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Complete Online Form 
Once a supervisor has completed the review of the employee and determined the employee has progressed to the next 
rank, the employee must submit the Career Progression Nomination Form in Kuali. Only those employees who have met 
all Eligibility Criteria to be eligible for nomination to the next rank should complete the Career Progression Nomination 
Form.  

 
Employee Section 
Employee Information 

1. Employee logs into the Career Progression Nomination Form at: 
https://uconn.kualibuild.com/app/6583480032976c013b8f986d/run 

2. Employee enters their name in the Employee Name field and selects from the results in the drop-down list. The 
following fields will auto populate once the name has been selected: NetID, Payroll ID, Name, Email, 
Department, Job Title, Union Code, Employee Supervisor’s name and email, and Department Head name and 
email.  

3. Enter the Manager Outside of the Bargaining Unit’s name and select from the results in the drop-down list. The 
Manager Outside of the Bargaining Unit’s email will auto populate.  

• Note: The individuals listed in this field are limited to those that are outside of any bargaining unit. The 
same person may be the supervisor and manager if the supervisor is not in a bargaining unit. If you do 
not know who the Manager Outside of the Bargaining Unit is, please contact your supervisor and/or HR 
Specialist.  

4. Select your current Career Progression Rank from the drop-down list.  

 

 

 

 

 

5. Select your requested Career Progression Rank from the drop-down list.   

 

 

 

 

https://hr.uconn.edu/career-progression/#collapsepanel-45264-1-1-11
https://uconn.kualibuild.com/app/6583480032976c013b8f986d/run
https://hr.uconn.edu/wp-content/uploads/sites/1421/2023/01/HR-Specialists-Dept-Distribution.xlsx
https://hr.uconn.edu/wp-content/uploads/sites/1421/2023/01/HR-Specialists-Dept-Distribution.xlsx
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6. Select your Occupational Group from the drop-down list. If you are unsure of your Occupational Group, please 
contact your supervisor or locate your job template within the appropriate Occupational Group.  

• Note: It is important to select the appropriate Occupational Group, as this will impact the Occupational 
Group Core Competencies on the form. 

 

  

https://hr.uconn.edu/job-template-library/
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Justification for Achievement of Specified Rank 
In this section the employee will provide a justification on how the employee has achieved the specified rank for each 
competency under each Competency Category as outlined on the position’s Career Progression Framework. Listing 
development activities is not sufficient. Specific examples must be provided on how the employee has demonstrated 
the particular behaviors, capabilities, understanding, and expertise for the competency in their position through various 
tasks at the designated rank.  

Employees should refer to the specific Career Progression Framework while completing the remainder of the Career 
Progression Nomination Form.  

 

Universal Competencies 

1. For each Universal Competency (I.e., valuing diversity; innovation/creativity; leadership), the employee will 
provide justifications for their progression to the next rank. 

a. Employees must articulate what they did to achieve the specified rank (as selected in the Requested 
Career Progression Rank selection above) for each competency, including:  

i. How they developed the competency at this rank using observable and measurable behaviors, 
skills, knowledge, and abilities; and 

ii. Why performing the behaviors, skills, knowledge, and abilities is significant to their role at this 
rank.  
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Core Competencies per Occupational Group 

The three core competencies listed within this section will be determined based on the Occupational Group selected 
above.  

1. For each core competency, the employee will provide justifications for their progression to the next rank.  
a. Employees must articulate what they did to achieve the specified rank (as selected in the Requested 

Career Progression Rank selection above) for each competency, including:  
i. How they developed the competency at this rank using observable and measurable behaviors, 

skills, knowledge, and abilities; and 
ii. Why performing the behaviors, skills, knowledge, and abilities is significant to their role at this 

rank. 
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Additional Professional or Manager Competencies 

When creating the Career Progression Framework for a position, the supervisor will have selected two Additional 
Professional or Manager Competencies. Professional Competencies are selected for classifications in the Professional 
Category (P1 to P7), related to the employee’s job specification and/or discipline. Manager Competencies are selected 
for classifications in the Manager Category (M5 to M8), related to the employee’s role of providing a combination of 
supervision/management over a department charged with provide a variety of cross-disciplinary services.  

If you are unsure of the additional professional or manager competencies, please contact your supervisor.  

1. Select the First Professional or Manager Competency from the drop-down list, based on your Career Progression 
Framework.  

