Supervisor log on to PERMIS and sign-off the Report 

 
Email Notification: 

 

Steps 

1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Two 

5. Overall Progress is 100 % 

6. Click on People Manager/Supervisor 

sign-off 

7. Click on Yes 

8. Successful message appears 

9. The email Notification goes to the 

Employee/Probationer to show that 

the Q2 report was signed-off 

10. People Manager/Supervisor signed-

off Q2 report 

11. PDF Report may be printed and 

signed  

 

 

10 

 

 

9 
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Quarter THREE Steps 

 

 

 

 

 

21. Quarter Three Report: People Manager/Supervisor Completes Section A-C 

People Manager/Supervisor logs on to PERMIS and Completes Sections A - C 

 

Email Notification 

C

 
 

Steps 
1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option on 

the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Three 

5. Complete fields in Section A, B and C 

6. On Section C, Make selection Yes/No 

7. Answer Question 4 

8. Saved messages appear 

9. Fields on each Section must be completed 

until progress shows 100% 

10. Once on 100 %, the email Notification goes 

to Employee/Probationer to complete 

Section D 

Check: Question 4 on Section C is displayed 

for Q3 

Question 4 is for People Manager/Supervisor 

to intervene and assist 

Comments  

Sections A, B and C may be completed randomly as follows: 

 Method for Completion of Quarterly Reports - CHECK 
• Section A: Rating is compulsory for all questions, but an answer to please elaborate is not. 
• Section B- Both the rating and the comments are compulsory for all questions 

• Section C- All questions will only be compulsory where areas of development were identified  

Question 4: Displayed for Q3 
• Compulsory Fields Indicated as red asterisk (*) 

 

 

 

 

9 

 

 

10 
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22. Quarter Three Report: Employee/Probationer completes Section D  

Employee/Probationer signs on to PERMIS and Completes Section D 

Section D on 100% 

 

Email Notification 

 

Steps 

1. Employee/Probationer goes to 

Probation Menu option on the Landing 

Page 

2. Select Quarter Three 

3. Complete fields in Section D 

4. Fields for this Section must be 

completed until progress shows 100% 

5. Once on 100 %, the email Notification 

goes to People Manager/Supervisor to 

complete Section E (comments) 

Comments  

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section D- All questions are compulsory 

• Compulsory Fields Indicated as red asterisk (*) 

 

3 & 4 

 

 

5 
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23. Quarter Three Report: People Manager/Supervisor completes Section E (Comments) 

People Manager/Supervisor logs on to PERMIS and Completes Section E 

 
Email Notification: 

 

Steps 
1. People Manager/Supervisor goes 

to the Employee/Probationers 

Menu Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Three 

5. Complete Section E (Comments) 

6. Click Save Comments 

7. Progress shows 100% 

8. The email Notification goes to the 

Employee/Probationer to 

complete Section E (Comments) 

and sign-off Q3 report 

  

Comments  
 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and 

Employee/Probationer comments are compulsory. 

• Compulsory Fields Indicated as red asterisk (*) 
 

5, 6 & 7 

 

 

8 

 

 



 

Page 32 of 62 
 

24. Quarter Three Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter 

Three report 

Employee/Probationer logs on to PERMIS, Completes Section E and signs-off the Report 

 

 

 
Email Notification: 

 

Steps 

1. Employee/Probationer goes to the 

Probation Menu Option on the Landing 

Page 

2. Click on Quarter Three 

3. Click on Section E 

4. Complete Employee/Probationer Section 

E (Comments) 

5. Save Comments 

6. Progress shows 100% 

7. Click on Employee/Probationer sign-off  

8. Click on Yes 

9. Successful message appears 

10. Employee/Probationer signed-off 

11. The email Notification goes to People 

Manager/Supervisor to sign-off the 

Report 

 

 

 

 

 

 

 

 

 

 

 

 7 & 8 

 

 

9 

 

 

10 

 

 

