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Guide Usage and Disclosures

Guide Information

This guide is designed based on the Oracle Cloud HCM delivered setups; some fields
may differ from your instance configurations. For example, some fields may be
required in this guide that are not required in your instance. Additionally, some of
the training topics discussed in this guide may not apply to your organization, but we
know you'll find it helpful. If you would like a custom guide for your organization,
please contact our Training Team at learn@camptratech.com.

How To Use This Guide
This guide is intended to assist Admin users with their day-to-day tasks in Oracle
Cloud. A few notes before you begin:

¢ Any fields with an asterisk are required fields.

< Based on your configurations, approval workflows may in place for the
training topics below; those tasks would need to be approved before the
additions or updates are visible in your instance.

¢ You may have specific flexfields in your instance that require inputs; this
guide is a generic tool and will not include those specific flexfields. You
will see those fields as a context segment or not visible at all in our Oracle
instance.

Overall Process Flow

Before we begin with the training content, It’s important to understand the overall
process flow of information in Oracle Cloud for the Goal Management module.

Standard Performance Document] Performance Document 2020

FY 2020 Review Period
s Evaluation ic

Template

Annual Performance Document Type
Annual Performance Goal Section
FY 2020 Review Period
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Glossary of Terms

Here we've included common terms associated to the Goal Management module. Please
review the terms below to familiarize yourself with the Oracle Cloud terms used
throughout this guide.

Goals
< Defined objectives that employees are expected to achieve in a given period
Goal Plans

< Goal plans are used to manage a collection of performance goals for a specific
period

Goal Plan Sets

< Goal plan sets are used to group and assign performance goal plans to a population
set. Each goal plan set is associated with a review period.

Goal Library
< Arepository of Goals.
Eligibility Profile
< Determine which workers are eligible for a plan, compensation object,
and checklist task. Based on the criteria within the profile, this will determine
eligibility.
Scheduled Processes
< Aprocess or job scheduled to run for a specific reason; i.e Assign Goal Plan

Review Periods

< Review periods enable the organization to organize your processes around goal
management and performance evaluations into time-bound business cycles.

Performance Goal Measurements

¢ Goal measurements help to assess the level of success of achieving the
performance goal.

Target Outcome

< Target outcomes are specific skills, competencies, or certifications added to a goal
that can be achieved or acquired by the successful completion of the goal.

Check-In Templates




< Check-in templates are documents used to check-in with employees. They are
associated with all review periods. When we create a check-in document based on
the template, these goals for the review period are included in the check-in
document.

Tasks

¢ Tasks are specific actions added to a goal that a worker need to accomplish in order
to achieve the goal.




Day to Day Operations Guide

Manage Goal Library

Navigation: Home>My Client Groups>Goals>Performance Goal
Library>Add>Enter Info>Save

From the home screen, click My Client Groups

=ViSioN Q

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam |MyClientGroups| Tools  Configuration My Reporting

QUICK ACTIONS APPS Click My Client Groups

g &

New Person Person
Management

il

Performance

+

Next, click Goals

=ViSiON

Good afternoon, HR Specialist (Curtis Feitty)!
Me  MyTeam My Client Groups ~ Tools Configuration My Reporting

QUICKACTIONS PP

o

W77

Person
Management

il

Performance

Click Goals

+

Next, click Performance Goal Library




=ViSiON

< Goals

L ST
What do you want to do or manage?
[ search or tasks 3

Performance Goals

Performance Goal Librar)

Review Periods

Click Performance Goal Library
Goal Plans

Eligibility Profiles

5©) setup of Performance Goals Mass Assignment and Mass Sharing

0

Scheduled Processes for Performance Goals

00000006

QAawrR

o

=

Here we can view the Goals in the Performance Goal Library. To add a Goal, click

Add

=ViSiON

Goals

Search by goal name O HideFiters | | Status Active X

| [ save |

Review production machinery each week
Filte Reset &} Performance

ble To H i "
A r— Available To HR specialist, manager, and worker
~Caitame Renew lock out tag out certification annually
2 Performance

Avaiible 6 HR speciaiet manages nd werker
~ Status Clear
¥ Actie
DD nactive Fiihrung

Avaiavle To

Available To HR specialist, manager, and worker
[ HR specialist
[ R specialist and manager
Kooperation
(] HR specialist, manager, and
Performance
worker
Available To HR specialist, manager, and worker

Legal Employer

Verantwortliches Handeln

Enter the Library Info

Active

Last Update 10/18/21

Active

Last Update 10/18/21

Active

Last Update 5/10/21

Active

Last Update 5/10/21

Click Add

Sortty o Upied_ten001 < |

—



anwrF @@

saveand lose | [T

s f mo 5
Enterithe belowjinformation

Library Info
Status Business Unit
A Fedoral U Business Uni \
Type Department

Performance Accounting HC US J

Available To
Job Family
Select a value |

Legal Employer

1 External ID
Progress US Legal Entity /] 3000025586846
Basic Info
“Goal Name
Description
Start Date Subtype
mfdyy to| Select a value

Target Completion Date Level
m/dfyy te) Select a value /]

Enter the Basic Info

Add Goal

300000255868462

Enterithe/belowjinformation
Basic Info

“Goal Name
[increase customer satistaction
Description
This initiative is to increase customer satisfaction. This will be measured by the data collected on feedback surveys.
Start Date Subtype
[3n23 o Select avalue
Target Completion Date Level
123123 to Select a value
Priority Related Link
| High
Category
[ customer satistaction
Success Criteria

Thwa -2 B I U © oo

This goal will be met if customer satisfaction is increased by 20%|

Click Add across from Measurements to enter Measurements Information

—



Add Goal

Measurements

Target Outcomes

[Competencies

, There's nothing here so far

Paragraphs: 0 Words: 0, Characters (vith HTML):0

Click Add

+ Add

’ There's nothing here so far.

+ Add

’ There's nothing here so far.

Enter the Measurements information. Click Save

Add Goal

Paragraphs: 0, Words: 0, Characters (vith HTWL): 0

Measurements

*Measurement Name

(Comomer Sttction: 20% percen )

Unit of Measure

== \

Start Date
(323 t)

End Date

(1231723 Y]

Target Type

Maximum

Target Value

Actual Value

Comments

Font c2-lBI U EEQ P

Paragraphs: 0, Words: 0, Characters (vith HTWL): 0

Cancel

Click Add across from Tasks to enter Tasks Information

—




Add Goal

Paragraphs: 0 Words: 0, Characters (vith HTML):0

Measurements + Add
, There's nothing here so far

Click Add

’ There's nothing here so far.
+ Add

Target Outcomes

[com

’ There's nothing here so far.

Enter the Tasks information. Click Save

Add Goal

Measurements
, There's nothing here so far.
Tasks . . Click Save
Enterithe belowjinformation
save | Sl
*Name Completion Percentage

Send Weekly Surveys 0
Start Date

&

“Type

Project

3123

Target Completion Date

&

Status
In progress 1273123
Priority Related Link

High
Comments

Font ch-BI U EES

Paragraphs. 0, Words. 0. harackrs (th HTML): 0

Cancel

save and close [l

=

Next, select the Target Outcome type for the dropdown click Add across from

Target Outcomes




Add Goal

Paragraphs: 0, Words: 0, Charackrs (wh HTML): 0

Measurements

+ Add
, There's nothing here so far

Tasks

+ Add
, There's nothing here so far.

Target Outcomes Select Value

Compstencies

Languages

, There's nothing here so far.

Click Add

Licenses and Certifications

Select the Target Outcome from the dropdown. Click Save

Lastly, click Save and Close

Paragraphs:, Wods: 0, Ghraters (i HTMAL) 0
Measurements
, There's nothing here so far.
Tasks
, There's nothing here so far.
Target Outcomes

Select Value

Customer Focus  Interprets and matches the customer's business nes

e capabiltes of our company and our partners

= l ancel |

Click Save

101

—
(-
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Click Save and Close
Library Info

Business Unit

Federal US Business Unit

Department

Accounting HC US v
Available To

Job Family
[ HR speciatst. manager, and worker

Select avalue =
Legal Employer

Extemal ID
[Progress Us Legal Entity % 3000002586846

Basic Info

*Goal Name

Description

This initiative is to increase customer satisfaction. This will be measured by the data collected on feedback surveys.

Start Date Subtype
[323

Target Completion Date Level
[123123 ; Select a value v]

Manage Review Periods
Navigation: Home>My Client Groups>Goals>Review Period>Create Review
Periods>Enter Info>Save and Close>Ok

Selct value 7

&

&

From the home screen, click My Client Groups

Good morning, HR Specialist (Curtis Feitty)!