2. For the First Additional Professional or Manager Competency selected, employees must articulate what they did 
to achieve the specified rank (as selected in the Requested Career Progression Rank selection above) for each 
competency, including:  

a. How they developed the competency at this rank using observable and measurable behaviors, skills, 
knowledge, and abilities; and 

b. Why performing the behaviors, skills, knowledge, and abilities is significant to their role at this rank. 
3. Select the Second Professional or Manager Competency from the drop-down list, based on your Career 

Progression Framework.  
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4. For the Second Professional or Manager Competency selected, Employees must articulate what they did to 
achieve the specified rank (as selected in the Requested Career Progression Rank selection above) for each 
competency, including:  
a. How they developed the competency at this rank using observable and measurable behaviors, skills, 

knowledge and abilities; and 
b. Why performing the behaviors, skills, knowledge, and abilities is significant to their role at this rank. 

 

 

Employee Signature 
1. Read the Employee Acknowledgement and click Sign this form. Type, draw, or upload a signature and Save.  
2. On the top right of the form click Submit.  
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Supervisor Section 
After the employee has completed their section of the Career Progression Nomination form, it will be routed to the 
Supervisor. Supervisors will receive an automated email from no-reply@mail.kualibuild.com notifying them that the 
employee has submitted for Career Progression and will provide a link to complete their portion of the form.  

 

Justification for Achievement of Specified Rank 
In this section the supervisor will provide a justification on how the employee has achieved the specified rank for each 
competency under each Competency Category as outlined on the position’s Career Progression Framework. Listing 
development activities is not sufficient. Specific examples must be provided on how the employee has demonstrated 
the particular behaviors, capabilities, understanding, and expertise for the competency in their position through various 
tasks at the designated rank.  

Supervisors should refer to the specific Career Progression Framework while completing the remainder of the Career 
Progression Nomination Form.  

 

1. The Supervisor should carefully review all information input by the employee for accuracy, including that they 
selected the correct Occupational Group and Professional or Manager Competencies.  

2. The Supervisor must comment and provide additional information and/or examples on how the employee 
meets the rank for each competency.   

  

mailto:no-reply@mail.kualibuild.com
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Supervisor Signature 
1. Supervisor must read the Supervisor Acknowledgement and select their Supervisor Recommendation from the 

drop-down list.  

 

2. Supervisor clicks Sign this form. Type, draw, or upload a signature and Save. 
3. Supervisor may add any additional overall comments.  

 
 
 
 
 
 
 
 

4. On the top right of the form, click Mark Complete.   
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Department Head Section 
After the employee and supervisor have completed their sections of the Career Progression Nomination form, it will be 
routed to the Department Head. Department Heads will receive an automated email from no-reply@mail.kualibuild.com 
notifying them that the employee has submitted for Career Progression and will provide a link to complete their portion 
of the form. 

 

Justification for Achievement of Specified Rank 
1. The Department Head should carefully review all information input by the employee for accuracy and for 

comments from the supervisor.  

 

Department Head Signature 
1. The Department Head must read the Department Head Acknowledgement and will select the appropriate 

Department Head selection from the drop-down list.   

 

 

2. The Department Head clicks Sign this form. Type, draw, or upload a signature and Save. 
3. Department Head adds their justification for their approval or denial of the nomination in the Department Head 

Comments section.  
4. On the top right of the form, click Mark Complete. 

 

  

mailto:no-reply@mail.kualibuild.com
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Manager Outside of Any Bargaining Unit Section 
After the employee and supervisor have completed their sections of the Career Progression Nomination form, it will be 
routed to the selected Manager Outside of Any Bargaining Unit. Managers Outside of Any Bargaining Unit will receive an 
automated email from no-reply@mail.kualibuild.com notifying them that the employee has submitted for Career 
Progression and will provide a link to complete their portion of the form. 

 

Justification for Achievement of Specified Rank 
1. The Manager Outside of Any Bargaining Unit should carefully review all information input by the employee for 

accuracy and for comments from the supervisor and department head.  

 

Manager Outside of Any Bargaining Unit Signature 
1. Manager Outside of Any Bargaining Unit must read the Manager Outside of Any Bargaining Unit 

Acknowledgement and will select the appropriate Manager Decision from the drop-down list. 

 

 

 

 

 

 

   

2. Manager Outside of Any Bargaining Unit clicks Sign this form. Type, draw, or upload a signature and Save. 
3. Manager adds their justification for their approval or denial of the nomination in the Manager Comments 

section.  

4. On the top right of the form, click Mark Complete. 

 

  

mailto:no-reply@mail.kualibuild.com
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Check the Status of Request 
 

Draft Form  
Employees may start a Career Progression Nomination Form and save it as a Draft to return to, to later complete. Follow 
the instructions below to access your draft.  