11 
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25. Quarter Three Report: People Manager/Supervisor signs-off Quarter Three report - 

Employee/Probationer signed-off 

People Manager/Supervisor logs on to PERMIS and signs-off the Report 

 
Email Notification: 

 

Steps 

1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Three 

5. Overall Progress is 100 % 

6. Click on People Manager/Supervisor 

sign-off 

7. Click on Yes 

8. Successful message appears 

9. The email Notification goes to the 

Employee/Probationer to show that 

the Q3 Report was signed-off 

10. People Manager/Supervisor signed-

off Q3 report 

11. PDF Report may be printed and 

signed 

 

 

 

8 

 

 

9 

 

 

10 
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Quarter Four Steps 

 

 

 

 

 

 

 

 

26. Quarter Four Report: People Manager/Supervisor Completes Sections A-C 

People Manager/Supervisor logs on to PERMIS and Completes Sections A -C 

 

Email Notification 

 
 

Steps 
 
1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option 

on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Four 

5. Complete fields in Section A, B and C 

6. On Section C, Make selection Yes/No 

7. Saved message appears 

8. Fields on each Section must be 

completed until progress shows 100% 

9. Once on 100 %, the email Notification 

goes to Employee/Probationer to 

complete Section D 

Comments  

Sections A, B and C may be completed randomly as follows: 

 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section A: Rating is compulsory for all questions, but an answer to please elaborate is not. 
• Section B- Both the rating and the comments are compulsory for all questions 

• Section C- All questions will only be compulsory where areas of development were identified  
• Compulsory Fields Indicated as red asterisk (*) 

 

 

 

 

8 

 

 

9 
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27. Quarter Four Report: Employee/Probationer completes Section D  

Employee/Probationer logs on to PERMIS and Completes Section D 

Section D on 100% 

 

Email Notification 

 

Steps 

1. Employee/Probationer goes to 

Probation Menu option on the Landing 

Page 

2. Select Quarter Four 

3. Complete fields in Section D 

4. Fields for this Section must be 

completed until progress shows 100% 

5. Once on 100 %, the email Notification 

will go to People Manager/Supervisor 

to complete Section E (comments) 

 

Comments  

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section D- All questions are compulsory 

• Compulsory Fields Indicated as red asterisk (*) 

 

4 

 

 

 

5 
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28. Quarter Four Report: People Manager/Supervisor completes Section E (Comments) – Select 

Extension is No 

People Manager/Supervisor logs on to PERMIS and Completes Section E. 
People Manager/Supervisor Selects either No (No for further Extension) or Yes (Yes for Probation to be Extended)  

 

 
Email Notification: 

 

Steps 
1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option on 

the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Four 

5. Complete Section E (Comments) 

6. Click Save Comments 

7. Click No on Question “Is Probationary 

period to be extended…” 

8. Click Save 

9. Progress shows 100% 

10. The email Notification goes to 
Employee/Probationer to complete 
Section E (Comments) and sign-off Q4 
report  

 

Note: If No is Selected for Probation Period 

Extension, the process will move to the 

VRP21 process. 

Comments  
 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and 

Employee/Probationer comments are compulsory. 

• Compulsory Fields Indicated as red asterisk (*) 
 

10 

 

 

7 

 

 

 

8 

 

 

 
9 
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29. Quarter Four Report: People Manager/Supervisor completes Section E (Comments) – Select 

Extension is Yes 

People Manager/Supervisor logs on to PERMIS and Completes Section E. 
People Manager/Supervisor Selects either No (No for further Extension) or Yes (Yes for Probation to be Extended)  
 

 
Email Notification: 

 
Fifth Report Option 

 

Steps 
 
1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option 

on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Four 

5. Complete Section E (Comments) 

6. Click Save Comments 

7. Click Yes on Question “Is Probationary 

period to be extended…” 

8. Click Save 

9. Progress shows 100% 

10. The email Notification goes to 

Employee/Probationer to complete 

Section E (Comments) and sign-off Q4 

report  

11. Fifth Report option is generated and 

indicated 

 

Note: If Yes is Selected for Probation Period 

Extension, the process will move to the 

FIFTH REPORT process. 

