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Quick Reference Guide
Goal Setting and Annual Performance Review for Staff — Last updated 2/21/19

This guide includes the steps to add and maintain goals throughout the performance plan year, in addition, to the steps
involved in the annual performance review process.

Hyperlinks:
Intro to Accessing SuccessFactors

Intro to Goals Management

Intro to Self-Assessment for Annual Eval

Visit OneCampus (https://one.purdue.edu/) and select SuccessFactors. Log in using your Purdue User ID
and Boiler Key passphrase.

Home

Goals

Performance & 360s

Click on Home Menu
at top of screen and

Compensation
select Goals p

Development
Careers
Company Info

My Employee File

l Lindsey E Farrell - 2018-19 Goal Plan - i Actions  ® Display Options

~ Introduction

The Goals dashboard
displays.

Performance management is an integral part of Purdue University's ongoing effort to encourage staff to higher levels of achievement and service. Goal planning is the first step to successful performance
management. It is important to document position-critical goals below. You can create up fo fifteen goals. Each goal will be automafically populated into the annual performance management form and will be
assigned a performance rating. For additional information and goal planning resources, click here.

Click Add Goal ->
New Goal Total Weight: 0.0%

(Max:15)

Goals
‘You have ne goals as yet
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Add Goal - Microsoft Edge = O X

) performancemanagers.successfactors.com

There are two options
for adding a new goal. Create a New Goal

Choose what type of goal to add

Option 1 — Click

Blank Goal. +

Add a blank goal template
Option 2 — Click
Sample Goal.

Select from sample goals and metrics

The next two sections
cover the steps for
each option starting
with a Sample Goal.
This will help provide
an understanding of
the different
components of a goal.
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Add a Sample Goal

Select Goal from the Library

Select goal to add from the library. Click the icon to expand categories. You will
be able to modify the goal in the next step.

Click the arrow (>) to the left > Effectiveness and Efficiency Measures
of one of the four Purdue
overarching metric and > Professional Development

measurement categories to
view sample goals and
metrics. > Time Measures

> Quality and Quantity Measures

Cancel Back Add Selected

Select Goal from the Library

Select goal to add from the library. Click the icon to expand categories. You will

be able to modify the goal in the next step.
Select one or more goals e g ?

categories.

> Effectiveness and Efficiency Measures
In this .example, we've select > Professional Development
Effectiveness and
Efficiency Measures. > Quality and Quantity Measures

> Time Measures
Click the right facing arrow >
to expand the category.

Cancel Back Add Selected
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1
|

| Select Goal from the Library

Select goal to add from the library. Click the icon to expand categories. You will
be able to modify the goal in the next step.

Select the individual goal of [0 Compliance Rate __ compliance rate
PI’OjeCt Com pletlon within [[] Cost Reduction $__ reduction in __ costs
Budget.

[[] Customer Satisfaction Score Customer satisfaction score

. Decrease Average Cost % decrease in cost per

Click Add Selected. H ¢ Per —

[] Error Rate Reduction ___error rate

Project Completion within Budget % of _ projects completed

within budget
[ Rate Reduction __rate

Cancel Back Add Selected

The new goal is auto-
populated with the Goal
Name (required),
Description, and Metric.

Visibility defaults to Private. £ your gou below,
This means that the goal is P ———
only visible to the employee, - N |

their supervisor, and any

Supervisors up the |ine Of [Progect Complabon witin Budgat
supervision.

Public goals are visible the
employee, their peers, their
supervisor, and any other

individuals up and down the

[
line of supervision. [ o prfects comploted it e

[Compicte 100% of __ projects within budgoet for (tme frame)

Edit the sample goal defaults Cancel  Back | SaveChanges
to meet your needs and those
of your unit.

Spell check and legal scan
are available.

Scroll down to enter the
percentage of Weight
(required) this goal carries
toward the total weight of
100% for all goals established
for the performance plan * Weight: 200 %
year.

(Note: Weighting for all goals
must equal 100% at the time
of the annual performance
review.)
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|

Scroll down to enter the Start " Start Date: 01/01/2018
Date (required) and End Date
(required). * Due Date: 12/31/2018
% Complete: 00| %
Continue to scroll down to Status: Not Started v
enter the % Complete and gul_l‘_.itarﬁed
n irac
Status. Behind
Completed
Click Save Changes.
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Add a Blank Goal

Add Goal - Microsoft Edge = O x

(| performancemanager8.successfactors.com

Create a New Goal

Choose what type of goal to add

=+| Blank Goal

Add a blank goal template

Sample Goal

NeXt CliCk B | an k Goal Select from sample goals and metrics

goal contains the Goal Name,
a Description, and Metric; all
three of these fields appear
blank.

