Additional Instructions for Goal

Setting in Performance
Development for Supervisors

CSupervisor \ 7
+The supervisor enters goals for the *Employee
employee by clicking on My *The employee enters goals by clicking

Performance and then Create. on My Performance and then Create.
« After entering the goal the supervisor *Once the goal is entered, then click on
then clicks next and can assign the Save as Draft or Submit if done.
g?na’:'g::slﬁgle or group of emp loye e +Competencies should also be reviewed.
«Click on Save as Draft or Submit if sets goa]s L
done.
+Competencies should also be
\reviewed.

supervisor
sets goals

employee and
supervisor
5 - discuss goals and
*Discussion

«After the employee and supervisor have discussed goals and com p eten Ci es
competencies, the supervisor should make any changes.

«Approve/Deny the goals that the employee entered.

+To approve/deny goals, move your cursor to My Performance.

+Click on Approve/Deny Employee Pending Goals

«Click on Manage Pending Goals and Competencies.

«Click on the goal to approve/deny and then click Approve Request or

Deny Request.

Steps to goal setting and competency review for supervisors.

Enter goals for the review year.
Review competencies and add any comments.
Approve or deny goals submitted by your employee(s).

i s

Meet with your employee(s) to discuss goals that you both have set and review competencies.

Complete this process by November 30.



Go to the internet and enter www.bates.edu/hr/performance. Click on Access Performance Development ONLINE
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Directory Quad
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Human Resources

HR: 215 College St.

Payroll: 220 College St.

Lewiston, ME 04240

Phone: HR: 786-6140 Payroll: 786-6173

Performance Dexelopment

Access Performance Development ONLINE

Guiding Principles of Performance Development
= b - DI hrdept@bates.edu

We have incorporated the following guiding principles in designing the Bates College Performance
Development System:

News & Updates

- Foster an ongoing, supportive climate of dialogue between employees and supervisors that
builds stronger relationships

- Align the college’s mission and values with performance expectations and build connections
to the Bates community
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http://www.bates.edu/hr/performance

This is your Welcome screen where there are basic instructions. To begin, click on the My Performance tab.

& Empouwering People: Bates -

i) © | €] htps://batescollege.csod.com/LMS/catalog/Welcome.aspxitab_page_id=-67&tab_id=-1

X @Convert v [ Select
r Favorites | /i ] Cyber Recruiter gl Surveys Online - CUPA 1, Commons | Clients | Ellucian Customse-Suppor... ¥ ellucian Learning Center & Comerstone Client Succes.

(@ Empowering People: Bates % v B v @ v Pagev Safetyv Tookv @~ 7

velopment

Welcome My Performance Reports Admin Content FAQs
o

m

Melani, welcome to Performance Development

IMPORTANT INFORMATION

Itis time for goal setting. We you to take for actively with your about planning your goals, being accountable for your actions and accepting feedback and support. Goal Setting, Competency
review and the ion between the and must be by 30.

*Supervisor v ~
+The supervisor enters goals for the | *Employee
employee by clicking on My *The employee enters goals by clicking
Performance and then Create. on My Performance and then Create.
-;:ﬂer elnlkering t:\e %oal the supel;\lgisor +Once the goal is entered, then click on
then clicks next and can assign the Save as Draft or Submit if done.
goal to a single or group of +Competencies should also be reviewed.
employees. em p I Oyee B
+Click on Save as Draft or Submit if 4
Chck P sets goals \_ J
*Competencies should also be
\reviewed.
@ Intemet | Protected Mode: Off i \ -
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You will see this screen that has two tabs. First, one labeled My Goals & Competencies, that lists core competencies,
your job family competencies, as well as goals that your supervisor has entered, or goals continuing from last year listed
here. As you enter goals, they will also appear here.