Comments  
 

 

 

Method for Completion f Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and Employee/Probationer 

comments are compulsory. 

• Compulsory Fields Indicated as red asterisk (*) 

7 

 

 

 

8 

 

 

 9 

 

 

 

10 

 

 

 

11 
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30. Quarter Four Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter 

Four report 

Employee/Probationer logs on to PERMIS and Completes Section E 

 

 

 
Email Notification: 

 

Steps 

1. Employee/Probationer goes to the 

Probation Menu Option on the Landing 

Page 

2. Click on Quarter Four 

3. Click on Section E 

4. Complete Employee/Probationer 

Section E (Comments) 

5. Save Comments 

6. Progress shows 100% 

7. Click on Employee/Probationer sign-off  

8. Click on Yes 

9. Successful message appears 

10. Report is signed-off 

11. The email Notification goes to People 

Manager/Supervisor to sign-off the 

Report 

12. If Yes (for Extension of Probation was 

selected) the process will move to the 

Fifth Report process after sign-off 

 

 

 

 

 

8 

 

 

 

9 

 

 

 

11 

 

 

 

10 
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31. Quarter Four Report: People Manager/Supervisor signs-off Quarter Four report 

People Manager/Supervisor logs on to PERMIS and Sign-off the Report 

 

 
Email Notification: 

 

 

Steps 

1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Quarter Four 

5. Progress shows 100% 

6. Click on People Manager/Supervisor 

sign-off  

7. Click on Yes 

8. Successful message appears 

9. The email Notification goes to the 

Employee/Probationer to show that 

the People Manager/Supervisor 

signed-off the Q4 Report 

10. Q4 Report is signed-off 

11. PDF Report may be printed and signed 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

7 

 

 

 

6 

 

 

 

9 

 

 

 
10 

 

 

 

8 
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Fifth Probation Report Steps 

 

 

 

 

32. Fifth Report: People Manager/Supervisor Completes Fifth Report – Complete Section A-C 

People Manager/Supervisor logs on to PERMIS and Complete Sections A - C 

 

Email Notification 

 
 

Steps 
 
1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option 

on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Fifth Report 

5. Complete fields in Section A, B and C 

6. On Section C, Make selection Yes/No 

7. Saved message appears 

8. Fields on each Section must be 

completed until progress shows 100% 

9. Once on 100 %, the email Notification 

goes to Employee/Probationer to 

complete Section D 

 

 

Comments  

Sections A, B and C may be completed randomly as follows: 

 

 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section A: Rating is compulsory for all questions, but an answer to please elaborate is not. 
• Section B- Both the rating and the comments are compulsory for all questions 

• Section C- All questions will only be compulsory where areas of development were identified  
• Compulsory Fields Indicated as red asterisk (*) 

 

 

 

 

8 

 

 

 

9 
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33. Fifth Report: Employee/Probationer completes Section D  

Employee/Probationer logs on to PERMIS and Completes Section D 

Section D on 100% 

 

Email Notification 

 

Steps 

1. Employee/Probationer goes to 

Probation Menu option on the 

Landing Page 

2. Select Fifth Report 

3. Complete fields in Section D 

4. Fields for this Section must be 

completed until progress shows 

100% 

5. Once on 100 %, the email 

Notification goes to People 

Manager/Supervisor to complete 

Section E (comments) 

Comments  

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section D- All questions are compulsory 

• Compulsory Fields Indicated as red asterisk (*) 

 

4 

 

 

 

5 
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34. Fifth Report: People Manager/Supervisor completes Section E (Comments) – Select Extension 

is No 

People Manager/Supervisor logs on to PERMIS and Completes Section E. 
People Manager/Supervisor Selects either No (No for further Extension) or Yes (Yes for Probation to be Extended)  

 

 
Email Notification: 

 

Steps 
 
1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Fifth Report 

5. Complete Section E (Comments) 

6. Click Save Comments 

7. Click No on Question “Is Probationary 

period to be extended…” 

8. Click Save 

9. Progress shows 100% 

10. The email Notification goes to the 

Employee/Probationer to complete 

Section E (Comments) and sign-off 5th 

report  

 

Note: If No is Selected for Probation 

Period Extension, the process will move to 

the VRP21 process. 

