A Guide for Managers- Goal Setting Stage

Goal Setting

> Setting goals is the first step in completing an employee evaluation. Each year, you will
set goals for the upcoming year/evaluation period.

> Creating goals is important to manage your employee’s performance.

» During this phase, managers convey the expectations of the position/department to
employees.

» Goals should be specific, measurable, attainable/aligned, realistic/relevant, and time
bound (S.M.A.R.T.)

» Goals should be strategic in nature and not daily tasks.

How to Write S.M.A.R.T. Goals?

> Designed in a way to foster clear and mutual understanding of what constitutes
expected levels of performance and successful professional development.

S Specific What will be accomplished? What actions will you take?

M Measurable What data will measure the goal? How much?

A Achievable Is the goal doable? Do you have the necessary skills?

R Relevant How does the goal align with broader goals? Why is the
result important?

T Time Bound What is the time frame for accomplishing the goal?

Update/Define Competencies

» You can add/modify competencies within each criterion.

» Competencies are characteristics used to evaluate the employee’s job performance.

» If you have created specific competencies for another employee or in prior year
evaluations, you have an option of copying these competencies.

*Once submitted, goals and competencies cannot be modified. Once finalized, this will
enable the 2022 evaluation to become available.
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Manager - Add Goals

Employee Self SEWiOEE Team Performance 1. From the PeopleSoft homepage, select
the Manager Self Service option from
1 ) Employee Self Service the dropdown.

AN
. @ 2. Select the Team Performance tile.
E& 3. Alist of available Performance

Documents will appear. Select an
employee to continue.

Manager Self Service

Analytics & Reporting

Performance Documents

5 Q

1-20f2 v
Yame Document Type Document Status Period Begin Period End Job Title Next Due Date
3
, -
Jorge Lopez UTEP Performance Evaluation  Define Criteria 01/11 12/31 ;g:‘r?;zgcw'd'”am” 03/31
John Smith UTEP Performance Evaluation Define Criteria 01711 12431 Post Doctoral 03/31
Performance Process # o«
UTEP Performance Evaluation
Steps and Tasks o
Define Criteria - Update and Submit
Jorge Lopez
Jorge Lopez
UTEP Performance Evaluation Aag,ee
01/11 - 1231 Overview lons~
| Job Title  Program Coordinator/ Manager Manager Luis Perez
= © Goal Setting J Document Type UTEP Performance Evaluation Period 01/11 - 12131
Due Date o331 i Template Clone_Staff Evaluation Document ID 3750
Update and Submit Status  In Progress Due Date  03/31
+ U Review Self Evaluation

Due Date 12731 h - . . 5 ;
1. Review the performance criteria (goals and/or responsibilities) that the employee plans to accomplish during this the performance period.
OleTe ete M Eval 2. Make any necessary adjustments to the criteria and review your changes with the employee.
- Daglggtt: U-;S\Jager valuation 3. Once the performance criteria is correct select the submit button to complete this step.

4. Verify the employee information.

5. From the “Goal Setting” tab, click on
Expand to make adjustments:

Note: The “Pencil” icon allows you to modify goals
and “Trash” icon allows you to delete goals.
+ At the beginning of each year, managers should establis

set for the previous year, provide comments and discuss t 6. [n this examp]e, we will add goa]s by

For more i Lion on how to add, update, and delete g SeleCting the PenCil iCOn.
» Collapse | [ Add Item

> 1.

Goal Setting H Quality of Work H Productivity

~ Section 1 - UTEP Goal Setting and Devel

Description : 2l i
Measurement .

* Due Date: e

Created By Template 11/08 3:4TPM
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Manager - Add Goals

2. Make any necessary adjustments to the criteria and review your changes with the employee.
3. Once the performance criteria is correct select the submit button to complete this step.

Geal Setting H Quality of Work H Productivity H Reliability || Teamwork H Strengths/Challenges

UTEP Performance Evaluation
Edit Item
*Title ’ 1. Insert goal here. \
Description |== || e '\Nze '|| B I U || = = A- @ E| g
Insert description here.
Measurement x || s g
Insert measurement here.
7. Complete applicable goal setting fields:
Title, Description, Measurement, and
Due Date.
Due Date  08/31 example 12/31 8. Click Update to save goal information.
Update Repeat steps 5-9 to add more goals.
Return e |
9 (10)
Save Submit
UTEP Performance Evaluation
Define Criteria - Update and Submit & Print | EINotify
Jorge Lopez
Actions~
i i Job Title  Program Coordinator/ Manager Manager  Luis Perez
J Document Type UTEP Performance Evaluation Period 01/11 9 SeleCt Save tO keep your ChangeS' you can
J Tempiate  Clone_Staff Evaluation Document D 3750 always return to the document if you need
Status - In Progress Due Dt 03/31 more time and are not ready to submit.
1. Review the performance criteria (goals and/or responsibilities) that the employee plans to accomplish during this the performance pel 10 After addlng goalS you can aISO add/

remove competencies, use one of the
following guides to edit/copy
competencies:

Manager- Add Pre-defined Competencies
Manager- Copy Competencies

If no changes are needed, select Submit to
complete this process.