[~ Fircrox | o |

BGE. 5 | @ nitps/corporstel prosy.crod.com/EPWI/Gosl:/GoslList aspxitab_page._id=-L5 / @ v Google B

Empowering People: Bates |+] /
Goals & Competencies - Mary Main o

. P,
l\e Create ’a Reports

Select ~ From[@Bn2013 | Te:[12014 [ [Dshow Cancelled /] Hide Completed M
My Goals & Competencies Team Goals & Competencies
Title Due Date Perspective Status Options
1. Support for the Mission, Vision and Community Principles of Bates College Ti312014 Core Competency On Track B %
2. Knowledge and Performance of Job Responsibilities Ti312014 Core Competency On Track B %
3. Leadership and People Management Ti31/2014 Job Family Competency-Managerial On Track B % 3
4. Program and Project Management 73112014 Job Family Competency-Managerial On Track HE %
HRIS Systems 12/31/2013 Deparmental Goal On Track HE %
Implement Benefit Task Force Recommendations 3312014 Depanmental Goal On Track HE %
N -

Bates College Human Resources

ol m v




Second, there is a tab labeled Team Goals & Competencies. Here you find a listing of your direct reports. If you wish to
view their goals and competencies, click on the arrow to the right of their name. You may edit goals or add comments
to competencies by clicking on the edit icon next to that particular item.

BGE & | @ nitpsy/corporatel proxy. fsod.com/EP/Goals/GealL ist.asptab,_page.id=-15 ¢ |8 - coye P
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g Create L3 g Reports [E]

Select + From:[8Mi2013 0| To:[731/2014 [ [ClShow Cancelled [ Hide Completed

Details

My Goals & Competencies am Goals & Competencie; P
Title Due Date Perspective Status ﬁi‘;:ms Options
Amie Parker

Ken Emerson

Melani McGuire AN

1. Support for the Mission, Vision and Community Principles of Bates College 71312014 Core Competency On Track (=) ZE % -
2. Knowledge and Performance of Job Responsibilities 7i31/2014 Core Competency On Track (=) HE %

3. Leadership and People Management 7i31/2014 Job Family Competency-Managerial On Track = HE %
4.Program and Project Management 7i31/2014 Jab Family Competency-Managerial On Track 0O HE %
Compensation Study for Professional Job Family 2i28/2014 Departmental Goal Pending Approval 0O HE %

Ray Potter 7

Sarah Bernard

Shirley Govindasamy
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Goals & Comypetencies - Melani McGuire

Reports

(@ create

m

Select v From:[8i1/2013 O Toe:7R12014 @] [TIshow Cancelled [Tl Hide Completed
My Goals & Competencies [1X]
Title Due Date Perspective Status Options
1. Support for the Mission, Vision and Community Principles of Bates College 713112014 Core Competency On Track ZE %
2. Knowledge and Performance of Job Responsibilities 713112014 Core Competency On Track FE %
3. Leadership and People Management TR12014 ol Fa'rxglﬁ;r;r:g‘elency- On Track BB %
Job Family Competency-

4. Program and Project Management 713112014 On Track HFE %
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Enter the Title, Description, Start and Due dates. Click on the down arrow to choose the Perspective. The perspective
will either be Departmental Goal for work in the department or Deévelopmental Goal for personal development.
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Create Goals & Competencies

Enter goal details manually or import a goal using the SMART Wizard or the Library.

* Title:

Description: B I

N

n

Start Date: [9/202013___[] * Due Date: 7312014 /

* Perspective: Select

Tasks @ Start Date Due Date Options

Click onthe add icon to add Tasks

Attachments <

€ Internet | Protected Mode: Off v ®10% v
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Title: "

Description: B I

=
1
1

Start Date: [9/20/2013 )| * Due Date;

* Perspective: Select

Tasks @ Start Date Due Date Options

i

Click onthe add icon to add Tasks

Attachments &

@) Atachments

[ saveas orant | [ cancel | [ next» |

(L item remaining) & Internet | Protected Mede: Off




Here you can enter a description of a specific task in the goal with a Start and Due Date. When you are done, click Save.
You can add as many tasks as you like repeating the same steps.
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* Description:

