oA Goproin Manager Guide - Goal Planning ‘
Completing/Submitting the Planning Form,
cont...

Acknowledging Goals Submitted by an

Employee

|A” ?'?;Siﬁe‘jf employees a}re requirei'd :9 have gt 4. Click on the “Add Goal” link to start adding goals. 1. Follow steps 1-2 in the previous section and begin to
east two performance goals per evaluation period. acknowledge a goal by selecting an employee
These goals can be entered by either the manager : (Actions a?rowge Edi{). ’ Py
or the employee into our online performance RIEFES CIFECR SR | 2. You now have two options:
management system. The other party will then a. Acknowledge: To acknowledge a goal
have to enter the system to acknowledge the goal. 5. On the Create New Goal page, you will need to submitted by your employee, click on the
Goals can be entergd into the system from April 1% provide the following information for each goal: Acknowledge link for that goal.
through October 30™. » Goal Name b. Edit Goal: If you need to edit the goal before

e Description acknowledging it, you can make changes

e  Start/Due Date directly on the page. You must then save your

] " . Note: Goal Type is set and should remain as changes by clicking the Save link at the bottom
Completing/Submitting the Planning Form ‘ “Descriptive.” of the Planning/Monitoring page.
6. Enter the goal name and description. Start Date is

After saving, please note that if you've edited

) ) already defaulted to 4/1/2011. Enter the Due Date the goal, the “Acknowledge” link will change to

Your employees' Goal Planning form can be for the goal. After you have completed these “Submit” so that your employee can view and

accessed from the Home page: : ) ; ; x Hoy

requwed fields, click Continue. approve any changes you've made.

1. Select My Team > Performance > Goals Please do not select the option to make the goal Click Submit to send the edited goal to your
Planning from the main toolbar. private. If you do so, you will not be able to submit it employee for acknowledgement.

- —— to your manager.
dttembers 7. On thg (_Zreate New Goal — _Rermissio!‘n.s. page, you Monitoring Goals/Tasks
I owsbess may limit the employee’s editing capabilities by
hiwwy o deselecting the checkboxes in the Employee
—— Permissions section. Under Duplicate Goals, you

) Z“Wﬂ”meﬂa‘ﬁ can assign the goal to additional employees by on Is ar roved n do the followina:
Mga‘::gavgvzmw Performance Review far your CheCkIng the bOX “COpy thIS goal fOI‘ addltlonal ce goa S are app ove ! you ca o e tollo g
Roiwbgple | employees?” and clicking Continue. e Update Progress: You may choose a

e Check the box next to the names of the percentage of completion for the goal
) ) employees that you also want to receive e Amend - You may modify your goal.

2. You will be broughtlto tht_e Pgrformach Planning the goal and then click Continue. e Terminate — You may delete your goal.
Summary page which will display a fisting of your 8. You will be taken back to the Planning and * Add Notes —You may add and update notes
reports. ' Monitoring page. Here, you can review the goal regarding this goal. You may reference these

3. Tokadd Iordedlt gozlils fotr) an erC?Eonee or t? you've created before you submit it to the employee. notes during your review.
acknowledge goals submitted by an employee, If you need to make changes before you submit the Approved Next Step:Update [ptte progress
select the Actions arrow - Edit (see below). goal, you can do so directly on this form. You must Progress |

1 ) . _

Actions | Lastname | FrstName | Employee b | JobTile | performance Pranner sanr press Save at the bottom of the page to retain

E Mark A rofessionaliie your changes.
o rane - i 9. Finally, you must press Save and Activate

Performance Note in order for the employee to
e receive and acknowledge the goal(s).

Erofessionalie 10. If you copied the goal you created to additional
employees, you must go to those employees’
Planning and Monitoring pages(steps 1-3) to
submit the goal to them as well.
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