Comments  
 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and 

Employee/Probationer comments are compulsory. 

• Compulsory Fields Indicated as red asterisk (*) 
 

7 

 

 

 

8 

 

 

 

9 

 

 

 

10 
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35. Fifth Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter Five 

report 

Employee/Probationer logs on to PERMIS, Completes Section E and Signs-off the report 

 

 
 
Email Notification: 

 

Steps 

1. Employee/Probationer goes to the 

Probation Menu Option on the Landing 

Page 

2. Click on Fifth Report 

3. Click on Section E 

4. Complete Employee/Probationer 

Section E (Comments) 

5. Save Comments 

6. Progress shows 100% 

7. Click on Employee/Probationer sign-off  

8. Click on Yes 

9. Successful message appears 

10. Report shows Signed-off 

11. Email Notification goes to People 

Manager/Supervisor to sign-off 

 

 

 

 

8 

 

 

 

9 

 

 

 

10 

 

 

 

11 
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36. Fifth Report: People Manager/Supervisor completes Section E (Comments) – Select Extension 

is Yes 

People Manager/Supervisor logs on to PERMIS and Completes Section E. 
People Manager/Supervisor Selects either No (No for further Extension) or Yes (Yes for Probation to be Extended)  

 

 

 
 
Email Notification 

 
 

 

Steps 
1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Fifth Report 

5. Complete Section E (Comments) 

6. Click Save Comments 

7. Click Yes on Question “Is 

Probationary period to be 

extended…” 

8. Click Save 

9. Progress shows 100% 

10. The email Notification will go to the 

Employee/Probationer to complete 

Section E (Comments) and sign-off 

5th Report  

11. Sixth Report option is generated 

and indicated 

 

Note: If Yes is Selected for Probation 

Period Extension, the process will move 

to the SIXTH REPORT process. 

Comments  
 

 

 

Method for Completion f Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and Employee/Probationer 

comments are compulsory. 

• Compulsory Fields Indicated as red asterisk (*) 

8 

 

 

 

9 

 

 

 

11 

 

 

 

9 
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Sixth Probation Report Steps 

37. Fifth Report: People Manager/Supervisor signs-off Quarter Five Report 

People Manager/Supervisor logs on to PERMIS and signs-off the Report 

 

 

 
Email Notification: 

 

Steps 

1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Fifth Report 

5. Progress shows 100% 

6. Click on People Manager/Supervisor 

sign-off  

7. Click on Yes 

8. Successful message appears 

9. The email Notification goes to 

Employee/Probationer to show that 

the People Manager/Supervisor 

signed-off the Report 

10. PDF Report may be printed and signed 

 

 

38. Sixth Report: People Manager/Supervisor Completes Sixth Report – Complete Section A-C 

9 

 

 

 

6 & 7 

 

 

 

8 

 

 

 



 

Page 46 of 62 
 

 

 

 

 

 

 

 

 

 

People Manager/Supervisor logs on to PERMIS and Completes Sections A - C 

 

Email Notification 

 
 

Steps 
 
1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option 

on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Sixth Report 

5. Complete fields in Section A, B and C 

6. On Section C, Make selection Yes/No 

7. Saved message appears 

8. Fields on each Section must be 

completed until progress shows 100% 

9. Once on 100 %, the email Notification 

goes to Employee/Probationer to 

complete Section D 

 