Start Date: Due Date:

/2012013 i) 712014 [E=)

€ Internet | Protected Mode: Off

You may also add attachments to your goal setting, such as project plans or other documents. Be aware that these
documents are only for the purpose of the current year's performance process. Once the current process is complete,
any attachments will no longer be stored. If you would like to add an Attachment, click on the #k next to Attachment. You
will then get a pop up box that asks you to browse for the file you want to upload. When you have located it, click on

¢ Favorites | % &) Cyber Recrui § Surveys Online - CUPA | Commons | Clients £] Ellucian Customer Suppor... » ellucian Learning Center & Cornerstone Client Succes...
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Browse and upload any materials reteyant to this Goals & Competencies. Maximum
file size is 1MB and is limited to Worwmm. pdf, tet, rtf, gif and jpg files.

[ Browse... ]
h
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When you are finished entering your goal, you can click on Save as Draft if you are not finished, Cancel if you wish to
start over or click Next to assign the goal.

el
POME %) | @ nttps://corporatel proxy.csod.com/EPM/Goals/GoalSetaspr. | C I8 Geok 2.
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Create Goals & Competencies

Enter goal details manually or import a goal using the SMART Wizard g¢r the Library.

* Title: Performance Development Training

Description:

Continue developing training materials.

Start Date: [8/23/2013 [ * DueDate: [33122014 [
/

[

* Perspective: | Departmental GOal ..o oot

Tasks @ Start Date Due Date Options

Click on the add icon to add Tasks

Attachments &

&) Attachments J

’ Save as Draft ] [ Cancel ] [ Next » ]

This screen gives you options for assigning the goal. If you click on Yourself, then the goal is assigned only to you.

[“Frefor = D e —— T
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You are currently logged in as Mary Main

Bates Performance Development '

My Account | Log Out | Help

Welcome My Performance Reports Admin Content FAQs
.

Goals & Compstencies - Mary Main >

Create Goals & Competencies

Select which users or group this goal should be assigned to. You can assign it to yourself, your team or a different type of group that is listed in the drop down menu.

Assign To: @ Yourself @ Yourteam © Select -

[ « Back ] [ Save as Draft ] [ Cancel ] [ Submit

Bates College Human Resources




If you click on Your Team, a screen will appear that lists your direct reports. Click the box next to the person(s) you wish
to assign that goal to. If you want to assign it to the entire team, click on Assign and Direct and Indirect reports.

Sreroc ~—— e -

PBGIE 7 | @ hitps/corporstel prowy.csod.com/EPM/Gosls/GoalAssign.asp c|[B- Gogt- [ P

| {i Empowering People: Bates |T|

Select which users or group this goal should be assigned to. You can assign it to yourself, your team or a different type of group that j¢listed in the drop down menu_

AssignTo:  © Yourself @ Yourteam O Select -
Sharing:
Mary Mail =
@ Create a separate goal for each user. a AssistanfVice President of

. Hu Resources and
DDynam\cAsslgnment

[ assign [ pirect and Indirect Reports

Sarah Bernard
] HRIS Manager

i

Ken Emerson
Associate Director
lal] [l

Shirley Govindasamy

B Payroll Manager B
Melani McGuire
] Compensation and Classification Manager

Amie Parker
] Employment Manager B
y Ray Potter
B Environmental Health and Safety Manager B E

[ Freroc | s
BGE 0 /@ nttps:/corporatel proxy.csod.com/EPM/Goals/GoalAssign.aspx & |[B- Googte L

| Empowering Pebple: Bates [+]
Sharing: )
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@ Cr a separate goal for each user. o 4 e Pt

§ . Human Resources and
(& Dynamic Assignment

¥ Assign [¥] pirect and Indirect Reports

Sarah Berfiard
7] HRIS Manager

Ken Emerson
Associate Director

Shirley Govindasamy
Payroll Manager =

Melani McGuire
Compensation and Classification Manager

Amie Parker

Employment Manager =
Ray Potter

Environmental Health and Safety Manager =

[ « Back ] [ Save as Draft ] [ Cancel ] [ Submit

9/23/2013



Employees will enter goals and make comments on competencies. Then they are submitted to you for approval. You
will receive an email telling you that you have goals that need to be approved. To approve a goal, click on the My
Performance tab and then Approve/Deny Employee Pending Goals. Changing or cancelling goals must also be approved.