1. Click the link provided in the notification email or log in at: 
https://uconn.kualibuild.com/app/builder/#/my/submissions  

2. Under “My Documents,” click Drafts.  

 

3. Click the form name to view and complete the draft.  

 

  

https://uconn.kualibuild.com/app/builder/#/my/submissions
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Submitted Form 
Upon submission of the Career Progression Nomination Form, you will receive an email notification from no-
reply@mail.kualibuild.com. Kuali Build is used for many projects at the University and many users have set up inbox 
rules to move Kuali Build notifications to a separate folder. Please check your inbox rules to adjust as needed for emails 
including Career Progression in the subject line.  

1. Click the link provided in the notification email or log in at: 
https://uconn.kualibuild.com/app/builder/#/my/submissions  

2. Under “My Documents,” click Submitted.  

 

 

 

 

 

 

3. Review the status of the form on the Submitted list.  

4. Click on the form name to view the submitted form.   
5. To view the form’s status, click on the form name, then click Status (top left of form) to review approvals, 

denials and comments.  

 

 

 

 

 

Please note: You will not receive an email from Kuali when the nomination form is complete. Human Resources will be 
communicating directly with employees on the outcome of the nomination form, including applicable salary changes or 
denial reasons.  

 

 

  

mailto:no-reply@mail.kualibuild.com
mailto:no-reply@mail.kualibuild.com
https://uconn.kualibuild.com/app/builder/#/my/submissions
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Delete or Withdraw Nomination Form 

 
Delete a Draft Form  
Employees may need to delete a draft Career Progression Nomination Form (e.g., inadvertently created several drafts). 
Follow the below instructions to delete unnecessary drafts.  

1. Log in at: https://uconn.kualibuild.com/app/builder/#/my/submissions  
2. Under “My Documents,” click Drafts.  

 

3. Find the draft form that may be deleted and select the trash can icon under “Actions.”  

 
4. A pop-up message will appear, notifying that the deletion will be permanent. Click Delete.   

 

  

https://uconn.kualibuild.com/app/builder/#/my/submissions
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Withdraw a Submitted Form  
Employees who wish to withdraw a Career Progression Nomination Form which has been submitted may follow the 
instructions below.  

1. Log in at: https://uconn.kualibuild.com/app/builder/#/my/submissions  
2. Under “My Documents,” click Submitted.  

 

 

 

 

 

 

3. Find the submitted form that may be withdrawn and select the three dots under “Actions.” Once selected, click 
“Withdraw.”  

  

https://uconn.kualibuild.com/app/builder/#/my/submissions
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Approve Career Progression Nomination Forms  
Approvers (e.g., Supervisors; Department Heads; Managers Outside of Any Bargaining Unit) will receive an email 
notification from no-reply@mail.kualibuild.com. Kualibuild is used for many projects at the University and many users 
have set up inbox rules to move Kualibuild notifications to a separate folder. Please check your inbox rules to adjust as 
needed for emails including Career Progression Nomination Form in the subject line. Note: When the same person is 
listed in the Supervisor and Manager Outside of Any Bargaining Unit fields, the system will generate two emails to the 
same person.  

1. Open the email notification and click View Task to go directly to the submission. Users may also log into the 
Kuali Build homepage and select Action List; click the request from the Action List.  

 

 

 

 

 

2. Confirm the form is set to Review or click from Status to Review.  

 

 

 

 

3. Review and complete the form as noted in the Supervisor or Manager Outside of Any Bargaining Unit Sections 
above.  

4. Click Sign this form at the bottom of the page. Type, draw, or upload signature and Save.  
5. On the top right of the page, select Mark Complete or Send Back.  

 

Mark Complete – Marks that level of approval or denial as Complete and submits to the next level of approval. 
Please note: Denials will end the approval workflow and route directly to Human Resources. Human Resources 
will communicate with the employee regarding the decision. 
Save – Saves the current progress on the form, but does not submit to the next level of approval.    
Send Back – Returns for the employee to update and resubmit into the approval workflow. A comment must be 
added when sending the form back.  

  

mailto:no-reply@mail.kualibuild.com
https://uconn.kualibuild.com/build/space/5e47518b90adda9474c14adb
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Questions?  
For specific questions related to data entering in your form, please contact your HR Specialist. 

For general questions, please contact workforce@uconn.edu.  

https://hr.uconn.edu/wp-content/uploads/sites/1421/2023/01/HR-Specialists-Dept-Distribution.xlsx
mailto:workforce@uconn.edu
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