Remember to constantly save your work, PeopleSoft will automatically time out due to inactivity and this may
cause you to lose unsaved work.
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Manager - Add Pre-defined Competencies

Employee Self SenriceE Team Performance 1. From the PeopleSoft homepage, select

the Manager Self Service option from
the dropdown.

@ 2. Select the Team Performance tile.

AN
_I_l_li
% 3. Alist of available Performance

Documents will appear. Select an
employee to continue.

1 Employee Self Service

Manager Self Service

Analytics & Reporting

Performance Documents
B Q 1-20f2 v
Yame Document Type Document Status Period Begin Period End Job Title Next Due Date
3
, -
Jorge Lopez UTEP Performance Evaluation  Define Criteria 011 12131 fﬂg}r?;:g‘rc‘m’d'”am” 0331
John Smith UTEP Performance Evaluation  Define Criteria 01/11 1231 Past Doctoral 03131

Performance Process a' «
UTEP Performance Evaluation
Steps and Tasks c
Define Criteria - Update and Submit
Jorge Lopez
UTEP Performance Evaluation Jorge Lopez
0111 12/ Qverview Actions
[ Job Title Program Coordinator/ Manager @ Manager Luis Perez
= 0 Goal Settin
Due Date 03,31 J Document Type UTEP Performance Evaluation Period  01/11 - 123
Update and Submit i Template Clone_Staff Evaluation Document D 3750
Status  In Progress Due Date  03/31
+ O Review Self Evaluation
Due Date 1231 1. Review the performance criteria (goals andfor responsibilities) that the employee plans to accomplish during this the performance period
e . 2. Make any necessary adjustments to the criteria and review your ch
- gomg\e{e Mgnager Evaluation 3. Once the performance criteria is correct select the submit button to ) . .
ue Date 030 4, Verify employee information.
(s) 5. Select the Quality of Work tab.
Goal Setting Quality of Work Productivity Reliabil§ . .
[ cust ot wer I 6. Click on Expand to make adjustments:
) L ) a. Use the “Trash” icon to delete any undesired
~ Section 2 - UTEP Performance Criteria - Quality of competencies.
Sections 2 through 5 - Assign ratings and weight to Competencies. 7 Add CompetenCieS by Selecting the Add
For more information on how to determine ratings/weight for Competer Item llnk-
« Quality of a criterion defining the f the employee's johi e T L T
competenci o means the employee! e -
_- Expand | Collapse & Add ltem . .
You have three options when adding
UTEP Performance Evaluation competencies, in this example we will | @
Add ltem 3 edgeable in duties and term) Add pl‘e-deflned 1tem: actively shares
Fs.
Add -defined i g =
- precernec e 8. Choose the Add pre-defined item
I Add your own Item I Option 1
Template 11/08/ '
Copy Item from My Team's Documents ; 1
9 9. Click Next.
— Note: You can also add your own
Refum competencies by selecting Add your own
item.
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Manager - Add Pre-defined Competencies

UTEP Performance Evaluation
Add a Pre-Defined Iltem

To search for items fo add to the document select the search button. You can alsc enter search criteria to help refine your results.

Search Criteria

Title

10
Search Clear

Search Results 10. Click the Search button to display compe-
=+ tencies
11. Under the “UTEP Performance Criteria -
UTEP Performance Criteria - Quality of Work Quality of Work” section, use the check box
to select the competencies you want to
% Responsiveness COpY. Note: You can also use the Select All hyperlink.
_ 12. Click the Add button and you will then be
Customer Services redirected to the UTEP Performance
@ Evaluation page.
Accuracy
Safety
Select All Deselect All
12
Add Q

Return

13. Select Save to keep your changes, you can
always return to the document if you need
more time and are not ready to submit.

14. Repeat steps 6-13 for the following tabs: @ @

Save Submit

UTEP Performance Evaluation

a. Productivity
Define Criteria - Update and Submit

& Print | E3JNotify
Jorge Lopez b. Reliability
Actions~
Joh Title  Program Coordinator/ Manager C. Teamwork
J Document Type UTEP Performance Evaluation
J Tempiate  Clone_Staff Evaluation 15. After adding all desired competencies,

Status  In Progress

select Submit to complete this process.