[ Firefox =] _— =
BGE & | @ nitps:/corporatel proxy.csod.com/EP/ Goals/Goal istasptab,_page id=-15 e ||B- Google P

mpowering People: Bates |+]

You are currently logged in g Mary Main B

Bates Performance Develppment Er -

My unt | Log Out | Help
Welcome My Performance Reports dmin Content FAQs
- 1
Set Goals and Review Competencie,
Goals & Cc

Approve/Deny Employee Pending Goals

(@ creati schedued Tasks

m

Select + From:[8Mi2013 0] Te:[7a12014 [ [C)show Cancelled [ Hide Completed

My Goals & Competencies Team Goals & Competencies ‘ A |

Title Due Date Perspective Status Options L]

1. Support for the Mission, Vision and Community Principles of Bates College 73112014 Core Competency On Track HE %

2. Knowledge and Performance of Job Responsibilities 73112014 Core Competency On Track HE %

3. Leadership and People Management 7312014 Job Family Competency-Managerial On Track HE s

4. Program and Project Management 7312014 Job Family Competency-Managerial On Track HE s

HRIE Cuctame 1213112013 Deparimental Goal On Track A % -
https://corporatel proxy.csod.com/EPM/Goals/ GoalList.aspxitab_page i

Click on Manage Pending Goals and Competencies.

[ Fircrox -~ 0
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Welcome My Performangfe Reports Admin Content FAQs
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Manage Employee Pgrformance

View the performance informatfon for your employaas. Share Your Permissions

» Manage Pending Develpgment Plans (Displays a list of development plans for which you are the approver)

* Manage Pending Goals & Competencies  (Approve or Deny Goals & Competencies that are pending approval)
» View Employee Succession Reporl  (Displays a list of employee succession candidates for any position)

» Print SMP Individual Assessments  (View Employee SMP Individual Assessment Report)

* Manage Subordinates Peer Relationships  (Allows you to approve employees that your subordinates have selected as peers)

Search Subordinates:

FirstName LastName
(6 Resuits)

Manage Subordinates

SUBORDINATES

[ sarah Bernard Resume Goals & Competencies Plans Competency Assessment Comments smp
Ken Emerson Resume Goals & Competencies Plans Competency Assessment Comments smp
shirley Govindasamy Resume Goals & Competencies Plans Competency Assessment Comments SMP
[ Melani McGuire Resume Goals & Competencies Plans Competency Assessment Comments SMP
Amie Parker Resume Goals & Competencies Plans Competency Assessment Comments SMP
Ray Potter Resume Goals & Competencies Plans Reviews Competency Assessment Comments SMP

Bates College Human Resources
m

hitps://corporatel proxy.csod.com/EPM/geals/PendingGoals.aspx




You can then see goals and competencies pending your approval.

[ Firerox -]
BCE 5 | @ nitpsy/corporatelpr

Empowering People: Bates |+

/.ceod.com/EPM/gozls/PendingGozls aspx el @v Google P

You are currently logged in as Mary Main

Bates Performance Development

Welcome My Performance Reports Admin Content FAQs
-

Manage Employes Performance >

Pending Goals & Competencies

You may individually view the details of each Goals & Competencies to approve or deny the Goals & Competencies or you may select a group of Goals & Competencies to approve or deny all at once
Check / Uncheck All [[include Goals & Competencies for inactive users

Pending Goals & Competencies

Select User Title Status Options

] Melani McGuire Compensation Study for Professional Job Family Pending Approval Approve/Deny

[ « Back ] [ + Approve Request ] [ 3 Deny Request

Bates College Human Resources

To see the detail of the goal, click on Approve/Deny.