Edit your goal balow
Fsltls markad with * e riuioed

Vissbiity. Privatn

Gaal Name®:

Enter a Goal Name (required)
and a Description and Descpns
Metric (optional).

Spell check and legal scan
are available.

Scroll down to enter the
percentage of Weight
(required) this goal carries
toward the total weight of
100% for all goals established
for the performance plan
year. *Weight: 200| %

(Note: Weighting for all goals
must equal 100% at the time
of the annual performance
review.)
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Scroll down to enter the Start * Start Date: 01/01/2018
Date (required) and End Date
required).
(req ) * Due Date: 12/31/2018
% Complete: 0.0 %
Scroll down to enter the % Status: Not Started Y
Not Started
Complete and Status. P

Behind

Completed

Lastly, scroll down to select
University Initiatives
(optional).

University Initiatives (optional):

Affordability and Accessibility

(Note: Wh It th Departmental, College, or Schoaol Initiatives
ote. en a goal irom the

sample library is added, the STEM Leadership
University Initiatives do not
display, however, they can be

VieV\I’()ad when editing the World-Changing Research
goal.

Transformative Education
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Edit a Goal

Click on Home Menu at top
of screen and select Goals

Home

Goals

Performance & 360s

Compensation
Development
Careers
Company Info

My Employee File

The Goals dashboard
displays.

To track your progress or to
edit a goal there are two
options from the Goals
dashboard:

Option 1 — Click Edit next to
the name of the desired goal.

Option 2 — Click below

Actions and select Edit goal.

(Note: Indented (subordinate)
goal weights are applied to
the total goals weight of
100%.)

In this example, click Edit.

1.1 Project
Completion |
within

Budgem

< Comments

arojects completod within budgel 01012018 12312018 0.0%

Wiaw goal dutad

Delata gosl

Indort goal

Scroll down to enter %
Complete and/or select a
Status.

(Note: Edits to Goal Name,
Description, and Metric can
also be made throughout the
performance plan year.)

% Complete: 0.0 %

Status: Not Started v

Not Started
On Track
Behind
Completed

Click Save Changes.
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From the Home page, To Do
section, click the Review
Performance & 360s tile.

P URD UE /é‘:} Home ~

UNIVERSITEY

Review Performance Take Courses

360s

Reviews
Due Anytime

1

Courses
Due Anytime

A

Click Employee updates
goals and completes self-
assessment.

Review Performance & 360s

| Employee updates goals and completes self-assessment|
! for Kerry L Blankenship

The Performance
Assessment dashboard
provides:

1. Navigational jump
links to each section
of the form.

2. A process flow Route
Map that tracks
where you are in the
process and the
steps completed.

Back to; Te-Dos

2018-19 Performance Assessment for Kerry L Blankenship tacions (DHisloy &

_ Keiry L Blankenship €0
P Inecornpieta e Suppering

Route Map  Employes - Historicnd Performance Forms Infroduction  User information Goals  Unit Competencies

Route Map

1 Sell-Assessment |1 2 Manager Assessment |1 3 121 Meetng L1 | ¥ I3 5  Completed

[ Actions.

You can also execute
Actions including legal scan
and spell check, view History
including performance and
360 reviews, attach
Supporting documents, print,
save as a PDF, or save
changes to the assessment.

(O History &

¢ 0

Supporting

Scroll down to the section
titled Goals. This is the first
section in the form.

Note: If your unit is utilizing
weighting other than the 75%
goals/25% competencies
weighting, click Edit Section
Weight and enter the
appropriate weights (as
defined by your unit)

Edit Section Weights

Set weights and click save. Weights need to add up to 100%4.
Total weights add up to 100%

Goal 5|%
Goals (75.0%: # oals
9 Unit Competencies t,v:
f
‘ Cancel ‘
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All the goals maintained
throughout the performance
plan year are automatically
loaded into the self-
assessment form during the
Performance Review period.

From here you can add a
Rating and Employee
Comments for your
manager’s review for each
goal.