 

Comments  

Sections A, B and C may be completed randomly as follows: 

 

 

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section A: Rating is compulsory for all questions, but an answer to please elaborate is not. 
• Section B- Both the rating and the comments are compulsory for all questions 

• Section C- All questions will only be compulsory where areas of development were identified  
• Compulsory Fields Indicated as red asterisk (*) 

 

 

 

 

9 

 

 

 

8 
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39. Sixth Report: Employee/Probationer completes Section D  

Employee/Probationer logs on to PERMIS and Completes Section D 

Section D on 100% 

 

Email Notification 

 

Steps 

1. Employee/Probationer goes to 

Probation Menu option on the 

Landing Page 

2. Select Sixth Report 

3. Complete fields in Section D 

4. Fields for this Section must be 

completed until progress shows 

100% 

5. Once on 100 %, the email 

Notification goes to People 

Manager/Supervisor to complete 

Section E (comments) 

Comments  

 

 

Method for Completion of Quarterly Reports - CHECK 
• Section D- All questions are compulsory 

• Compulsory Fields Indicated as red asterisk (*) 

 

4 

 

 

 

5 
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40. Sixth Report: People Manager/Supervisor completes Section E (Comments) – Select Extension 

to Poor Performance is No 

People Manager/Supervisor logs on to PERMIS and Completes Section E. 
People Manager/Supervisor Selects No (No for further Extension))  
 

 
 

Email Notification 

 

Steps 
 
1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Sixth Report 

5. Click on Section E 

6. Complete Section E (Comments) 

7. Click Save Comments 

8. Click No on Question “Is the Employee 

to be referred to poor performance 

due to performance not being 

uniformly satisfactory” 

9. Click Save 

10. Progress shows 100% 

11. The Notification goes to the 

Employee/Probationer to complete 

Section E (Comments) and sign-off 6th 

Report  

If Probation is Satisfactory, the VRP21 

Process (see Point 45) will follow from 

here once this Report is signed off by both 

Employee and Supervisor – See Points 43 

& 44 below 

 

Comments  
 

 

Method for Completion f Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and Employee/Probationer 

comments are compulsory. 

• Compulsory Fields Indicated as red asterisk (*) 

8 

 

 

 

11 

 

 

 

10 

 

 

 

5 

 

 

 

4 

 

 

 

6 
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41. Sixth Report: People Manager/Supervisor completes Section E (Comments) – Select Extension 

to Poor Performance is Yes 

People Manager/Supervisor logs on to PERMIS and Completes Section E. 
People Manager/Supervisor Selects Yes (Yes for Probation to be Extended)  

 

 
Email Notification 

 

Steps 
 
1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Click on Sixth Report 

5. Click on Section E 

6. Complete Section E (Comments) 

7. Click Save Comments 

8. Click Yes on Question ““Is the 

Employee to be referred to poor 

performance due to performance not 

being uniformly satisfactory”” 

9. Click Save 

10. Progress shows 100% 

11. Notification goes to 

Employee/Probationer to complete 

Section E (Comments) and sign-off 6th 

Report  

• If Probation is Unsatisfactory, 

process will move to Poor 

Performance. Process described in 

the Poor Performance Module. 

• Points 43 and 44 below are still 

applicable.  

 

Comments  
 

 

Method for Completion f Quarterly Reports - CHECK 
• Section E-Both the People Manager/Supervisor and Employee/Probationer 

comments are compulsory. 