™ Firefox — RSNl >
BGE 73 | @ hitps//corporetel prosy.csod.com/EPW/gosls/PendingGosls.aspx e ||B - Google P
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You are currently logged in as Mary Main

[

My ] L

Bates Performance Development

Welcome My Performance Reports Admin Content FAQs
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Manage Employee Performance >

Pending Goals & Competencies

“You may individually view the details of each Goals & Competencies to approve or deny the Geals & Competencies or you may select a group of Geals & Competencies to approve or deny all at once

Check / Uncheck All [include Goals & Competencies for inactive users

Pending Goals & Competencies

Select User Title Status Options

= Melani McGuire Compensation Study for Professional Job Family Pending Approval Approve/Deny

[ « Back ] [ v’ Approve Request ] [ 3 Deny Request

Bates College Human Resources




You can then approve or deny the goal by clicking on the corresponding button.

B 75 | @ nitps//corporatel proxy.csod.com/EPM/goals/GoalSet.aspx

e [|B- Google s
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[E]
* Title: Compensation Study for Professional Job Family
Description:

Start Date: 11/1/2013  * Due Date: 2/28/2014

* Perspective: Departmental Goal

Tasks @

Start Date Due Date Options

Click on the add icon to add Tasks

Attachments &

&) Attachments

History

@ Gozls & Compstencies History () All History

Compensation Study fogrofessional Job Family pending approval from Mary Main on 9/20/2013 6:15 PM
Compensation Study §4¢ Professional Job Family created by Melani McGuire on 8/20/2013 6:15 PM

pending review.

™ Firefox -]

BEE 75 | @ nitps//comoratel proxy.csod.com/EPM/goals/PendingGoals.aspx
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You are currently logged in as Mary Main

Bates Performance Development .

My unt | Log Out | Help
Welcome My Performance Reports Admin Content FAQs

L - ]

Manage Employee Performance >

Pending Goals & Competencies

You may individually view the details of each Goals & Gdmpetencies ta approve or deny the Goals & Competencies or you may select a group of Goals & Competencies to approve or deny all at once

Check / Uncheck All [Tinclude Gedls & Competencies for inactive users

Pending Goals & Competecncies

Select U, Title Status Options

] Melani McGuire Compensation Study for Professional Job Family Pending Approval Approve/Deny

[ « Back ] [ + Approve Request ] [ 3 Deny Request

Bates College Human Resources




In order to view goals and competencies for any individual in your reporting line, go to My Performance then
Approve/Deny Employee Pending Goals. The Manage Subordinates section lists your direct reports. If you click on the
plus next to their name, you can also see their direct reports. Click on Goals & Competencies to see that individual’s
information.

/corporel proxy.csod.com/EP M)/ performance/ManageSubs.aspxitab_page_icd=-223
-

mpowering People: Bates \| + |

Mapage Employee Performange
View fhe performance information for your employees. Share Your Permissions

* Mpnage Pending Development Plans (Displays 2\|ist of development plans for which you are the approver)

+ Mhnage Pending Goals & Competencies (Approve ) Deny Goals & Competencies that are pending approval)
s Vlew Employee Succession Report  (Displays a list of Spployes succassion candidstes for any position) -
» Pyint SMP Individual Assessments (View Employee SMP InYividual Assessment Report)

+ Manage Subordinates Peer Relationships  (Allows you to apprpve employees that your subordinates have selected as peers)

earch Subordinates:

Fifst Name Last Name Q, search
(6 Resuits)
Manage Subordinates
SUBORDINATES |
~

2 Sarah Bernard Resume Goals & Competencies Plans Reviews Competency Assessment Comments smp =
[ Ken Emerson Resume Goals & Competencies Plans Reviews Competency Assessment Comments sSmp 1