1. Review the performance critenia (goals and/or responsibilities) that the employee plans to accomplish during this the performance period.
2. Make any necessary adjustments to the criteria and review your changes with the employee.

3. Once the performance criteria is correct seubmlt bumplete“)

‘ Goal Setting H Quality of Waork |I Productivity I‘I Reliability II Teamwork I‘ Strengths/Challenges ‘

Remember to constantly save your work, PeopleSoft will automatically time out due to inactivity and this may
cause you to lose unsaved work.
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Manager - Copy Competencies

Team Performance 1

®

Employee Self ServiceE From the PeopleSoft homepage, select

the Manager Self Service option from
the dropdown.

Employee Self Service

Select the Team Performance tile.
Manager Self Service

A list of available Performance
Documents will appear. Select an
employee to continue.

2
EX

| Analytics & Reporting

Performance Documents
5 Q 120f2 v
Yame Document Type Document Status Period Begin Period End Job Title Next Due Date
3
, -
Jorge Lopez UTEP Performance Evaluation  Define Criteria 011 12131 fﬂ;}r?argg‘rc‘m’d'”am” 0331
John Smith UTEP Performance Evaluation  Define Critena 01/11 12/31 Post Doctoral 03131
—
Performance Process ¥«
UTEP Performance Evaluation
Steps and Tasks (2
Define Criteria - Update and Submit
Jorge Lopez
UTEP Performance Evaluation Jorge Lopez
01/11 17 12131 Overview Actions~
[ Job Title  Program Coordinator/ Manager @ Manager Luis Perez
=0 Goal Setting i
Due Date 1351 J Document Type UTEP Performance Evaluation Period 01/11 12/31
Update and Submit i Template Clone_Staff Evaluation Document ID 3750
L | Status  In Progress Due Date  03/31
+' 0 Review Self Evaluation
Due Date 1231

1. Review the performance criteria (goals and/or responsibilities) that the employee plans to accomplish during this the performance period.
2. Make any necessary adjustments to the criteria and review your cha i

Complete Manager Evaluation 3. Once the performance criteria is correct select the submit button to

Due Date o330

4, Verify employee information.
5. Select the Quality of Work tab.
6. Click on the Expand to make adjustments:

( 5 ’
Goal Setting |I Quality of Work IT Productivity H Reliabil

~ Section 2 - UTEP Performance Criteria - Quality of a.  Use the “Trash” icon to delete any undesired

competencies.. L
Sections 2 through 5 - Assign ratings and weight to Competencies 7 Add Competencies by Selecting the
For more information on how to determine ratings/weight for Competer Add ltem llnk

« Quality of a criterion defining the f the employee's job)
competenci means the employeel s work related to the m
- Expand | Collapse E Add ltem

UTEP Performance Evaluation
Add ltem

®  Add pre-defined item

You have three options when adding |
competencies, in this example we will Copy 3 o
Item from My Team’s Documents.

nowledgeable in duties and ter
others.

Add your own Item

| @ By Template 1ol 8. Choose the Copy Item from My Team’s
Copy Item 'Frm My Team's Documents D tS 0 t10n 1
Ts ocuments option.

Next

9. Click Next.

Return
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Manager - Copy Competencies

UTEP Performance Evaluation
Select a Document

Below is a list of documents you own. Select the document you want to copy items from.

* Filter Criteria
11
First Name |Jorge Last Name |Lopez

Document Type

Period Between ) 10. From the “Select a Document” screen, click
@ ” the Clear button to begin.
Filter Clear 11. Then, enter the First Name and Last Name

in the respective fields.

12. Click the Filter button to display

Performance Documents
Performance Documents.

B Q
13. Select the document to copy.

Select ame Document Type = fee— e ——— =

m Jorge Lopez UTEP Performance Evaluation Completed 01/01 12131

Copy Item from My Team's Documents

Select the check box next to each item you want to add. When you are finished, sele y . .
save your entry. 14. Under the “UTEP Performance Criteria -

Quality of Work” section, use the check box
to select the competencies you want to
CODPY. Note: You can also use the Select All hyperlink.

Copy from Document

Name Jorge Lopez

Section UTEP Performance Criteria - Quality of Work 15. Click the COpy button and you will then be
Begin Date  01/01 redirected back to the “UTEP Performance
Evaluation” page where you will see the
copied competencies.

UTEP Performance Criteria - Quality of Work to be copied
B Q 1-30f3 v

UTEP Performance Criteria - Quality of Work

% Responsiveness

Customer Services

Accuracy

Select All

lect All

Cancel

16. Select Save to keep your changes, you can
always return to the document if you need
more time and are not ready to submit. PR ——

UTEP Performance Evaluation

Define Criteria - Update and Submit

Actonse 17. Select Submit to complete this process.