Click My Client Groups

G
New Person Person Time

<3 il &

Compensation Performance Workiorce Payrol
Structures

& -

Data Exchange Safety Incidents

Next, click Goals




Good afternoon, HR Specialist (Curtis Feitty)!

Me  MyTam  MyClentGoups  Tools

QUICKACTIONS.

2

Data Exchange

Next, click Review Periods

=ViSiON

Configuration My Reporting

o

W

Person
Management

il

Performance

Click Goals

+

Safety Incidents

B

Time
Management

&

Workforce
Structures

IR =ReCl ¢ |

< Goals

IOV E R,
What do you want to do or manage?
Search for tasks o

Performance Goals
Performance Goal Library

[y

Click Review Periods
Goal Plans
Eligibility Profiles

Setup of Performance Goals Mass Assignment and Mass Sharing

[5©) scheduled Processes for Performance Goals

00000060

=]

Click Search to view the existing Review Periods. We can edit an existing review
period by selecting the Review Period Name

12

—




= visioN YL

<{ Review Periods ®

Advanced | Saved Search v

Review Period Name Period Start Date | m/d/yy e

Status | Active v Period End Date | m/d/yy ""e\

View v 4 Create Review Period « Detach Click Search

Review Period Name Status. Period Start Date

inuse
2023 Annual Cycle Active 128 Yes
Active 11128 Yes
2022 Annual Cycle Active 12 123122 Yes
Testing Annual Evaluation 2022 Select Review Period Name Active 1122 12131122 Yes
2021 Annual Cycle Active 1121 123121 Yes
2020 Annual Cycle Active 11120 123120 Yes
2019 Annual Cycle Active 119 123119 Yes
Default Review Period - Vision Corporation Active 1ot 1231189 Yes

https

=]

Here we can edit the Review Period Information. Once complete, click Save and
Close then OK

=VisioN SR AL A

Edit Review Period ® I

Save and Close

- Click Save and Close
“Review Period Name | 2023 Annusl Cycle

Description

Status | Active
Period Start Date 1/1/23
Period End Date 12/31/23

To add a new Review Period, click Create Review Period




=ViSiON

< Review Periods ®

A Search Advanced | Saved Search
Review Period Name Period StartDate | m/d/yy )
Status | Active K Period End Date | m/d/yy

Search | Reset | Save...

status Period StartDate  Period End Date InUse
Click Create Review Period
Active 11123 12131723 Yes
Active 11123 12131723 Yes
Active 1122 12131122 Yes
Active 1122 12131122 Yes
Active 1 123121 Yes
2020 Annual Cycle Active 111120 1231120 Yes
2019 Annual Cycle Active 11119 1213119 Yes
Default Review Period - Vision Corporation Active o1 1231199 Yes

=ViSiON

Create Review Period @
; Ententhe

belowjinformation:

. Click Save and Close
Review Perlod Name | 2024 Annual Cycle

Descrption
Status | Act

Period Sart Dat %

*Period End Date %

Add Goal Plans
Navigation: Home>My Client Groups>Goals>Review Period>Goal Plans>Add or
View Info>Save and Close>Ok

From the home screen, click My Client Groups




Q Sesch o peope and ctn awrR e @

Good morning, HR Specialist (Curtis Feitty)!

My Client Gr Configuration

QUICKACTIONS Click My Client Groups

ox
9" Hire an Employee

[8] change g Hours.

Gy chang:

[ Crange Manager

Yy Transfer

@) =

Compensation

2

Data Exchange

o

4] vy

il

Performance

+

Safety Incidents

Good afternoon, HR Specialist (Curtis Feitty)!

Me

QUICKACTIONS

Change Manager

V) Termination

st Templates

xy Manager

Next, click Goal Plans

My Client Gro

%

Compensation

2

Data Exchange

15

—

ok d

]

New Person Person
Management

il

Performance

Click Goals

+

Safety Incidents

B

Time
Management

Payrol

B

Time
Management

&

Workforce
Structures

N P g*
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< Goals

La ST
What do you want to do or manage?

[ search for tasks Q

Performance Goal Library

Review Periods

Click Goal Plans

Eligibility Profiles
5©) setup of Performance Goals Mass Assignment and Mass Sharing

fi©) Scheduled Processes for Performance Goals

©00

=

Here we can view the existing Goal Plans for the Review Periods. To add a Goal
Plan, click Add

<{ Goal Plans

Goal Plan Name

Status
Transdisciplinary skills Inactive

Review Period External ID

Al 300000255682545
Description

Having understanding of an organization from different perspectives and understanding the alignment between different departments is progressively imperative in businesses.
Allow Updates to Goals By

Goal Weights
HR specialist and manager

Enabled
Performance Document Types

Sum of goal weights must be 100%
Annual Eval Sync, Annual Evaluation, Anytime Document.

Maximum Goals for This Goal Plan
Evaluation Type
Default

Other Plans

Souily lnsame

Click Add

Hide Filters | Review Period 2022 Annual Cycle

Sort By | Last Updated - Latest to Ol v

Save

2022 Manufacturing Goal Plan

Review Period

Last Updated
2022 Annual Cycle

Torie/21
Expand All | Collapse Al e

~ Review Period *

BSC - Goal Plan
2022 Annual Cycle

Review Period Last Updated
2022 Annual Cycle 10/14/21 o
~ Status

D inactive E

Enter the Details




=ViSiON anw kR & A

Add Goal Plan =

e belowjinformation

Enterith
Details —
“Name “Status
Test Goal Plan 2023 ] Active
Description
“Review Period Actions for Workers and Managers on HR-Assigned Goals
2023 Annual Cycle . ‘ Cancel only v ‘
“Start Date Performance Document Types
"3 %) Annual Evaluation 2
“End Date *Evaluation Type
12/31/23 f‘e‘ Default v ‘
Goal Weights Maximum Goals for This Goal Plan
¥/ Enble weights ‘
] Enforce sum of goal weights to 100%
“Allow Updates to Goals By
HR specalist, manager, and worker

Coale

Next, we can add the Goals from the Goal Library. Click Add

Add Goal Plan

S o ———— — e Giily

“Start Date Performance Document Types
(17723 to Annual Evaluation

“End Date “Evaluation Type

123723 to Default

Goal Weights Maximum Goals for This Goal Plan

| Enable weights
[ Enforce sum of goal weights to 1009

*Allow Updates to Goals By

HR specialist, manager, and worker

Click Add

, There's nothing here so far.

Selected Eligibility Profiles

Included Workers

Excluded Workers o | I

Here we can select a Goal from the Goal Library or Enter the information to create
anew Goal. From the dropdown, select the Library Goal. Click OK

—

]
17 |



Basic Info

Library Goal

[[Betect a vatue

Library Goal

Select Library Goal

! Allow worker to update key attributes

click Add

*Review Period

2023 Annual Cycle

“Start Date

[17123 to
“End Date

[1231723 Y
Goal Weights

W Enable weights

(] Enforce sum of goal weights to 100%

*Allow Updates to Goals By

HR specialist. manager, and worker
Goals

Selected Eligibility Profiles

-

Included Workers

Actions for Workers and Managers on HR-Assigned Goals

Goai o Category Sutype gned Goals
10-15 Customer Calls Per Week
20-25 Customer Calls Per Week Sales s and Managers on HR-Assigned Goals
50% of Pipeline in Premium Products
Align Objective execution with culture and ethics of the organisation
Attend One Hour of Training Each Week !
“Start Date Status.
[17r23 to Not started
Target Completion Date Weight
[123123 to 0
Category
[ setecta value
Success Criteria
el 2 B I U %

Cancel only

Performance Document Types

Annual Evaluation

“Evaluation Type

Default

Maximum Goals for This Goal Plan

Click Add
There's nothing here so far.

Select the Eligibility Profile from the dropdown and click Save

18

—

+ Add 2

Click OK

QaAawpP c*

Cancel

Next, scroll down to the Selected Eligibility Profiles. To add an Eligibility Profile,




Add Goal Plan Soveand Glse | |

“Start Date Performance Document Types.
s t% Annual Evaluation

“End Date “Evaluation Type

273123 t% Default

Goal Weights Maximum Goals for This Goal Plan

¥ Enable weights

[] Enforce sum of goal weights to 100%

“Allow Updates to Goals By

HR specialist, manager, and worker

()

1 Yearin Step

2020 Probation Eligibily Profile

5+ Months Worki
Se °

70.and Above

Cancel
ACAElighilty

[Foiavaee ]
Select El ity Profile

Included Workers

Excluded Workers E

Ine the next two sections, we can Include or Exclude Workers. To add a worker to
Include, click Add

Add Goal Plan

T

[] Enforce sum of goal weights to 100%

*Allow Updates to Goals By

HR specialist, manager, and worker

Goals v
Selected Eligibility Profiles + Add | A
e
ACA Eligibility

Included Workers

, There's nothing here so far.