) Michael Milliken Resume Goals & Competencies Plans Reviews Competency Assessment Comments sSmp

[ Brenda Sawyer Resume Goals & Competencies Plans Reviews Competency Assessment Comments sSmp
Shirley Govindasamy Resume Goals & Competencies Plans Reviews Competency Assessment Comments sSmp
& Melani McGuire Resume Goals & Competencies Plans Reviews Competency Assessment Comments sSmp
Amie Parker Resume Goals & Competencies Plans Reviews Competency Assessment Comments sSmp
Ray Potter Resume Goals & Competencies Plans Reviews Competency Assessment Comments Smp

Bates College Human Resources

You can also see the prior year end reviews by clicking on Reviews.

m 7} | @ https://corparatel proxy.csod.com/EPM/performance/ManageSubs aspxitab_page id=-223

Empowering People: Bates | + |

Manage Employee Performance

View the performance information for your employees. Share Your Permissions

» Manage Pending Development Plans (Displays a list of development plans for which you are the approver)
 Manage Pending Goals & Competencies (Approve or Deny Goals & Compatancies that are panding approval)
* View Employee Succession Reporl  (Displays = list of employee succession candidates for any position) =
» Print SMP Individual Assessments (View Employee SMP Individual Assessment Report)

» Manage Subordinates Peer Relationships  (Allovs you to approve employees that your subordinates have selacted as peers)

Search Subordinates:

First Name LastName Q, Search
(6 Results)
Manage Subordinates
SUBORDINATES olln
L sarzsh Bernard Resume Goals & Competencies Plans Reviews Competency Assessment Comments SMP .
5 Ken Emarsan Resume Goals & Competencies Plans Reviews Competency Assessment Comments SMP 1
[ Michasl Milliksn Resume Goals & Competencies Plans Reviews Competency Assessment Comments SMP
[ Branda Sawyar Resume Goals & Competencies Plans Reviews Competency Assessment Comments SMP
irlay Govindasamy Resume Goals & Competencies Plans Reviews Competency Assessment Comments SMP
[ Malani McGuirs Resume Goals & Competencies Plans Reviews Competency Assessment Comments SMP
Amie Parkar Resume Goals & Competencies Plans Reviews Competency Assessment Comments SMP
Ray Potter Resume Goals & Competencies Plans Reviews Competency Assessment Comments smp

Bates College Human Resources




Since prior year end reviews are considered completed tasks, click on Show completed and expired tasks. The list of

reviews for each individual appears. To see the review, click on the indivi task you wish to see.

B 77 | & hitps//comoratel proxy.csod.com/EPM/Reviews/UserReview.aspris= A * AWROHKHTnfAXaezDL WoAw3d%3d
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Performance Review Summary - Melani McGuire

m

% Launch Review

Performance Reviews

My Personal Reviews

My Assigned Reviews

Title:

Show completed and expired tasks (18 Resuits)
Title: Description Status Start Date Due Date
w BT T T T T e T e S This is the year end performance development Complete 712612013 8/5/2013
1 viev wy
w Complete Indirect Manager Review of Dot Letourneau This is the year end performance development ... Complete 719/2013 71282013
w Complete Indirect Manager Review of James Guzelian This is the year end performance development Complete 719/2013 712812013
w Complete Indirect Manager Review of Michael Milliken This is the year end performance development .. Complete 712412013 Ti28i2013
w Complete Manager Review of Amie Parker This is the year end performance development Complete 7102013 Ti312013
This is the year end performance development Complete 6/19/2013 713112013 E

™ Complete Manager Review of Anne Odom L=

ol ] ] »

o 8 @ '

After you have completed entering and approving goals, and commenting on competencies for each of your direct
reports it is time to set up a meeting to discuss the goals and competencies with that employee. This very important
step in the process must be completed by November 30™. You can go back to edit and update during the review year.



