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Manager's Home Page

Managers have an additional icon on their home page. It is called Manager Functions.
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Select this icon to access to Manager Functions. Remember when you are in Manager
Functions you are seeing the application data through the eyes of a manager and not
an employee.

Manager Functions

The first tap is the Overview tab. This gives you a link to all of your current task. A
status bar provides you
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information on the current @ o _ —_
processes and allows you to i

link directly to employee Manager Functions
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wihat do I need to do? quick links
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o Tweedy, Adam - demo for training
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Employee #in Draft  #in Waiting Approval # in Needs Revision #in Approved Updated # Goals
Tweedy, Adarn 1 2 a L] 0%/02/2008
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Approving Employee Goals

When you select an employee for goal approval (or when you select goals from the
employee’s record) you will see the employee’s goal screen just as they would see it!

You can approve goals by using the flags provided or the link at the top of the page.
Flags allow you to approve goals one at a time. Use the link at the top to
simultaneously approve all goals waiting for approval .

S 2, ROD-Performance

(a[alisll cclect one... &h home "r log off

Owverview  Employess ~ Manager Tools
]

& Manager Functions

Employees

Selected Employee: Tweedy, Adam I
Title: Demo Employee my people

For your Performance Objectives

Develop goals linked to any of the following: CARE USA’s strateqgic plan, actions from a developrment plan, job
description, organizational performance metrics, organization/division/unit Annual Operating Plan (40P, 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 3 - 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
quarters to be achieved over the next 12 months.

For help, contact hrtotalperformance@care.org
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Requesting Goal Revisions

You can send a goal back to the employee for edits by selecting the red flag (needs

revision). Note that a comment box appears for you to provide feedback.
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Updating Employee Goals

You can update any part of the goal but the employee updates tab.
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Assigning an employee goal to others

While you are in the employee’s goals you may assign one or more of their goals to
other employees on your team. Select the copy goals to direct reports.
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For help, contact hrtotalperformance @care.org
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click here to add new goals

view/print: « individual goals
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Then select the goals to be copied and select who should receive them.
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& Manager Functions

Employees

Selected Employee: Tweedy, Adam (g}
Title: Demo Employee my people ~ &

From the right, select the goals you wish to copy. From the left, select the employees you wish to receive
copies of these goals, When done, click copy goals.

employees to receive goals goals to be copied (from Adam Tweedy)

- -
direct report Performance Objectives
[FlChapman, Mary &nn Eltest goal one
Oraogers, andria Opy :
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Assigning your goals (as Manager) to others

While you are in your own goals page you may copy one or more of your goals to any of
your direct reports by following the same process as above. It is important to remember
where you are in the system. Be aware of when you are in an employee’s goals page

or your own!
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s[aRis sclect one...

&h home -'? 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/unit annual Operating Plan (&0P), and
any other critical area. If you supervise others, you must list at least one goal related to People Management
accountahility, Please limit yourself to 2 - 5 SMART objectives (SMART: Specific, Measurable, Attainahble,
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,

For help, contact hrtotalpedormance@care .org
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ROD-Performance
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Overview = Goals ~ Archived

® my goals

edit goals

From the right, select the goals you wish to copy. From the left, select the employees you wish to receive
copies of these goals. When done, click copy goals.

employees to receive goals goals to be copied {from Little, Chris)
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Generating reports

While in the employee’s goal page you may run the available reports. These are the
same reports that you may run for yourself while you are in your goals page.
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] http:/fdev.care.mvpfeedback.com - ROD-Performance - Microsoft Internet Explorer

File Edit Wiew Favortes Tools  Help & Snaglt E Sy a"

(®) other reports (=) customize (&) export
All Goals
. Tweedy, Adam

Performance Objectives

Goal: test goal one

approved status: approved

employee updates: | am on target

manager updates: Adam has completed step one of this goal
due date: 12/31/2008

rating: On Target

Goal: test goal twa

approved status: needs revision
employee updates:

manager updates:

due date: 12/31/2008

rating: Borderline

TotalPerformance printed: 9/2/2008 9:06:16 AM

Employee Information

The next tab is the employee tab. Here you can select all relevant information

regarding each

employee The 3 % ROD-Peormance
manager tools : ghhg “o>ctone @home 4 Iog off

tab prOVIdeS Employees © Manager Tools

some additional Manager Functions

reporting in the : Ermployees

futu re. Selected Employee: Tweedy, Adam
Title: Demo Employee my people

overview | as

ments | goals | pe.ormance log | previous :
Employee Inforindio Organizational Relationships

Cermo Manager

HRIS Key

weedy, Adam
emo Employee
E-Mail I

Title Demo Emplayes

Full Narme Tweedy, Adam IT | |
C

Addrass tpsupport@surntotalsy sterns.com

Mo Subordinates Found |
Hire Date

Job Code

Building
Location

Phone

Available Reports
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