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User Access 
 
When you first access the web site the following page will display.  Click on “Logon to 
the system here” to log into the system 
 

 
 
Enter your username and password.  Your default password will be care.  The first time 
you log into the system you will be required to enter a unique password.   If you forget 
your password, you can have a temporary one emailed to you by selecting the “Forgot 
password? Click here” option. 
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Objective Setting and Management 
 
After logging into 
the system, you will 
come to your home 
page.  Go to the 
My Goals icon.  
This will allow you 
so set your 
performance and 
development 
objectives for the 
year. 
 

 
 
 
 
Objective Instructions 
 
Instructions are provided at the top of the Objectives page.  Notice that there is a link to 
the CARE development plan. 
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Objective Categories 
  
You will see  two objective categories.  The first category is Performance Objectives 
and the second category is Development Objectives.   
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Adding an Objective 
 
To add a new objective, select the “click here to add a new goal” link.  You can add a 
single goal or several at a time. 
 

 
 
 
Adding Objective Content 
 
Describe the objective in the first box provided.  You can set the start and due date for 
the objective.  You also have an “actions steps’ tab to help provide structure to your 
objective. 
 
 



 

CARE TOTAL PERFORMANCE  
Employee User Guide 

 

 

 - 5 - 

 
 
 

 
 
Adding Updates to your Objectives 
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The employee updates tab allows you space to update to your progress throughout the 
year.  Only you can access this tab. 
 

 
 
 
Running a Report 
 
You can run a report to list your Objectives and/or see their status. 
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Here is an Individual Objectives report that list this person’s objectives. 
 

 
 
Sending a goal to your Manager for Approval 
 
When you add a goal, it starts out in draft mode.  You should forward your objective to 
your manager by selecting the link right above the Performance Objective category. 
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The different color flags tell you what mode the objective is in 
 

 Blue is draft. 
 Yellow is waiting for approval.   
 Red means that your manager has asked you to revise your objective.  
 Green means the objective has been approved. 

 

 
 