• Compulsory Fields Indicated as red asterisk (*) 

8 

 

 

 

11 

 

 

 

10 

 

 

 

4 

 

 

 

5 

 

 

 

6 
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42. Sixth Report: Employee/Probationer completes Section E (Comments) and sign-off Sixth report 

Employee/Probationer logs on to PERMIS, Completes Section E and signs-off the report 

 
Email Notification: 

 

Steps 

1. Employee/Probationer goes to the 

Probation Menu Option on the Landing 

Page 

2. Click on Sixth Report 

3. Click on Section E 

4. Complete Employee/Probationer 

Section E (Comments) 

5. Save Comments 

6. Progress shows 100% 

7. Click on Employee/Probationer sign-off  

8. Click on Yes 

9. Successful message appears 

10. Report is signed-off 

11. Email Notification goes to People 

Manager/Supervisor to sign-off 

 

 

 

 

 

 

 

 

 

 

 

 

11 

 

 

 

10 

 

 

 

2 

 

 

 

4 

 

 

 

3 

 

 

 6 
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43. Sixth Report: People Manager/Supervisor signs-off Sixth Report 

People Manager/Supervisor logs on to PERMIS and signs-off the Report 

 

 

 
Email Notification: 

 

Steps 

1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Select Employee/Probationer 

4. Select Sixth Report 

5. Progress shows 100% 

6. Click on People Manager/Supervisor 

sign-off  

7. Click on Yes 

8. Successful message appears 

9. People Manager/Supervisor signed-off 

10. The email Notification goes to the   

Employee/Probationer to show the 

People Manager/Supervisor signed-off 

the Report 

11. PDF report may be printed and signed 

 

 

6  

 

 

 

8 

 

 

 

9 

 

 

 

10 

 

 

 

7 
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VRP 21 Steps 

44. VRP 21: People Manager/Supervisor updates and uploads proof of leave 

• People Manager/Supervisor logs on to PERMIS and updates Leave and uploads evidence. 

• Process kicks-off One month after sign-off of either Fourth Quarterly, Fifth or Sixth Reports in the case of 

No Probation extension 

 

 
 

 
 

 

Steps 

1. People Manager/Supervisor goes to the 

Employee/Probationers Menu Option 

on the Landing Page 

2. Click on PROBATIONERS tab 

3. Click on Search & Select the 

Employee/Probationer 

4. Click on VRP21 

5. Click on Leave not captured on PERSAL 

yet  

6. Enter Number of Days Taken 

7. Click Save 

8. Additional Leave updated message 

displayed 

9. Click on Upload proof 

10. A box will appear to upload leave 

documents 

11. Click on Choose file 

12. Fetch the file from saved location 

13. Click on Upload 

14. Uploaded file name appears 

15. Enter File/leave Description 

16. Click on Upload 

17. File uploaded successfully message 

appears 

18. Uploaded file shown 

19. This file may be downloaded as PDF 

 

NB. If Leave days are greater than zero, 

proof there-of must be uploaded. 

 

If leave is zero, the Supervisor/People 

Manager will go straight to Point 45 below 

– No Uploading of evidence required. 

 

4 

 

 

 

5 

 

 

 
6 

 

 

 

7 
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8 

 

 

 

10 & 11 

 

 

 

9 

 

 

 

13 

 

 

 

14 

 

 

 

15 

 

 

 

17 

 

 

 

16 

 

 

 

18 

 

 

 

19 
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45. VRP 21: People Manager/Supervisor Confirms Leave 

People Manager/Supervisor logs on to PERMIS and confirms leave 

 

 

 
Unconfirmed email Notification 

 

Steps 

1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Click on Search & Select the 

Employee/Probationer 

4. Click on VRP21 

5. Tick box - Leave days taken confirmed 

by People Manager/Supervisor 

6. VRP21 leave updated successfully 

message displayed 

7. Extended Probation date is indicated 

8. Email Notification will go to PPU 

Admin to confirm leave 

9. Supervisor/People Manager may 

unconfirm leave by un-ticking the 

Leave days taken by Supervisor/People 

Manager box 

10. An unconfirmed email message will be 

sent 

 

 

 
 
 
 
 
 
 
  

 
 
 
 
 

 

4 

 

 

 

5 

 

 

 

6 

 

 

 

7 

 

 

 

1 

 

 

 

2 

 

 

 

8 

 

 

 

10 

 

 

 

9 
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46. VRP 21: PPU ADMIN Adds Additional leave  

PPU ADMIN logs on to PERMIS and adds additional leave if applicable. 
 

