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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
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[=l=R=el c=lect Oone. ..

welcome
TotalPerformance

Welcome to CARE TotalPerformance system
Taking your performance to a higher level

CARE TotalPerformance will help you identify your strendths
and dewvelop news skills that can lead to opportunity and your

=t
Logon to the system here > for help:
Email: hrtotalperformance@@care.org

To werify that vour broveser is compatible,
click here.

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.

2 ROD-Performance
g

GERdel cclect one...

username: | |

passwrord: |

forgot vour passwaord? click here for help.

by logging on, you accept the termns of use.

\c. Al rights reserved.
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Objective Setting and Management

After logging into
the system, you will

W, ROD-Performance
o

come to your home o0 > el @nome  log of
page. Go to the Account

My Goals icon. Home
This will allow you welcome
SO set your \D Providing Feedback @ Assessments

your reminders: your reminders:

performance and
development
objectives for the
year.

* No reminders at this time, & No reminders at this time,

® Goals

your reminders:

# No reminders at this time,

s, Inc. all rights re

Objective Instructions

Instructions are provided at the top of the Objectives page. Notice that there is a link to
the CARE development plan.

2 ROD-Performance
h g

elafeell c=loct one... @ home -'r log off

Overview Archived

= my goals
&
- edit goals

For your Performance Objectives

Develop goals linked to any of the following: CARE USA’s strategic plan, actions from a development plan, job
description, arganizational performance metrics, organization/fdivisionfunit Annual Operating Plan (20P), and
any other critical area. If you supervise others, you must list at least one goal related to People Management
accountahkility . Please limit yourself to 3 — 5 SMART ohjectives (SMART: Specific, Measurahle, attainahle,
relevant, Time-bound)

For your Development Objectives

Refer to your two-yearly =nd list your goals, “What Success Looks Like”, actions, and

= SR A ——

guarters to be acWgved over the next 12 months.
Chapman, Ma v Ann: ElEEEEE0EER=g==t - @help
Performance Obaglives rating dug

Development Objectives rating dug

view/fprint: = individual goals
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(=l=R==l s clect one... M home =¥ log

Overview http:/fwww.careacademy.orgflearningresources/docs/Performa... [,

= EEM Edit GoTo  Favorites  Help ae Y 9oa
- n ) = » dit ao
P pack (> ] 2| T D sesrch v Favarites €2 [0~
address [ @] http:jfuwne. carsacademy . orgflearningresource | Go @ snaarr B B
Develop goals lin - it plan, J
description, orgal H H @ I‘Ld S0P, 3
any other critical nagems
accountahility hinable,
~
. w2 care g
Refer ta yaur Dewvelopment Plans 1=, an
¥ Introdustion
st encourage, support and Imsst In the ot
Chapman, | s prosess 1o s o g B o h e S @he
3ne3d — N tneir Nisld and mvssien-crmcal ixlli Plannl 4 for conlinuous Jevelspment must be
Performanc Snchoredt 10 CARE'S mission and bjectes. and be Bed 16 1he emPIOYS's wark Shd Beveicpment =
goas.
[ 2]
Developme Purpose and Benefits =
— Cevelopment pian helps Ioentily professional cevelopment gosls and syategies for acwieving Tem.
Gevelopment objectives are Intened o
- Encourage ins EMEICYSS 10 LKS CATIEMENID OF MSMET DIOEESONS QSVEOEMEnt y
3 P s mecranism for eringing an iracking devsiopment niees and piare
view fprint: : 5t planning for CARE s rain opment requiremenis
pent planning Denents CARS D)' aNigring empioyEe TEINNg ana CevSlopmEnt STONS Wi ME :]
rissior and abjecives of the orgarizsson ok U, Supenisors deveiog @ beter undersianding of
ihew empioyees. professional goals, sbengine, and development nesds — which can resu
reanstc Star ana cpment pi X take pErsanal rRERONSICIty and e
i o
Roles and Responsibilities
Alltough employess are ullimalely responsiole for tang e Wlatve wr thelr professions!
JOEMENt, SLPSMVEOR 3ND EMpIOYSes MLSt togemer 1o compEte Me development
oy
Empioyses s
ssese e 1evel oF campetence realed to fhe Competencies. KIS 313 KRGWISIgE requIned In
r Jobs
+ ‘Dl S protessinal Sevelopment Gosis. nesds and CRRCTLMIES 5 help fnem acnieve thoss
oais.
+ BeRSacany sssess trer prograse toward rascning tair goms

Objective Categories

You will see two objective categories. The first category is Performance Objectives
and the second category is Development Objectives.