Excluded Workers +add | A

, There's nothing here so far.

Click Add

Next, Enter the Workers Name, select the Worker and click Save




Add Goal Plan

Goals

octed Eliaihilitv Profil
Name Busin

Name ess Tite Work Email Person Number

W&n Test Talent Generalst 1000012

HT  Hamy Test

Select Worker

PT  PancaTest

PT  PersoniDTestCT  E100!

00007
PT  Praveen Test £4893 Praveen@yopmal.com 4893 Cancel
= g
Enter Workers Name

Excluded Workers

, There's nothing here so far.

We can follow this same process to add Excluded Workers. Once complete, click
Save and Close

Add Goal Plan

[T ERforcs Sum of 908 Welpits 0 100% e £ &= Click Save and Close

“Allow Updates to Goals By

HR specialist, manager, and worker

Goals ¥

Selected Eligibility Profiles + add | A

’
ACA Eigibilty
Included Workers + aga | A
¥ 4
Ben Test
e
Talent Generalist Self
Excluded Workers +aad | A
x
- Harry Test

Talent Generalist

Edit Goal Plan

Navigation: Home>My Client Groups>Goals>Review Period>Goal
Plans>Edit>Save and Close

From the home screen, click My Client Groups

]

—



Q Sesch o peope and ctn awrR e @

Good morning, HR Specialist (Curtis Feitty)!

My Client Gr Configuration

QUICKACTIONS Click My Client Groups

ox
9" Hire an Employee

[8] change g Hours.

Gy chang:

[ Crange Manager

Yy Transfer

@) =

Compensation

2

Data Exchange

o

4] vy

il

Performance

+

Safety Incidents

Good afternoon, HR Specialist (Curtis Feitty)!

Me

QUICKACTIONS

Change Manager

V) Termination

st Templates

xy Manager

Next, click Goal Plans

My Client Gro

%

Compensation

2

Data Exchange

21

—

ok d

]

New Person Person
Management

il

Performance

Click Goals

+

Safety Incidents

B

Time
Management

Payrol

B

Time
Management

&

Workforce
Structures

N P g*
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< Goals

L ST
What do you want to do or manage?

[ search for tasks Q

Performance Goals
Performance Goal Library

Review Periods

©

Click Goal Plans
Eligibility Profiles

5©) setup of Performance Goals Mass Assignment and Mass Sharing

©00

fi©) Scheduled Processes for Performance Goals

=

Here we can view the existing Goal Plans for the Review Periods. To edit the
Primary Goal Plan, click Edit

=ViSiON

<{ Goal Plans
2 2 s S S

Primary Plan

Goal Plan Name Status Click Edit
Transdisciplinary skills nactive

Review Period External ID

Al 300000255682545

Description

Having understanding of an organization from different perspectives and understanding the alignment between different departments is progressively imperative in businesses.
Allow Updates to Goals By Goal Weights

HR specialist and manager Enabled
Performance Document Types Sum of goal weights must be 100%
Annual Eval Sync, Annual Evaluation, Anytime Document.

N Maximum Goals for This Goal Plan
Evaluation Type

Default

Other Plans + Add

[search by pian name O ide Fiters | [[Review Period | 2023 Annual ycle

SortBy L

Try searching to get results

Fiters o “©
pand Collapse All

~ Review Period * E

Edit the applicable details and click Save




=ViSiON

<{ Goal Plans

e X
Primary Plan Update)the,applicable,details
Cancel
“Goal Plan Name Status.
Transscilary s nacive
Review Period External ID
A 300000255682545
Description

imperative in businesses.

Having understanding of an organization from different perspectives and understanding the alignment between different departments is progressively

Allow Updates to Goals By

HR specialist and manager v [ efautt <
Actions for Workers and Managers on HR-Assigned Goals Goal Weights
e 7 ¥/ Enable weights

“Evaluation Type

QaAaw R ®

! Enforce sum of goal weights to 100%

Performance Document Types
Maximum Goals for This Goal Plan

Annual Eval SyncAnnual Evaluation:Anytime DocumentAnyti

Other Plans

Hide Filters | Review Period 2023 Annual Cycle

[ search by ptan name

To Edit Other Plans, select the Review Period and select the Goal Plan we wish to
Edit

<{ Goal Plans

5.8 A
Other Plans
Search by plan name Q| HideFilters | Review Period 2022 Annual Cycle
Selact Goal Plan Sort By | Last Updated - Latest to Ok +
save
2022 Manufacturing Goal
Filters & Review Period Last Updated
Expendtii | Eikipec il 2022 Annual Cycle 10/18/21
~ Review Period * eveuPeros B - Goal Plan
2022 Annual Cycle
Review Period Last Updated
2022 Annual Cycle 10714721 y
Select Review Period ~ staus
[ inactive
2022 Sync Performance Goal Plan Two
O Active
Review Period Last Updated
A Welght Enabied 2022 Annual Cycle 71421
Oves
Lne 2022 Sync Performance Goal Plan One
Review Period Last Updated
2022 Annual Cycle 174721 .
2022 DE Kundenservice
Review Period Last Updated
2022 Annual Cycle 5120721

Click Edit to edit the Plan Details




=ViSiON SR A

{ 2022 Manufacturing Goal Plan

Details E

Name Status Click Edit
2022 Manufacturing Goal Plan Active
Description
Review Period Allow Updates to Goals By
2022 Annual Cycle HR specialist, manager, and worker
Start Date Performance Document Types
w22 Evaluation Type
End Date Default
12731722

i Maximum Goals for This Goal Plan
Goal Weights
Enabled
Sum of goal weights need not be 100%

Goals +Add | A
[ Acions I —
" Renew lock outtag utcerticaton anually
1 "Renew lock out tag out certifcation annually
9
or start up of the machines or equipment or

] Review production machinery each week
In our workplace, it is imperative t In your s crucial that you are an active pa yor n all production ma to

Edit the applicable details and click Save

=VisioN Qowr e @

< 2022 Manufacturing Goal Plan

Lr t g LA

Details

Cancel

Warning
If the goal plan settings match a performance goal section in a performance template, its goals will be added to synchronized performance documents,

“Name “Status
2022 Manufacturing Goal Plan Active
Description
“Review Period Actions for Workers and Managers on HR-Assigned Goals
[2022 Aot Syl T
“Start Date Performance Document Types
[z Y
“End Date “Evaluation Type
[123122 o Default

Goal Weights Maximum Goals for This Goal Plan
/| Enable weights
[ Enforce sum of oal weights 10.100%

End Goal Plan
Navigation: Home>My Client Groups>Goals>Review Period>Goal
Plans>Edit>Save

From the home screen, click My Client Groups
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Good morning, HR Specialist (Curtis Feitty)!

My Client Gr Configuration

QUICKACTIONS Click My Client Groups

ox
9" Hire an Employee

[8] change g Hours.

Gy chang:

[ Crange Manager

Yy Transfer

@) =

Compensation

2

Data Exchange

o

4] vy

il

Performance

+

Safety Incidents

Good afternoon, HR Specialist (Curtis Feitty)!

Me

QUICKACTIONS

Change Manager

V) Termination

st Templates

xy Manager

Next, click Goal Plans

My Client Gro

%

Compensation

2

Data Exchange

25

—

ok d

]

New Person Person
Management

il

Performance

Click Goals

+

Safety Incidents

B

Time
Management

Payrol

B

Time
Management

&

Workforce
Structures

N P g*
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< Goals

L ST
What do you want to do or manage?