 

 
 

 

 

 
 

Steps 

1. PPU ADMIN goes to PERMIS 

Manager menu option on the 

Landing page 

2. Go to the MANAGE PROBATIONERS 

tab 

3. Enter PERSAL Number or Surname in 

the Search Field 

4. Click on the icon at the right of the 

probation record – “View Profile” 

5. That will take you to the person's 

profile 

6. Click on VRP 21 

7. Click on Leave added by PPU ADMIN 

– Point 4 

8. Choose the Leave option  

9. Add the number of days 

10. Click on Save 

11. Number of days are indicated – Point 

6 

12. The Permanent appointment date is 

extended and indicated – Point 7 

13. PPU must confirm leave – see Point 

48 below 

 

If leave is zero, the PPU Administrator will 

go to Point 47 below – No uploading of 
evidence required 
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10 
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4 

 

 

 



 

Page 56 of 62 
 

 

 

 

47. VRP 21: PPU ADMIN confirms VRP21 

PPU ADMIN logs on to PERMIS and Confirms VRP21 

 
 

 
 
Email Notification 
 

 
 

Steps 

1. PPU ADMIN goes to PERMIS Manager 
menu option on the Landing page 

2. Go to the Manage Probationers tab 

3. Enter PERSAL Number or Surname in the 

Search Field 

4. Click on the icon at the right of the 

probation record – “View Profile” 

5. That will take you to the person's profile 

6. Go to VRP 21 

7. Click button “VRP21 Confirmed by PPU 

ADMIN 

8. The email Notification goes to People 

Manager/Supervisor to sign-off VRP 21 

 

1 

 

 

2 

 

 

 

7 

 

 

 

3 
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48. VRP 21: People Manager/Supervisor Signs-off VRP21 

People Manager/Supervisor logs on to PERMIS and signs-off the VRP21 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Steps 

1. People Manager/Supervisor goes to 

the Employee/Probationers Menu 

Option on the Landing Page 

2. Click on PROBATIONERS tab 

3. Click on Search & Select the 

Employee/Probationer 

4. Click on VRP21 

5. Click on People Manager/Supervisor 

sign-off 

6. Click on Yes 

7. VRP21 is signed off 

8. The email Notification goes to the 

Employee/Probationer regarding 

successful Probation completion 

9. Email Notification goes to PPU 

Admin 

10. The VRP21 and Section 13 certificate 

may be printed and signed 

4 
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Email Notification to Employee/Probationer 

 
 
Email Notification to PPU 
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Reminder e-mails  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

49. Reminder e-mails:  Incomplete, Un-signed Quarterly report – 10 Working days Before End of -Quarter 
(Unsigned by Both Employee/Probationer and People Manager/Supervisor) 

Schedule Job – 10 Days before End of Quarter email 

 

 

Test Steps 

• This report will automatically run 10 

Working days Before the End of 

each Quarter 

• The Report will be sent to the 

People Manager/Supervisor and 

PPU Admin 
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50. Reminder e-mails: Incomplete, Un-signed Quarterly report – 20 Working days After End of Quarter One 
(Unsigned by Both Employee/Probationer and People Manager/Supervisor) 

Schedule Job – 20 Days after End of Quarter email 

 

Test Steps 

• This report will automatically run 20 

Working days After the End of each 

Quarter 

• The Report will be sent to the People 

Manager/Supervisor and PPU Admin 
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Probation Report (Outstanding/Unsigned) Quarterly Reports 

 

 

51. Probation Report: iro Outstanding/Unsigned Quarterly reports 

PPU Admin logs on to PERMIS and request the unsigned Probation Report 

Test Steps 

• This report may be requested by PPU ADMIN 

• Go to Systems Reports and select Probationer Report 

 

 

 