.

Gosl Hame* thiny Budget Description cigen &
Start Cate Due Date
% Complete Status

You can also enter Overall
Comments on Goal
Achievement. (optional)

Overall Comments on Goal Achievement

Next, scroll down to complete
the Unit Competencies
section add click Add
Competency

Unit Competencies (25%) < em

Ensure a checkmark is
placed beside the
competencies utilized by your
unit. Add checkmarks, as
appropriate, and click Add to
save the unit competencies in
the form. Remove
competencies by selecting
the adjacent trash icon next

Add Competencies x

All By Role

Purdue Competencies Purdue Competencies

Communications

Continuous Improvement / Change Management
Culture and Values

Customer Service / Service Orientation

Decision Making / Problem Solving

to the competency name. Supervision

Teamwork

Culture and Values ©

You are encouraged to Supports a culture of professionalism through cost-effective, efficient, transparent, and impactful work. Demonstrates ability to maintain positive relationships that enrich the work enviranment.
document your Rating @ _
accomplishments for each —— .
com petency in the space Employee Comments Writing Assistant
provided. Click Writing BIU| EEZSE |9 0k o] kg
Assistant for sample
wording.
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Find a quote about Kerry's competency X

. Culture and Values
For each unit Competency

sam p|e |ang uage is prOVided Supports a culture of professionalism through cost-effective, efficient, transparent, and impactful work. Demonstrates ability to
. maintain positive relationships that enrich the work environment.
that aligns to three

performance levels. .
Select topics below
Exceeds Expectations Meets Expectations Does Not Meet Expectations

Click the performance level;
= All aspects of the goal were fully

sample language appears in

All'aspects of the goals were fully = Significant aspects of the goal were

. accomplished and the staff accomplished. not accomplished negatively
the PreV ew QU ote B el ow member's contributions surpassed impacting stakeholders and or goal
section. established criteria. attainment. Specific improvements

are required

From here you can Adjust

the positi\/ity (- / +)_ Describe Behavior ~ Give Advice
o ) Select a Narrative: Adjust the positivity: 2
Once you are satisfied with o | Kerry — oeo +

the wording, click Paste
Quote and Close.

Preview Quote Below

I'have executed cost effectiveness, efficiency and transparency standards as established by my supervisor.
Fxamnles inclide linsert axamnles] | hava astablished nositive ralatinnshing with stakehnldare Fxamnlas

Edit sample language as

appropriate
T E P
Close Place Quote
Owverall Comrments on Unit Compelencies
You can also enter Overall Cormposaniios Gt ks | o s
Comments on Unit LA L T

Competencies. (optional)

If the self-assessment form is

complete, click Submit to Cancel Save and Close Submit to Manager for review
Manager for review.

2018-19 Performance Assessment for Kerry L Blankenship

Roube Map

Enter additional comments

(optional). If comments are : : ' ik e
entered, they will appear in
email notification to manager. Suburit bo Massege fox i)

Forwand Form to Cray M Divs.

Click Submit to Manager for T —
review and your manager will
receive an email notification.

Carcel & Rstum b Form [l Sutmed b Manager for reden
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After your manager has
completed your performance
evaluation, the completed
performance assessment is
routed back to you for an
electronic signature of
acknowledgment.

Home ~

| Review Performance Take Courses

| &360s

Reviews
Due Anytime

1

Courses
Due Anytime

A

From the Home page, To Do
section, click the Review
Performance & 360s tile.

Review Performance & 360s

Click Employee
Acknowledgement.

| Employee Acknowledgement|
for Kerry L Blankenship

2018-19 Performance Assessment for Kerry L Blankenship

Your Performance
Assessment form indicates
the process is at Step 4:
Employee =

(G s s (79 st 0 (3 11meang 0 B e | <) compien

Acknowledgement. Eram

Scroll down to review the
assessment including
comments and ratings from
your manager.

Signatures

Scroll to the bottom to the o
Signatures section.

Add Employee Comments
regarding the final
assessment (optional) before

submitting your electronic
signature.
Click Sign and

Acknowledge.

Confirm by clicking Sign and
Acknowledge again.

e v o yous Cumplelad s

The annual performance
assessment is complete.

The completed assessment is e e E—

stored in the Completed - el

folder on the Performance i o v 3 Fomsonte et Fomon o St

dashboard. e S i
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