[ search for tasks Q

Performance Goal Library
@ Review Periods

Click Goal Plans

@ Eligibility Profiles

Setup of Performance Goals Mass Assignment and Mass Sharing

Scheduled Processes for Performance Goals

=

Here we can view the existing Goal Plans for the Review Periods. To End the
Primary Goal Plan, click Edit

=ViSiON

<{ Goal Plans
2 2 s S S

Primary Plan

Click Edit

Goal Plan Name Status
Transdisciplinary skills nactive

Review Period External ID

Al 300000255682545

Description

Having understanding of an organization from different perspectives and understanding the alignment between different departments is progressively imperative in businesses.
Allow Updates to Goals By Goal Weights

HR specialist and manager Enabled

Performance Document Types Sum of goal weights must be 100%

Annual Eval Sync, Annual Evaluation, Anytime Document.
) Maximum Goals for This Goal Plan
Evaluation Type

Default
Other Plans + Add
[search by pian name O ide Fiters | [[Review Period | 2023 Annual ycle

SortBy L

G
» ‘© Try searching to get results

Collapse A

~ Review Period * E

Next, from the Status drop down, click Inactive and click Save




=ViSiON

< Goal Plans

anwrR @ @

IV REE

Primary Plan

“Goal Plan Name

Status

Transdisciplinary skills

Review Period
Al

Description

Having understanding of an organization from different p
imperative in businesses.

Actve

ing the alignment between different departments is progressively

Allow Updates to Goals By

HR specialist and manager

Actions for Workers and Managers on HR-Assigned Goals

“Evaluation Type

Default

Goal Weights

¥ Enable weights

¥ Enforce sum of goal weights to 100%
Performance Document Types
Maximum Goals for This Goal Plan

Annual Eval Sync:Annual Evaluation;Anytime Document:Anyti -

Other Plans

E— vide s | [Revwpeiod| 222 s Gy

[ cancel

Select Drop down

To End Other Plans, select the Review Period and select the Goal Plan we wish to

End

<{ Goal Plans

R %2 i A
Other Plans

Search by plan name QJ  HideFilters | ReviewPeriod 2022 Annual Cycle

Select Goal Plan

2022 Manufacturing Goal

Review Period

Filters *

Last Updated
2022 Annual Cycle 10/18/21

Expand All | Collapse All

~ Review Period * Review Period ksc - Goal Plan
2022 Annual Cycle

Review Period Last Updated
2022 Annual Cycle 10714721
Select Review Period ~ staus
[ inactive
2022 Sync Performance Goal Plan Two
0 Active
Review Period Last Updated
A Welght Enabied 2022 Annual Cycle 71421
Oves
Cno 2022 Sync Performance Goal Plan One
Review Period Last Updated
2022 Annual Cycle 174721
2022 DE Kundenservice
Review Period Last Updated
2022 Annual Cycle 5120721

Click Edit to edit the Plan Details

Sort By | Last Updated - Latest to Ok ~
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{ 2022 Manufacturing Goal Plan

Details

Name
2022 Manufacturing Goal Plan

Description
Review Period
2022 Annual Cycle

Start Date
11/22

End Date
1231722

Goal Weights
Enabled

Sum of goal weights need not be 100%

Renew lock out tag out certication annually

1 "Renew lock out tag out certifcation annually

[ Review production machinery each week

s imperative that machinery is reviewed often. In your role, it s crucial that you are an active participant in your rotation to review

QAaw P g8

Click Edit

Status
Active

Allow Updates to Goals By
HR specialist, manager. and worker

Performance Document Types

Evaluation Type
Default

Maximum Goals for This Goal Plan

+ Add A

all production machinery to

Lastly, from the Status drop down, click Inactive and click Save

< 2022 Manufacturing Goal Plan

Cancel

Warning
If the goal plan settings match a performance goal section in a performance template, its goals wil be added to synchronized performance documents.

“Name

2022 Manufacturing Goal Plan

Description

“Status

Active

Click Inactive

Select Drop down

“Review Period

2022 Annual Cycle

! Enable weights
[J Enforce sum of goal weights to 100%

“Allow Updates to Goals By

“Start Date

122 o]
“End Date

12/31/22 ]
Goal Weights

HR specialist, manager, and worker

Manage Scheduled Processes

Actions for Workers and Managers on HR-Assigned Goals

Performance Document Types

“Evaluation Type

Maximum Goals for This Goal Plan

Navigation: Home>My Client Groups>Goals>Scheduled Processes For
Performance Goals>Select Process>Select Action

From the home screen, click My Client Groups

—

28




Next, click Goals

O s

Good morning, HR Specialist (Curtis Feitty)!

Team | My Client Gre
QUICKACTIONS

* Hire an Employee

%

Compensation

Yy Transfer

2

Data Exchange

@) =

Configuration

Click My Client Groups

)

Safety Incidents

o

77

il

Performance

+

Good afternoon, HR Specialist (Curtis Feitty)!

QUICKACTIONS

%

Compensation

2

Data Exchange

ok d

New Person

Safety Incidents

Person
Management

il

Performance

Click Goals

+

B

Time
Management

Payrol

B

Time
Management

&

Workforce
Structures

Next, click Scheduled Processes for Performance Goals

—

a < P c®
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What do you want to do or manage?

Search for tasks Q

[50) Performance Goals

Performance Goal Library
@ Review Periods

[%©) Goal Plans

@ Eligibility Profiles

Setup of Performance Goals Mass Assignment and Mass Sharing

IScheduled Processes for Performance Goals h

Click Scheduled Processes for Performance Goals

=

Here we can view the existing Scheduled Processes. Click Monitor Process to view
the status of the current Scheduled Process

=ViSiON

< Scheduled Processes for Performance Goals @

Click Monitor Process

@ This process will be queued up for submission at position 1
[[Process Options | | Advanced | [ submit | | cancel |

Name Manage Goal Scheduled Process
Description Initiates the scheduled process for assigning or updating worker goals. [ Notify me when this process ends
Schedule As soon as possible Submission Notes

Basic Options

rameters

*Process Type |

Here we can view the status of the Scheduled Processes

]
30|

—



Below)we,canyiew,the;Scheduled|Rrocesses

View @ Fiatlist O Hierarchy
Actions v View v | Schedule New Process °
Name Process ID
Index Active Meta Model Version 5331689
Index Enty s301688
Index Enty sa31687
Index Enty 5331686

status

wait

Succeeded

Succeeded

Succeeded

QANw R

Saved Search | Last hour

Scheduled Time

315123251 PME

Submission Time

3/15/23 151 PME

3/16/23 151 PM E

To manage a Scheduled Process, click the Name to highlight the row

QAawpRP e

Scheduled Pr

Saved Search

View  ® Flatlist O Hierarchy
Actions v View v | Schedule New Process Put On Hold || Cancel Process || Release Process )
Name ProcessiD  Status Scheduled Time  Submission Time
[ Index Active Meta Model Version 5331689 Wait 3115123251 PME... 31523 1:51 PME.
Index Entty 5331688 Succeeded 3115123 151 PME... 31523 1:51 P E.
Index Entty 5331687 Succeeded 3115123 1:51 PME... 315123 1:51 PME.
Index Entty 5331686 Succeeded 3115123 1:51 PME... 315231551 PME.

Next, select the applicable Action for the Scheduled Process




=VisioN ® @5 = e ]

> Sea Saved Search | Last hour v
Select Action
View © FiatList O Hierarchy
Actions v View v ” schecule New Process | Resubrit | Put On Hold || Cancel Process || Release Process | og |0

Name ProcessiD  Status Scheduled Time  Submission Time
Index Actve Meta Mogel Version 5331689 wait 15123251 PME... 3/15128 1:51 PM E.
Index Enty 5331688 Succeeded 15123151 PME... 3/15128 1:51 PME
Index Enty 5331687 Succeeded 31623 1:51 PME... 31523 1:51 PME
Index Enty 5331686 Succeeded 31623 1:51 PME... 31628 1:51 PMIE... +

Manage Eligibility Profiles
Navigation: Home>My Client Groups>Eligibility Profiles>Search>Review

From the home screen, click My Client Groups

Q

Good morning, HR Specialist (Curtis Feitty)!

My Client Groups

QUICK ACTIONS

& Hiean

[B) crange w Person

Time
Management

il &

Compensation Performance Workforce Payrol
Structures

Transfer

C— = it

Data Exchange Safety Incidents

Next, click Goals




Good afternoon, HR Specialist (Curtis Feitty)!

Me  MyTam  MyClentGoups  Tools  Configuration My Reporting

QUICKACTIONS.

ox

(4" Hire an Employee
& %
Person Time

Management Management

il &

Compensation s Performance Workforce
Structures

ermination
Click Goals

)
V) Transfer

8 -

Data Exchange Safety Incidents

Next, click Eligibility Profiles

=ViSiON

< Goals

NN IV R, &
What do you want to do or manage?

