Add Goals to an Appraisal _

Via the Performance
Workflow

Create a Goal in the Goals
Library

v

Add a Goal to a Performance
Workflow
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Create an Appraisal Based on
the Workflow
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View the Goal Added to the
Appraisal

In this click-thru, you will learn how an Administrator
adds a goal to an appraisal by creating a goal in the
Goals Library and adding it to a Performance
Workflow.

Click the numbered circles on the left 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.
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Best viewed in |IE or Adobe PDF Reader.
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Options available when creating a goal in the Goals Library vary slightly from

Via the Performance those available when adding goals within an appraisal or within the
Workflow Goals Continuous Employee Goal Management process.
Add Goals
Creat S i e ©eel View All Goals Categories Back to Goals
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Enter a short Description of [ A Measurable goal stresses the need for concrete criteria
the goal.

F

for measuring progress toward the attainment of the goal. It also discusses
what success looks like once the goal is completed. A measurable goal will

usually answer aquestions such as:
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Create a Goal in the Goals

Library
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Add a Goal to a Performance
Workflow
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Create an Appraisal Based on
the Workflow
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View the Goal Added to the
Appraisal

e
. <
\ *\/\, Creating Relevant goals means choosing goals

that are relevant and align to the organization, department and employee’s
success and development. A relevant goal can answer yes to these
questions:

® Does this seem worthwhile/necessary to the organization,
department and individual?

® |5 this the right time to pursue this goal?

e Does this goal align with our organization’s key priorities/strategy?

e Am | the right individual to accomplish this goal?

XX XXX

{
4

]
i Time-bound goals are set within a time frame, giving
!

them a target date. A commitment to a deadline helps focus efforts on
completion of the goal on or before the due date. A time-bound goal will
usually answer the question:

e When is this due, or when must this be completed/implemented?

C

lick Submit.
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Via the Performance Sales On the Manage Goals screen, the goal displays in the grid.
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4
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E~ GOAL DESCRIPTION GOAL SCORE TYPE ~ GOAL RATING TIPS ACTIONS
Add a Goal to a Performance Secure 2 Verified Leads for your Pipeline  Add at least 2 qualified leads to your pipeline by the end of Q4. Percentage Complete  No X :
Workflow
v The Secure 2 Verified Leads for your Pipeline goal is now
9 available to be added to a Performance Workflow.
Create an Appraisal Based on
the Workflow
€ Vvorktio On the Goals Library screen, the Number of Goals
é for this category increases by 1
View the Goal Added to the ATEGORY NAME RURGERLY GO
Appraisal
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S of
S o X
SLIDER GOAL (NA S o
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Via the Performance workflow. We’ll edit an existing Performance Workflow. Create New Workflow
Workflow
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: Appraizal
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Via the Performance Reine's Workflow
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Create a Goal in the Goals dentification Categories Content Scale Phases Configuration Appraisers Approvals Approval Order Scheduling Review
Library *
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Add a Goal to a Performance Available ltems Selected ltems
Workflow

é RF - Goals (Goal) + i22 Core Competencies {Competency) Weight | 33.34 % x
Create an Appraisal Based on RN-Scale Goal (Slider scale with NA) (Goal) + 32 Job Competencies (Competency) Weight | 33.33 % x
the Workflow ' 7 =
v
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View the Goal Added to the In the Available Items list,
‘ / the goal you created in Equalize Weights Normalize Weights to 100

the Goals Library, and
SK - Work Goals (Goal) click the plus icon to add +
\this to the workflow. )

SLIDER GOAL (NA) (Goal) +
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Workflow

Reine's Workflow

Step 1
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Step 3 Step 4
Content Scale

Categories

Step 5
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Available ltems

l Click the Content step.
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Technology Design ©
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Available Items
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=2% Secure 2 Verified Leads for your
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= Deltek

Main Menu
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My Matrix Employees

92 Box
Project Teams

Certifications

My Employees | employees ~

My Employees
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Approvals
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Development Learning
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Click the down arrow to
wnenr o) expand the Actions menu.

ACTIONS
Performance /ncomplete 23 Continuaus Fesdback
® Goals
I + Create New Appraisal I

+ Create New 380 Assessment
s Drill Down

X view TTF

Click Create New Appraisal. ]

Expand *
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Workflow S | D+ X-
(L) Launch Appraisal
Create a Goal in the Goals
Librar
y Step 1 Step 2 Step 3
+ Select Employees Select Performance Workflow Revie

Add a Goal to a Performance
Workflow

+ v Reine Admin Admin Administration and RT Hotel 5 Mars wf full 2

9 HRsmart General Approvals

Create an Appraisal Based on

Mars wf full really

the Workflow Epepito Admin
Administrator HRsmart E EPM Workflow
e i forkfloy
View the Goal Added to the The Employee for whom we launched the
Appraisal ikt appraisal is selected by default. Click Next to move o
' to the next step where we will select the ‘
8 vd

Performance Workflow edited in Step 2.

l Click Next.
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Employees Searc

My Employees | My Employees

Launch Appraisals

Step 1

-\.clc

APPRAISAL SOURCE

RC -

Mast Closely

hoose Workflow
- Select --

PBA - EPM Workflow

EPM Workflow

-EPM '.*.'Drk Flow

M-RA WORKFLOW
-RA WORKFLOW
-RA WORKFLOW

Associated Wd

ect Emplo

RC - EPM workﬂt:w.- 2

Step 2

Select Performance Workflow

l Click Choose Workflow. ]

l Click the down arrow to expand the selections.