€

S ROD-Performance
o

falaal cclect one...

Overview Archived

= my goals
- 3
® edit goals

For your Performance Objectives

Develop goals linked to any of the following: CARE USA's strategic plan, actions from a development plan, job
description, organizational performance metrics, organization/division/unit Annual Operating Plan (A0P), and
any other critical area. If you supervise others, you must list at least one goal related to People Management
accountability. Please limit yourself to 2 - 5 SMART objectives (SMART: Specific, Measurable, Attainable,
relevant, Time-bound)

For your Development Objectives

Refer to your two-year Development Plan and list your goals, "What Success Looks Like”, actions, and
guarters to be achieved over the next 12 months.

all categories of goals

Performance Objectives rating due

This is a compaw (not rated)| 12/31/2003

rating due

Completed | 12/31/2008 \v|

click here to add new goals

view/print: « individual goals

+ Goal status - detail
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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.

a3 2 ROD-Performance

elalunl| cclect ane... &h hame -'F log off

Owverview Archived
= my goals
© edit goals

For your Performance Objectives

Develop goals linked to any of the following: CARE USA's strateqic plan, actions from a development plan, job
description, organizational performance metrics, organization/division/unit Annual Operating Plan (A0P), and
any aother critical area. If you supervise others, you must list at least one goal related to People Management
accountability, Please limit yourself to 3 - 5 SMART ohjectives (SMART: Specific, Measurable, Attainable,
relevant, Time-bound)

For your Development Objectives

Refer to your two-year Development Plan and list your goals, *What Success Looks Like”, actions, and

gquarters to be achieved over the next 12 months,
Chapman, Mary Ann: ElEEl TR g ET - @help

rating due
| {not rated)| 12/31/2008 |

click hepeton add naw naal \
add single goal .

B Dev add multiple goals ’) rating due

@ SUBSCRBE to trade Jourise” Comnpleted | 12/31/2008 ¥ |

click here to w goals

.

Performance Objectives

view/fprint: « jndividual goals
e Goal status - detail

Chapman, Mar

Copyright © ns, Inc. All rights reserved.

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.
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Overview  Goals * Archived

& my goals

edit goals

goal

Devel i, job

d mm team reduce cost ,Jand

arN D ment
Al— =

help
start date ]

due date [12/31/2008 B

L]

[}
|_I ® has deadline EI

: O on goin
clic gring
— L/
view delete [ attachments ] [ cancel ] [ done ]
- A A LA L e — LA L1 [ concET 7 T =110 8 -3 J 4
ﬁ n
edit go
new goal |
oal
o 2 1.
o Help the teamwm reduce cost ,a
| =) mey
i =N

N\ “

Action Steps | \ |
= 46‘ | =
\/ he
what
success —
looks |
like
- -
= B =
4
E Actions
= ==
'Y, [ attachments ] [ cancel ] [ done ]
= I COTTCET 1] I FOre T =

Adding Updates to your Objectives

-5-
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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.

new goal
oal
=1 2 k1.,
ECl Help the teaun reduce cost N
o I
S =
| / |emp|cnyee updates | \
F.g h
I m=et with th team on §—-15-2003 and
Zk
N
= —
l
]
K|
b Ea
~ [attachments ][ cancel ][ done ]
| LA LLL=—1 e | T IO T ~

Running a Report

You can run a report to list your Objectives and/or see their status.

i, ROD-Performance
h g

go to E=1=T= =TT I afhn:nrne "{-' log off

Owverview Archived
I my goals
= edit goals

For your Performance Objectives

Develop goals linked to any of the following: CARE USa’s strategic plan, actions from a development plan, job
description, organizational performance metrics, organization/division/unit Annual Operating Plan (ACOP), and
any other critical area. If you supervise others, you must list at least one goal related to People Management
accountability, Please limit yourself to 2 - 5 SMART objectives (SMART: Specific, Measurable, Attainable,
relevant, Time-bound)

For your Development Objectives

Refer to your two-yvear Development Plan and list your goals, *wWhat Success Looks Like”, actions, and
arters to be achieved over the next 12 months,

WS ETRYACA G all categories of goals

Performance Objectives rating due
|—nm This is a cornpany goal {not rated) | 12/31/2008

click here to add new goals

= Development Objectives rating due
I—BEI Subscribe to trade journals Completed | 12/31/72008 \’l

click here tm
.