Search for tasks Q

@ Performance Goals

Performance Goal Library

@ Review Periods

Goal Plans

Click Eligibility Profiles
(%]
Setup of Performance Goals Mass Assignment and Mass Sharing

Scheduled Processes for Performance Goals

ns<x P c*

QAaw P e

Select the Profile Usage from the drop down and click Search
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4 Search

4 se;

< Eligibility Profiles

o

p—

Click Drop Down

Advanced

profie Usage[ Goals Management

Profile Type
Benefts

Checkist
Compensation

Employee Communications

QAawR

Saved Search

Click Search

fa_ ﬂ

View v Create v 3 Delete " Detach

Gioval

Name Profile Usage Profile Type status Hierarchy  Assignment to Use

CF Roles Goals Management Participant Active Any assignment - enterprise Opportunty Marketpiace

Retail Store Eligibility Goals Management Participant Active Any assignment - enterprise Perormance Click Goal Management
Personal Brand

SMF Roles Goals Management Participant Active Any assignment - enterprise

Store Associates Goals Management Participant Active Any assignment - enterprise

Store Management Participant Active Any assignment - enterprise

Here we can view the existing Eligibility Profiles

=ViSiON

QQw R g®
{ Eligibility Profiles

Advanced | Saved Search

Name | proti Usage  Goals Management |
AssignmenttoUse | » Prfie Type
[ search | Reset || save...
View,thejinformation below,
Vi Create v 3 Delete | Detach

Name. Profile Usage Profile Type status Hierarchy ~ Assignment to Use

CF Roles Goals Management Participant Active @ Any assignment - enterprise
Retail Store Eligibility Goals Management Participant Active Any assignment - enterprise
SMF Roles Goals Management Participant Active Any assignment - enterprise
Store Associates Goals Management Partiipant Active B Anyassignment - enterprise
Store Management Goals Management Participant Active B Anyassignment - enteprise

Create Eligibility Profiles
Navigation: Home>My Client Groups>Eligibility Profiles>Create>Submit

From the home screen, click My Client Groups




Q Sesch o peope and ctn awrR e @

Good morning, HR Specialist (Curtis Feitty)!

My Client Gr Configuration

QUICKACTIONS Click My Client Groups

ox
9" Hire an Employee

[8] change g Hours.

Gy chang:

[ Crange Manager

Yy Transfer

@) =

Compensation

2

Data Exchange

o

4] vy

il

Performance

+

Safety Incidents

Good afternoon, HR Specialist (Curtis Feitty)!

Me

QUICKACTIONS

Change Manager

V) Termination

st Templates

xy Manager

My Client Gro

Next, click Eligibility Profiles

%

Compensation

2

Data Exchange

35

—

ok d

]

New Person Person
Management

il

Performance

Click Goals

+

Safety Incidents

B

Time
Management

Payrol

B

Time
Management

&

Workforce
Structures

N P g*
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QANwRP g

< Goals

La ST
What do you want to do or manage?

[ search for tasks Q

{i©) Performance Goal Library

@ Review Periods

Goal Plans

Click Eligibility Profiles

Setup of Performance Goals Mass Assignment and Mass Sharing

Scheduled Processes for Performance Goals

Click Create then Create Participant Profile

=ViSiON

QAawpRP e

{ Eligibility Profiles

o | pronie usas [ Goats i

Jrem—— z [r—

Click Create

View s ) Detach

Name Creals Participant Profile Profile Usage Profile Type status Hierarchy  Assignment to Use

CF Roles Active Any assignment - enterprise
Click Create Participant Profile

Retail Store Eligibility Active Any assignment - enterprise

SMF Roles Goals Management Participant Active Any assignment - enterprise

Store Associates Goals Management Participant Active Any assignment - enterprise

Store Management Goals Management Participant Active =] Any assignment - enterprise

Advanced

Enter the Eligibility Profile Definition and add the Eligibility Criteria

Saved Search

[ search | Reset || save...
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Create Participant Eligibility Profile

Zir .

Eligibility Profile Definition @ Entenithe belowjinformation

*Name | Administrative Requirements Description

Profle Type Participant “Assignmentto Use | Speciic assignment |

“Status | Active

“Profile Usage | Goals Management
[ View Hierarchy |
Eligibility Criteria @
Personal Employment  Derived Factors  Other  Labor Relations

Gender PersonType Disabled UsesTobacco SewviceAreas Home Location  Postal Code Ranges  Opted for Medicare  Leave of Absence  Termination Reason  Qualfication  Competency  Marital Status ~ Religion

View v & Detach

“sequence

Exclude  StartDate  EndDate
No data to dispiay.

Click Add

Click Save and Close

=ViSiON anwpr &£ @A
Create Participant Eligibility Profile

sve [ saveandciose | [ cancal |

TR,

- . - 32 Z R % u 2 I 73
Eligibility Profile Definition @ Click Save and Close

“Name | Administr

equirements Description

Profile Type Participant *Assignment to Use [ Specific assignment
“Profile Usage | Goals Management

[ View Hierarchy |

“Status | Active - ‘

Eligibility Criteria @

Personal Employment Derived Factors  Other ~ Labor Relations:
Assignment Status  Houry or Salaried  Assignment Category Grade Job Position Payroll Salary Basis Department Legal Entities  Performance Rating  Quartilein Range  Work Location  Range of Scheduled Hours  People Manager  Job Function  JobFan > v

View v /' X Delete s Detach

“Sequence “Full Time or Part Time Exclude  StartDate End Date
10 | Full-time regular [ 111951 B | 12731471268

Edit Eligibility Profiles

Navigation: Home>My Client Groups>Eligibility Profiles>Search>Edit>Save and
Close

From the home screen, click My Client Groups
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Good morning, HR Specialist (Curtis Feitty)!

My Client Gr Configuration

QUICKACTIONS Click My Client Groups

ox
9" Hire an Employee

[8] change g Hours.

Gy chang:

[ Crange Manager

Yy Transfer

@) =

Compensation

2

Data Exchange

o

4] vy

il

Performance

+

Safety Incidents

Good afternoon, HR Specialist (Curtis Feitty)!

Me

QUICKACTIONS

Change Manager

V) Termination

st Templates

xy Manager

My Client Gro

Next, click Eligibility Profiles

%

Compensation

2

Data Exchange

38

—

ok d

]

New Person Person
Management

il

Performance

Click Goals

+

Safety Incidents

B

Time
Management

Payrol

B

Time
Management

&

Workforce
Structures

N P g*
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< Goals

anwkE® @

What do you want to do or manage?

[ search for tasks Q

@ Performance Goal Library
@ Review Periods
@ Goal Plans

@ Eligibility Profiles’

Click Eligibility Profiles

)) Setup of Performance Goals Mass Assignment and Mass Sharing

Scheduled Processes for Performance Goals

Select the Profile Usage from the drop down and click Search

=VisiON
{ Eligibility Profiles

Nome |
Assignment to Uss | v
View v Create v 3 Delete il Detach
Name Profile Usage Profile Type status Hierarchy  Assignment to Use
CF Roles Goals Management Participant Active Any assignment - enterprise
Retail Store Eligibility Goals Management Participant Active Any assignment - enterprise
SMF Roles Goals Management Participant Active Any assignment - enterprise
Store Associates Goals Management Participant Active Any assignment - enterprise
Store Management Goals Management Participant Active Any assignment - enterprise

Click the Eligibility Profile Name we need to Edit

anw R & @

Lozt

Advanced | Saved Search

Profile Type
Beneits

@ Reset [ save...

Checkist
Compensation
Click Search
Employee Communications

Glabal

Opporunty Marketpiace

Perfomance Click Goal Management

Personal Brand
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< Eligibility Profiles

4 Search Advanced | Saved Search v

Name Profile Usage | Goals Management

Assignment to Use v Profile Type

Search | Reset | Save...

45
Viewv - Create v X Delete ] Detach
Name Profile Usage Profile Type status Hierarchy  Assignment to Use
Goals Management Participant Active =] Any assignment - enterprise
Retail Store EIigh§ Goals Manager Participant Active =] Any assignment - enterprise
SMF Roles Click Name Goals Ma Active a
Goal Active ]
Goal Active =]

Edit the applicable information and click Save and Close

=ViSioN aorr e @

Edit Participant Eligibility Profile CF Roles swe || somandaciose | [ concal |

b Z N iy W A K z il Z 'y I w z —' - N L)
Eligibility Profile Definition @ Click Save and Close

*Name | cF

Profile Type Pa
Profile Usage Go:

[ View Hierarchy |

Eligibility Criteria @ )

Personal Employment  Derived Factors  Other  Labor Relations.