-RA Multiple Appraizer
-RA Self Appraising

Select the workflow from Step 2,

Reine’s Workflow.

(Complete/
(Goal only)

(Approval A}

INC Goal RBMA)

Cancel

Step 3

D 1 e
REVIEW
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| Launch Appraisals

Step 1

Select Employees

18}

Most Closely Associated Workflow
® Choose Workflow
Reine's Workflow v
Copy Appraisal

- Select - v

¢ Mark Appraisal as Primary

Launch Appraisals from Workflow

Reine's Workflow

Admin HRsmart

Step 2

Select Performance Workflow

Administration and General

RT Hotel 5°

Click Next. ]
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Library
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Add a Goal to a Performance
Workflow

Create an Appraisal Based on

the Workflow

View the Goal Added to the
Appraisal

Launch Appraisals
Step 1

SC1eCiC

Workflow

Reine's Workflow

Reine's Workflow
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Reine Admin
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Admin HRsmart

Step 2

Administration and General

9 Finish | Cancela

RT Hotel 57

l Click Finish. ]
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Review
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Via the Performance

Workflow Main Menu My Employees | emplosees ~ v B
o Now let’s open the appraisal we launched in Step 3
Create a Goal in the Goals ; and view the goal within the appraisal.
Library Click MY EMPLOYEES. ]
My Employees
y My Employees
@ My Matrix Employees B
Add a Goal to a Performance 9 Box Click My Employees. Development Learning
Workflow
7 Project Teams
9 Certifications ' n Displaying1-60f6 10 E 50 100 per page
Create an Appraisal Based on
the Workflow { , n
o
Mars wf full 2 Perf nce Incomplete
View the Goal Added to the o laﬂl_ L prmane
Appraisal HRFETAESS
Reine's Workflow Planning Incomplete
Reine Admin
PE:
Administration and General Click the appraisal we
RT Hotel 5" launched in step 3, Reine’s

Workflow appraisal.

Expand
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Via the Performance for Reine Admin

Workflow
(1)

Create a Goal in the Goals :
Library Move to the Next Phase

This appraisal is ready to move to the next phase.

L
(2)

= Print Appraizal

Add a Goal to a Performance

APPRAISAL INFORMATION CORE COMPETENCIES {33.3495) JOB COMPETENCIES (33.33%4) | SALES (33.33%0)
Workflow

v SUMMARY SUPPORT INFORMATION {GLOBAL ADMIN ONLY)

©

Create an Appraisal Based on

the Workflow Step 1 Step 2 Step 3

v

(4)

Planning Performance Aszeszment

View the Goal Added to the
Appraisal Signature Log

Phase Signature Requirements

1. ~@epm_workflow_phase_06540b2b5a87125383338983b2cbB218@~ (Mo signatures are required)
2. ~@epm_waorkflow_phase_188e60b3583102d056f086c8T70fef540@~ (Mo signatures are required)

3. ~@epm_workflow_phase_500b438667e2bbf2545516ac4055b80d@~ (Mo signatures are required)
4, ~@epm_workflow_phase_§2270beB15742523109679d3b2d62023@~ (Mo signatures are reguired)

CONTINUOUS FEEDBACK

Click the category where
we added the goal in Step
2, the Sales goal category.
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. Sales {10(:]’00%) i= Collapse All Notes | |™ Add Goal =~ # Manage Weights
Via the Performance
Workflow
o I Secure 2 Verified Leads for your Pipeline (50.00%) I The goal we added in Step 2 displays under the =
Create a Goal in the Goals Sales category.
Library Add at least 2 qualified leads to your pipeline by the end of Q4.
v
g GOAL SCORE TYPE Percentage Complete
Add a Goal to a Performance -
Workflow PRIVATE No
v
9 START DATE
Create an Appraisal Based on TARGET DATE
the Workflow
v COMPLETION DATE

) GOAL STATUS N/A
View the Goal Added to the A /
Appraisal
EMPLOYEE % COMPLETE: 0%

MANAGER % COMPLETE: 0%

RELATED GOAL

General Appraisal Notes (# Add Journal Entry
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Sales {100 DO%) i= Collapse All Notes | |™ Add Goal =~ # Manage Weights
Via the Performance
Workflow
o Secure 2 Verified Leads for your Pipeline (50.00%) =
Create a Goal in the Goals
Library Add at least 2 qualified leads to your pipeline by the end of Q4.
v
g GOAL SCORE TYPE Percentage Complete
Add a Goal to a Performance
PRIVATE .
Workflow This concludes the
7 . .
o START DATE Add Goals to an Appraisal via the
Create an Appraisal Based on TARGET DATE Performance Workflow click-thru.
the Workflow
¥ COMPLETION DATE

o

. GOAL STATUS N/A
View the Goal Added to the A /
Appraisal
EMPLOYEE % COMPLETE: 0%
MANAGER % COMPLETE: 0%

RELATED GOAL

General Appraisal Notes (# Add Journal Entry