= individual goals

n
ms, Inc, All rights
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Here is an Individual Objectives report that list this person’s objectives.

http:ffdev.care. mvpfeedback.com - ROD Performance - Microsoft Internet Explorer |'
jle  Edit WView Favorites Tools  Help & snaane B

@ other reports @ customize @ export
All Goals
. Chapmar, Mary Ans

Performance Objectives

Goal: Obey all orders from above

approved status: needs revision
employee updates:

manager updates:

due date: 12/31,/2008

Dewvelopment Objectives

Goal: Subscribe to trade journals

approved status: approved
employee updates:
manager updates:

due date: 12/51/2005
rating: Completed

TotalPerformance printed: 3222008 2:34:07 PM

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.

S 2 ROD-Performance
h-

saRdal =lect Oone. .. '@fhn:nrne -'r log off

overview Archived

— my goals
© edit goals

For your Performance Objectives

Develop goals linked to any of the following: CaRE USA’s strategic plan, actions from a development plan, job
description, organizational performance metrics, organization/division/funit Aannual Operating Plan (a02P), and
any other critical area. If you supervise others, you must list at least one goal related to People Managemeant
accountability. Please limit yourself to 2 — 5 SMaRT objectives (SMART: Specific, Measurable, Attainable,
relevant, Time-bound)

For your Development Objectives

¥ear Development Plan and list your goals, "What Success LOOR
quarters to be achieved over the next 12 months.
Rbproval Reminders:

¥ vou have 1 draft goalish that need to be submitted for approval. Click here to submit them to vour
rmanager for approval

¥ You have 1 goal(s) that need ta be revised. After revising the goals, click here to submit them all to your
manadger for approval.

Tweedy, Auc.... eoories of goals @ help

=l Performance Objectives rating due

E This is a company goal {not rated) | 1273172008 |

@ test chirs goal 2 Completed | 04/29/2008 W |
& this is a test CREIR ad 10/30/20058 W |
E Ohey all arders from abowve. Off Target | 12/31/2008 ¥
edit | options
wiew history

needs revision: pou need o add a &F more Wwords

B Reduce turnover CRET I 1=2/31/2008 W |

click here to add new goals

= Development Objectives rating due
I—BEI Subscribe to trade journals Completed | 12/31/2008 Q’l

click here to add new goals
.
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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.

® edit goals

S ) ROD-Performance

iRl <clect one... & home "F log off

Overview = Goals ~ Archived

my goals

For your Performance Objectives

Develop goals linked to any of the following: CARE WSA's strateqic plan, actions from a development plan, job
description, organizational perfarmance metrics, organization/division/unit Annual Cperating Plan (A0P), and
any ather critical area. If you supervise others, you must list at least one goal related to People Management
accountability, Please limit yourself to 3 - 5 SMART ohjectives (SMART: Specific, Maasurable, Attainahle,
releyant, Time-bound)

For your Development Objectives
Refer to your two-year Development Plan and list your goals, "What Success Looks Like”, actions, and
quarters to be achieved over the next 12 months,
Approval Reminders:
¥ You have 1 draft goalis) that need to be submitted for anproval, Click here to submit therm to your

manager for approval.
¥ You have 1 goal(s) that need to be revised . After revising the goals, click here to submit them all to your

manager for approval,

o Tweedy, Adam: ElLEEl=EEx sl =R

[l Performance Objectives
—nIII This is a cormpany goal

rating due
{not rated)| 12/3 1/200,
Completed 04.-"29;’20@ \w|

—BIII test chirs goal 2
|
[ this is a test on Target [IETET K
3
B obey all orders from above, Off Target 127317200 W
edit | gbtions
needs revision: pou need fo add & bt more words view hlftory
—HEI Reduce turnover 123’31,’"20ﬁ v
click here to add new goals
El Development Objectives rating due ‘

V

¥
|—BIEI Subscribe to trade journals Completed 12,”31?200“ \7\1

click here to add new goals

‘.