Assignment Status  Hourly or Salaried  Assignment Category Grade Job Posiion Payroll Salary Basis Department Legal Enties Performance Rating  Quartlein Range  Work Location  Range of Scheduled Hours — People Manager Job Function  JobFan > v

Viewv 4 / & Detach
“Sequence  “Full Time or Part Time Exclude  StartDate End Date
No data to display.

Assign Goal Plan & Monitor Process Results
Navigation: Home>My Client Groups>Goals>Scheduled Processes For
Performance Goals>Assign Goal Plan>Enter Details>Submit>OK

From the home screen, click My Client Groups




Next, click Goals

O s

Good morning, HR Specialist (Curtis Feitty)!

Team | My Client Gre
QUICKACTIONS

* Hire an Employee

%

Compensation

Yy Transfer

2

Data Exchange

@) =

Configuration

Click My Client Groups

)

Safety Incidents

o

77

il

Performance

+

Good afternoon, HR Specialist (Curtis Feitty)!

QUICKACTIONS

%

Compensation

2

Data Exchange

ok d

New Person

Safety Incidents

Person
Management

il

Performance

Click Goals

+

B

Time
Management

Payrol

B

Time
Management

&

Workforce
Structures

Next, click Scheduled Processes for Performance Goals

—
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What do you want to do or manage?

Search for tasks q

[50) Performance Goals

[%0) Performance Goal Library
Review Periods

[%©) Goal Plans

Eligibility Profiles

[%0) Setup of Performance Goals Mass Assignment and Mass Sharing

060600600606

IScheduled Processes for Performance Goals

)

Click Scheduled Processes for Performance Goals

Next, click Process Type and from the drop down, click Assign Goal Plan

=ViSioN aorr e @

‘ Monitor Process

< Scheduled Processes for Performance Goals @

TR,

@ This process will be queued up for submission at position 1
Process Options | | Advanced | | submit | [ cancel |

Name Manage Goal Scheduled Process

Description Initiates the scheduled process for assigning or updating worker goals. (] Notify me when this process ends

Submission Notes

Schedule As soon as possible

Click Drop down

Assign goal pa

Mass assign or share oals

Click Assign Goal Plans

Enter the Basic Options and click Submit




VisioN QAowp e

< Scheduled Processes for Performance Goals

@ This process will be queued up for submission at position 1

Process Options | | Advanced:

Click Submit

Name Manage Goal Scheduled Process

Description Initiates the schedule

rocess for assigning or updating worker goals. [J Notify me when this process ends
Schedule As soon as possible Submission Notes

s Eﬁter»tjg belowjinformation

*Process Type | Assign goal

Goal Plan Start Date
Goal Plan End Date

Effective Date | 1/1/22 Y

Lastly, click Monitor Process

ViSiON aowr & A

< Scheduled Processes for Performance Goals @

TR,

| Monitor Process

@ . H; d up for subr 7\ 1 o o Click Monitor Process
® This process will be queusd up for submission at position

Process Options | | Advanced | | sub

| [ cance|

Name Manage Goal Scheduled Process

Description Initiates the scheduled process for assigning or updating worker g (] Notify me when this process ends

Schedule As soon as possible Submission Notes

*Process Type | Assign goal plans v
“Process Name | 2022 Sales Goal Plan - Sales Team
Goal Pl Start Date
Goal Plan End Date

Effective Date

722 [

Here we can view the Scheduled Process Status
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anwkE ™ @

Manage Scheduled P
4 search

Name | Manage Goal Scheduled P1 | Submission Time | Before

« |[32723 156 7

[ | WTC-05.00) New York - Easter Time (€T)

Process D

Submisson Notes  Contains -
staus V]

Submitted By

esuts @
View @ Flattist O Hierarchy

Actions v View v ‘ Schedule New Process | Resubmit  Put On Hol

Saved Search | Last 72 hours v

[ Search [ Reset || Download Resuits |

g O
Name Process ID Status Scheduled Tme  Submission Time
IManage Goal Scheduled Process 5320019 Succeeded 3/10123 5:57 AME... 310123 5:57 AM E.
Manage Goal Scheduled Process 5319982 Succeeded 310123 545 AME... 310123 5:45AM E.
Manage Goal Scheduled Process 5319966 Succeeded 310123 5:41 AME... 3110123 5:41 AME.
Manage Goal Scheduled Process 5300691 Succeeded 31123823 AMEST 3123 823AMEST

=]

Edit A Worker Goal

Navigation: Home>My Client Groups>Goals>Performance Goals>Search Worker

Goal>Edit>Enter Details>Save

From the home screen, click My Client Groups

O s

Good morning, HR Specialist (Curtis Feitty)!
Me My Clien

QUICKACTIONS Click My Client Groups

g

New Person Person
Management

il

Performance

& Temination Compensation

) Tanster

Data Exchange Safety Incidents

Next, click Goals

&

Workiorce
Structures

B

Time

Management

Payroll
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Good afternoon, HR Specialist (Curtis Feitty)!

Me  Mylam  MyClentGoups  Tools  Configuration My Reporting
QUICKACTIONS

ox
(4" Hire an Employee
& %
Person Time
Management Management

8 il &

Compensation s Performance Workforce
Structures

Op Transter Click Goals

8 -

Data Exchange Safety Incidents

Next, click Performance Goals

=VisioN Qo R

< Goals

VSR &
What do you want to do or manage?

Search for tasks o
O

Performance Goal Library Click Performance Goals
Review Periods

Goal Plans

Eligibility Profiles

Setup of Performance Goals Mass Assignment and Mass Sharing

0000006

[5©) scheduled Processes for Performance Goals

Enter the Review Period and the Worker and the goals will populate

]

—
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< Performance Goals

Goals
Search by goal name Q  HideFilters | | ReviewPeriod McA Annual Evaluation 2022-23 | Assignment Status  Active  Worker Test Sarah
Actions v | Sort By | Last Updated - Latest to Ol v
e Employee goal for McA Demo
=TS Testsarah
— 1000009 Payroll Time Specialist
Filters Reset | 1%
Expand Al | Collapse All This goal wil help me with the demo process
Status Weight
Not started 30%
~ Review Period *
Cut Travel Expenses by 30%
TS TestSarah
1000009 Payroll Time Specialist

~ Worker Clear

Select Review Period

Cut Travel Expenses by 30% in order to maintain expense reduction initiative. Make use of value for money
alternatives to travel

tatus Weight
A M
Enter Worker il Not started 20%
o Test2
S TestSarah
~ Department
1000009 Payroll Time Specialist
Status Weight
Not started 20%
~ Business Unit
- - Test1
Test Sarah
1000009 Payroll Time Specialist

~ Location

Select the Goal

=ViSioON aowr & @

< Performance Goals

Goals

Search by goal name Hide Filters | Review Period  McA Annusl Evalustion 2022-23 | Assignment Status Active X | Worker | Test Sarah x

L 1| Actions v | Sort By | Last Updated - Latest to Ol v

St Employee goal for McA Demo
TS TestSarah
~ 1000009 Payroll Time Specialist
Filte Reset | 3}

Expand All | Collapse All This goal will help me with the demo process

Status
Not started

Click Goal

~ Review Period

McA Annual Evaluation 2022 v -

O s
1000009 Payroll Time Specialist
~ Worker Clear
Test Sarsh Cut Travel Expenses by 30% in order to maintain expense reduction initiative. Make use of value for money
e — alternatives to travel.
Status Weight
A
Managet Not started 20
L Test2
TS TestSarah
~ Department
1000009 Payroll Time Specialist
Status Weight
Not started 20%
~ Business Unit
Test1
B Test Sarah
1000009 Payroll Time Specialist

A Location

Here we can Edit the Goal Details. To Edit the Basic Info, click Edit




Cut Travel Expenses by 30%

anwrR @ @

P

Basic Info

Goal Name.
Cut Travel Expenses by 30%

Description
Status
Not started

Start Date
11723

Target Completion Date
12/31/23

Success Criteria

Measurements

Tasks

Target Outcomes

Cut Travel Expenses by 30% in order to maintain expense reduction initiative. Make use of value for money alteratives to travel.

Success in this area will be measured by the budgeted travel expense allocation versus the actual travel expenses and the uptake of alternatives.

Click Edit

Category
Financial

Source
Manager

Last Update
Test Rachel 3/9/23

+add | A

’ There's nothing here so far.

v =]

Delete A Worker Goal

Navigation: Home>My Client Groups>Goals>Performance Goals>Search Worker

Goal>Select Goal>Actions>Delete>OK

From the home screen, click My Client Groups

Good morning, HR Specialist (Curtis Feitty)!

