
Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

Open the Appraisal and View 

the Employee Goal

The high-level steps an Administrator takes to bring 

an Employee Goal into an appraisal are shown in 

the menu on the left.

Navigation

• Click the numbered circles on the left to move to the first step in each 

phase. 

• Use the Page Down key to proceed through the quick steps. Use the 

Page Up key to return to a prior slide.

Begin

Add the Employee Goal 

Category to a Performance 

Workflow

2

Create an Appraisal Based on 

the Workflow

3

Best viewed in IE or Adobe PDF Reader.

Bring an Employee Goal 
Into an Appraisal Quick 
Steps

View Employee Goals

1

4



Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

Create an Appraisal Based on 

the Workflow

View Employee Goals

1

If an Administrator decides it would be beneficial to include Employee Goals 
created outside the Appraisal process into an appraisal, the Administrator 
can do this by adding the Employee Goals category to a Performance 
Workflow, and selecting to Include Active Employee Goals. 

First, let’s view the goal that will be pulled into an appraisal in Step 3.

Click MY EMPLOYEES.

A

Click My Employees.

B

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

Create an Appraisal Based on 

the Workflow

View Employee Goals

1

Click to expand the Actions 

menu.

C

Click Goals.

D

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

Create an Appraisal Based on 

the Workflow

View Employee Goals

1

This Employee has one active goal, which will be dynamically pulled into the 
appraisal we will demonstrate creating in Step 3. To do this, an Administrator 
must first add the Employee Goals category to a Performance Workflow. Let’s 
demonstrate.

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

Click the 

Administration icon.

A
1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

3

4

2

Bring an Employee Goal 
Into an Appraisal Quick 
Steps



Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

Scroll to the 

Performance section.

B

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click Workflows.

C
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals
Scroll to the existing 

workflows section and 

click the Edit icon for 

the workflow where 

you want to add the 

Employee Goal 

category.

D1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click the 

Categories step.

E
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Locate the Employee 

Goals category in the 

Available Items list and 

click the plus icon to 

select it.

F
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click the Content step.

G

If desired, modify the weight for the 
Employee Goals category. Equalize and 

normalize the weights across the 
categories, as needed.
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click the plus icon for Include Active Employee Goals.

I

Scroll to the Employee 

Goals section.

H

Adding Include Active Employee Goals to a workflow means 
that when an appraisal based on this workflow is launched 
for an Employee, all of the active Employee Goals for that 
Employee, like the one we viewed in Step 1, will be pulled 

into the appraisal. 
3
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click Save Changes.

J
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

The workflow is saved with the trigger to include Active 
Employee Goals. Next we’ll create an appraisal based on 

this workflow and demonstrate how the Employee Goal is 
pulled into the appraisal.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click MY EMPLOYEES.

A

Click My Employees.

B
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow Click to expand the Actions 

menu.

C

Click Create New Appraisal.

D
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click Next.

E

The Employee for whom we launched the appraisal is selected by default. Click Next to 
move to the next step and select the Performance Workflow  from Step 2.
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click Choose Workflow.

F

Click the down arrow to expand the 

selections.

G

Select the workflow from Step 2, 

Reine’s Workflow.

H
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click Next.

I
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click Finish.
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

Click MY EMPLOYEES.

A

Click My Employees.

B

Click Reine Hiring Manager Appraisal.

C

Now let’s open the appraisal we launched in Step 3 
to view the active Employee Goal pulled into the 

appraisal. 
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

Click the Employee Goals 

category. 

D

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

Open the Appraisal and View 

the Employee Goal

Add the Employee Goal 

Category to a Performance 

Workflow

The Active Goal, Complete Certification, that we 
viewed for this Employee in Step 1 is dynamically 

included in the appraisal. 
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Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

View Employee Goals

1

Create an Appraisal Based on 

the Workflow

3

Open the Appraisal and View 

the Employee Goal

4

Add the Employee Goal 

Category to a Performance 

Workflow

2

This concludes the 

Bring an Employee Goal Into an 

Appraisal quick steps.
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