QUICK ACTIONS

Click My Client Groups

9" Hire an Employee

%

Compensation

2

Data Exchange

Next, click Goals

—

o &
New Person Person
Management

il &

Performance Workiorce
Structures

+

Safety Incidents

Payroll

]
47 |
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Good afternoon, HR Specialist (Curtis Feitty)!

Me  Mylam  MyClentGoups  Tools  Configuration My Reporting
QUICKACTIONS

ox
(4" Hire an Employee
& %
Person Time
Management Management

8 il &

Compensation s Performance Workforce
Structures

Op Transter Click Goals

8 -

Data Exchange Safety Incidents

Next, click Performance Goals

=VisioN Qo R

< Goals

VSR &
What do you want to do or manage?

Search for tasks o
O

Performance Goal Library Click Performance Goals
Review Periods

Goal Plans

Eligibility Profiles

Setup of Performance Goals Mass Assignment and Mass Sharing

0000006

[5©) scheduled Processes for Performance Goals

Enter the Review Period and the Worker and the goals will populate

]

—
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< Performance Goals

Goals

Search by goal name Q

Actions v |
| ey Employee goal for McA Demo
=TS Testsarah
1000009

Filters Reset | &%

Expand All | Collapse All
Status
Not started
~ Review Period *

McA Annual Evaluation 2022 v |

~ Worker Clear

- Cut Travel Expenses by 30%
LTS Testsaran
1000009

Select Review Period

alternatives to travel
Status
A M
Enter Worker NPgey Not started
_— Test2
S TS TestSarah
~ Department
1000009
Status
Not started

~ Business Unit

v ool Testt
S Testsarah

1000009

~ Location

Select the Goal

=ViSioON

< Performance Goals

Goals

Search by goal name

LI [ ] Actions v

LTS Testsarah
1000009

Filt Reset | &¥

Expand All | Collapse All
Status
Not started
~ Review Period *

McA Annual Evaluation 2022 v -

O s
1000009
A Worker Clear
Test Sarah
alternatives to travel.
Status
A
Managet Not started
— Test2
Test Sarah
~ Department
1000009

Status
Not started
~ Business Unit
Test 1
H TS TestSarah

1000009
A Location

First, select the Goal

x| HideFilters | ReviewPeriod  McA Annual Evaluation 2022-23

This goal wil help me with the demo process

Hide Filters | Review Period  McA Annual Evaluation 2022-23

[ Employee goal for McA Demo

This goal will help me with the demo process

Click Goal

Assignment Status  Active  Worker Test Sarah

Sort By | Last Updated - Latest to Ol v

Payroll Time Specialist

Weight
30%

Payroll Time Specialist

Cut Travel Expenses by 30% in order to maintain expense reduction initiative. Make use of value for money

Weight

Payroll Time Specialist

Weight
20%

Payroll Time Specialist

Assignment Status  Active X | Worker TestSarah X

Sort By | Last Updated - Latest to Ol v

Payroll Time Specialist

Payroll Time Specialist

Cut Travel Expenses by 30% in order to maintain expense reduction initiative. Make use of value for money

Weight
20%

Payroll Time Specialist

Weight
20%

Payroll Time Specialist

QAnwpP

QAawpRP c®
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< Performance Goals

iod  McA Annual Evaluation 2022-23  Assignment Status  Active X | Worker  TestSarah X

Sort By | Last Updated - Latest to O

(9] o1 enptoe suttor e emo
Fl 5| s
1000009 Payroll Time Specialist
Filt )
Select Goal
el This goal will help me with the demo process
Staas weght
Not started 30%
~ Review Period *
McA Annual Evaluation 2022 v | . = Cut Travel Expenses by 30%
! TS Testsarah
1000009 Payroll Time Specialist
~ Worker Clear
FerrEE g cut by30%ino Make use of value f y

Staty

Weight
20%

Not started
, Test2
TS TestSarah
~ Department
1000009 Payroll Time Specialist
Status Weight
Not started 20%

~ Business Unit

/] - Test1
I 118 Test Sarah
1000009 Payroll Time Specialist
Location

Next, click Actions then Delete. Click OK. As a note, if Delete is gray, the ability to
delete a goal as an HR Specialist has been disabled. This will need to be enabled in
order for an HR Specialist to Delete a Goal

=ViSiON

< Performance Goals

nment Status  Active X | Worker TestSarah X

Sort By | Last Updated - Latest to O
save
Payroll Time Specialist
It Re -3
Expand All | Collapse All
Weight
30%
~ Review Perlod *
McA Annual Evaluation 2022 . CutTravel Expenses by 30%
H TS Testsarah
1000009
A Worker Clear

Test Sarah

~ Manager

U Test Sarah
~ Department
1000009 Payroll Time Specialist
Status Weight
Not started 20%

~ Busi
B - Test1
S Testarah
. 1000009 Payroll Time Specialist
A Location

Cancel AWorker Goal
Navigation: Home>My Client Groups>Goals>Performance Goals>Search Worker
Goal>Select Goal>Actions>Cancel>OK

From the home screen, click My Client Groups

]
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Good morning, HR Specialist (Curtis Feitty)!

My Client Gr Configuration

QUICKACTIONS Click My Client Groups

9" e an Employes
[8] change g Hours.
Gy chang:

[ Crange Manager

Yy Transfer

@) =

Compensation

2

Data Exchange

o

4] vy

il

Performance

+

Safety Incidents

Good afternoon, HR Specialist (Curtis Feitty)!

Me  MyTam  MyClientGro

QUICKACTIONS

Change Manager

V) Termination

st Templates

xy Manager

Next, click Performance Goals

%

Compensation

2

Data Exchange

51
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ok d

]

New Person Person
Management

il

Performance

Click Goals

+

Safety Incidents

B

Time
Management

Payrol

B

Time
Management

&

Workforce
Structures

N P g*




=ViSiON AR =T

< Goals

La ST
What do you want to do or manage?

[ search for tasks Q

Performance Goals|

Performance Goal Library Click Performance Goals
Review Periods

Goal Plans

Eligibility Profiles

Setup of Performance Goals Mass Assignment and Mass Sharing

Scheduled Processes for Performance Goals

0000006006

Enter the Review Period and the Worker and the goals will populate

=ViSioON aowr & @

< Performance Goals

Goals

2| HidefFilters | | ReviewPeriod McA Annual Evaluation 2022-23 | Assignment Status  Active  Worker | Test Sarah

L | | Actions v | Sort By | Last Updated - Latest to Ol v
St Employee goal for McA Demo
TS TestSarah

1000009 Payroll Time Specialist

Filters Reset | 3}
Expand All | Collapse Al This goal will help me with the demo process

Status Weight
Not started 30%
~ Review Period *

[ Mch Annual Evaluation 2022 |

- Cut Travel Expenses by 30%

L S Test Sarah
o 1000009 Payroll Time Specialist
Select Review Period Siffoses e
Cut Travel Expenses by 30% in order to maintain expense reduction nitiative. Make use of value for money
alternatives to travel
& Status Weight
Enter Worker ] Not started 20%
oL Test2
L Test Sarah
~ Department
1000009 Payroll Time Specialist
Status Weight
Not started
~ Business Unit
T Testt
LTS Testsarah
1000009 Payroll Time Specialist
A Location

Select the Goal




=ViSiON

< Performance Goals

First, select the

=ViSioN

< Performance Goals

Goals
Search by goal name Q HideFilters | | ReviewPeriod McA Annual Evaluation 2022-23 | Assignment Status  Active X | Worker Test Sarah X
Seed 5 Actions v | Sort By | Last Updated - Latest to Ol v
e Employee goal for McA Demo
=TS Testsarah
— 1000009 Payroll Time Specialist
Filters Reset | 1%
Expand Al | Coiipse Al This goal wil help me with the demo process
Status ht
Not started i
~ Review Period * B
McA Annual Evaluation 2022 | cutTraver Expenses by 3
1S | Test Sarah
1000009 Payroll Time Specialist
A Worker Clear
Porp— Cut Travel Expenses by 30% i order to maintain expense reduction nitiative. Make use of value for money
alternatives to travel
T Status Weight
Not started 20%
Test2
S TestSarah
~ Department
1000009 Payroll Time Specialist
Status Weight
Not started 20%
~ Business Unit
- — Tt
S Testsarah
1000009 Payroll Time Specialist

Location

Goal

Goals

Search by goal name

~ Review Period

McA Annual Evaluation 2022 - |

Worker Clear

Te:

~ Manager

~ Department

Business Unit

A Location

| ide Fiters

Review Period  McA Annual Evaluation 2022-23 ~ Assignment Status  Active X | Worker TestSarah X

o ‘ Actions v/

Sort By | Last Updated - Latest to Of

Employee goal for McA Demo
Test Sarah
1000009 Payroll Time Specialist

This goal will help me with the demo process

Status Weight
Not started 30%

Cut Travel Expenses by 30%
Test Sarah

1000009 Payroll Time Specialist

Cut Travel Expenses by 30% in order to maintain expense reduction initiative. Make use of value for money
alternatives to travel.

Status Weight

Not started

Test2

Test Sarah

1000009 Payroll Time Specialist
Status Weight

Not started 20%

Test1

Test Sarah

1000009 Payroll Time Specialist

QaawpB

fai

Next, click Actions then Cancel. Click OK. As a note, if Cancel is gray, the ability to
cancel a goal as an HR Specialist has been disabled. This will need to be enabled in
order for an HR Specialist to Cancel a Goal




< Performance Goals

Goals

Search by godSE LMY

Saved Search

- || save
Filters Reset | 1%
Expand All | Collapse Al

~ Review Period *

McA Annual Evaluation 2022 - |

~ Worker Clear
Test Sarah

A Manager

~ Department

~ Business Unit

A Location

anwr @@

Hide Filters | Review Period  McA Annual Evaluation 2022-23 | Assignment Status  Active X | Worker  TestSarah X
Actions ' Sort By | Last Updated - Latest to Ol v
‘e goal for McA Demo
v
Click Cancel Payroll Time Specialist
This goal wil help me with the demo process
Status Weight
Not started 30%
- Cut Travel Expenses by 30%
L Test Sarah
1000009 Payroll Time Specialist
Cut Travel Expenses by 30% i order to maintain expense reduction nitiative. Make use of value for money
alteratives to travel,
Status Weight
Not started 20%
Test2
008 festsaran
1000009 Payroll Time Specialist
Status Weight
Not started 20%
- Test1
U festsaan
1000009 Payroll Time Specialist

Mass Assignment Of Goals

Navigation: Home>My Client Groups>Goals>Setup of Performance Goals Mass
Assignment and Mass Sharing>Select Review Period>Add>Enter Info in each

section>Save and Close

From the home screen, click My Client Groups

.

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTeam

QUICK ACTIONS

Prosy Manager

Next, click Goals

My Client Groups L~ Tools

APPS Click My Client Groups

O*

&)

Compensation

2

Data Exchange Safety Incidents

Configuraion My

& &

Time
Management

Payrol

+




@) cnif e aow kR & B

Good afternoon, HR Specialist (Curtis Feitty)!

Me  MyTam  MyClentGoups  Tools  Configuration My Reporting
QUICKACTIONS

ox

@ Hire an Employee % 3

Person Time
Management Management

forking Hours

g g % ﬁﬂ &/

& Termination Compensation 5 Performance Workforce
# Structures

@ Tansfer Click Goals
7

8 -

Data Exchange Safety Incidents

=VisioN Qaawp @
< Goals

NN IV R, &
What do you want to do or manage?

Search for tasks Q

@ Performance Goals
@ Performance Goal Library
@ Review Periods

@ Goal Plans

@ Eligibility Profiles

lSelup of Performance Goals Mass Assignment and Mass Sharing|
ceheduled Processes for Performance Goals Click Setup of Performance Goals Mass Assignment and Mass Sharing

Select the Review Period




=ViSiON

< Setup of Performance Goals Mass Assignment and Mass Sharing

+ add |

Lo S f L

Goal Processes

Q] bide Fiters
Sort By | Last Updated - Latest to Ol

Reset | 43
‘, Copy

McA Assign Performance Goal - McA Test Performance Goal

Expand All | Collapse All

Clear
Review Period Goal Plan
2023 Annual Cycle McA Annual Performance Goal

~ Review Period

~ Goal Plan

Select Review Period

\
~ Requester

Click Add

=ViSiON

< Setup of Performance Goals Mass Assignment and Mass Sharing

Goal Processes
Click Add

[ search by process name Q] HideFitters
Sort By [ Last Updiated - Latest to Ol

Filters Reset 1
‘ Copy

Expand All | Collapse Al

|
McA Assign Performance Goal - McA Test Performance Goal
Clear
Review Period Goal Plan
McA Annual Performance Goal

2023 Annual Cycle

~ Review Period

2023 Annual Cycle

~ Goal Plan
\

~ Requester

=

Enter the Details. We can Mass assign goals or Mass share goals as the Process

type
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Mass Assign and Share Performance Goals [ et

Details Ententhe belowjinformation
“Process Type “Goal Plan
Mass assign goals . [Twansaisciptnary siits
“Process Name Requester
Company XYZ - Mass Performance Goals Select a value

*Review Period

2023 Annual Cycle

[ Exclude workers who aren't part of the goal plan

Selected Eligibility Profiles v
Included Workers v
Goals ”

Next, to select the Eligibility Profiles, click Add

=VisSioN aoxr @

Mass Assign and Share Performance Goals =

Details
“Process Type “Goal Plan
Mass assign goals Transaiscipinary sl
“Process Name Requester
Company XYZ - Mass Performance Goals Select avalue

“Review Period

2023 Annual Cycle

Exclude workers who aren't part of the goal plan

Selected Eligibility Profiles 2
Click Add
, There's nothing here so far.

Included Workers

Goals

Select the Eligibility Profile, click Required and then Save




=VISION Q%R

Mass Assign and Share Performance Goals [swveane close | [ conce
R iy L S LS 6.
Details
“Process Type “Goal Plan
[ : [y
“Process Name Requester
[Company Y07 s Petormance Gl Seectvalue

*Review Period

[2023 ot e

[ Exclude workers who aren't part of the goal plan

Selected Eligibility Profiles

Cancel

Select Eligibility Profile

3+ Months Working

34+ Months Working

Click Required

Included Workers

Goals E

Next, to select the Included Workers, if applicable, click Add

Mass Assign and Share Performance Goals Cancal

etalls

“Process Type “Goal Plan

[ Mass assign goats | Transdisciplinary skills
“Process Name Requester

[ company xvZ - Mass Performance Goals Select avalue

*Review Period

(2022 A e

[ Exclude workers who aren't part of the goal plan

Selected Eligibility Profiles +add | A

3+ Months Working v Required

Included Workers

, There's nothing here so far

Click Add

Goals v

Enter the Workers Name in the drop down and click Save

]
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Mass Assign and Share Performance Goals

Save and Close Cancel

*Review Period

2023 Annual Cycle

[ Exclude workers who aren't part of the goal plan

Selected Eligibility Profiles

34+ Months Working v Required

Included Workers

Enter Worker Name Cancel
*“Add Worker
|[omitry Grishin] | |

c_,: Dmitry Grishin
> Analyst

Person Number

Department
Human Resources RU

Goals

Lastly, to add the Goals to mass assign, click Add

Mass Assign and Share Performance Goals

save and lose [T

“brocess Name Requester

Company XYZ - Mass Performance Goals | [ setect avatue
*“Review Period

2023 Annual Cycle v ‘

[ Exclude workers who aren't part of the goal plan

Selected Eligibility Profiles

+ aga | A
rd
3+ Months Working o
Included Workers +add | A
P 3
(& | Dmitry Grishin
X mnayst Self

Goals

, There's nothing here so far.

Click Add

Enter the Basic Info and Click OK




Basic Info

Entersthe belowjinformation

Library Goal

20-25 Customer Calls Per Week

*Goal Name.

20-25 Customer Calls Per Week

Description

20-25 Customer Calls Per Week

“Start Date

151 to
Target Completion Date

273123 to
Category

Sales

Success Criteria

Users Permitted to Delete HR-Assigned Goals

Managers only

This setting overridesthe Actionsfor Workers and Managers on HR-Assigned Goals

setting o the goalplar
Status

Not started
Weight

Lastly, click Save and Close

=ViSiON

Mass Assign and Share Performance Goals

L S L.

Details

“Process Type

Mass assign goals

*Process Name

Company XYZ - Mass Performance Goals

“Review Period

2023 Annual Cycle

[ Exclude workers who aren't part of the goal plan

Selected Eligibility Profiles

Included Workers

Goals

—

60

“Goal Plan

Transdisciplinary skills

Requester

Select a value

Click OK

Click Save and Close




Thank you for reviewing and using our guide; we hope you have found it helpful. If you have any
questions on the content included in this guide, please contact our Training & Learning team at
learn@camptratech.com

Version Revision

History Date Author Changes
Version 1.0 Megan Ketter Initial Version
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