Job Title  Program Coordinator/ Manager
J Document Type UTEP Performance Evaluation Period 01/11 - 13

Remember to constantly save your work, PeopleSoft will automatically time out due to inactivity and this may
cause you to lose unsaved work.
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Manager - Copy Goals

Employee Self Senri Team Performance 1. From the PeopleSoft homepage, select
the Manager Self Service option from
the dropdown.

@ 2. Select the Team Performance tile.

N
_I_l_li
5& 3. Alist of available Performance

Employee Self Service

Manager Self Service

_ _ Documents will appear. Select an
Analytics & Reporting . pp
employee to continue.
Performance Documents
5 Q 120f2 v
Yame Document Type Document Status Period Begin Period End Job Title Next Due Date
3
, -
Jorge Lopez UTEP Performance Evaluation  Define Criteria 01111 12131 ;;“r?argg‘rc‘m’d'”am” 03131
John Smith UTEP Performance Evaluation Define Critena 01/11 12/31 Post Doctoral 03/31
Performance Process #* o«
UTEP Performance Evaluation
Steps and Tasks 5
Define Criteria - Update and Submit
Jorge Lopez
J L
UTEP Performance Evaluation _)é\g[;{g___g[?e_z_
0111 T 12431 Overview || Actions~
Job Title  Program Coordinator/ Manager Manager Luis Perez
~'© Goal Setting J Document Type UTEP Performance Evaluation Period 01/11 - 1213
Due Date 0331 . Template  Clone_Staff Evaluation Document D 3750
Update and Submit Status  In Progress Due Date  03/31
* O Review Self Evaluation
Due Date 1231 1. Review the performance criteria (goals and/or responsibilities 4. Review employee information if needed.
VoG lete M Eval 2. Make any necessary adjustments to the criteria and review y
) DEQWE:E S;;Eager valuation 3. Once the performance criteria is correct select the submit bu

5. Click on the Expand to make adjustments:

Note: The “Pencil” icon allows you to modify goals
Goal Setting ‘ ‘ Qualiy of Work ‘ ‘ Productiviy ‘ “Fﬂh and “Trash” icon allows you to delete goals.

6. In this example, we will copy goals from
¥ Section 1 - UTEP Goal Setting and Developm] another document by SeleCtmg the

Add Item link.
« At th inni f h hould blish 3-5
ot for the preve year o commmente and derene e 7. Choose the Copy Item from My Team’s

For more 'Lion on how to add, updaf e delete goals, c Documents o ptiOIl .
I v Collapse | 8. Click Next.

v 1.
UTEP Performance Evaluation '
Add ltem

Add your own Item

7 L

® Copy Item from My Team's Documents

1/08 3:47PM

Next

Return e
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Manager - Copy Goals

UTEP Performance Evaluation
Select a Document

Below is a list of documents you own. Select the document you want to copy items from.

* Filter Criteria
10
First Name |Jorge Last Name |Lopez

Document Type v
Period Between ) 9. From the “Select a Document” screen click
@ 5 the Clear button to begin.
Filter Clear 10. Then, enter the First Name and Last Name

in the respective fields.

11. Click on the Filter button to display

Performance Documents
Performance Documents.

B Q
12.Select the document to copy.

Select Name Document Type e L erowETe

m Jorge Lopez UTEP Performance Evaluation Completed 01/01 12131

Performance Document
Copy Iltem from My Team's Documents

Select the check box next to each item you want to add. When you are finished, 13 Under the “UTEP Goal Setting and
saveyoureny: Development Planning to be copied” sec-

Copy from Document tion, use the check box to select the goals
you want to copy.

Name Jorge Lopez
. . . Note: You can also use the Select All hyperlink.

Section UTEP Goal Setting and Development Planning
Begin Date  01/01 14. Click the Copy button and you will then be
redirected back TO the “UTEP Performance
Evaluation” page where you will see the
UTEP Goal Setting and Development Planning to be copied copied goals.

5 Q 15. Select Save to keep your changes, you can

always return to the document if you need

UTEP Goal Setting and Development Planning . .
more time and are not ready to submit.

% 1. Contribute novel Ideas and Strategies 16. After addmg goals you can also add/
_ remove competencies, use one of the
S IET 22 @ following guides to edit/copy
competencies:

3. Promotion and marketing of the Faculty Lounge

Manager- Add Pre-defined Competencies

4. New Faculty Onboarding

Manager- Copy Competencies

‘@C’( Al If no changes are needed, select Submit to
Copy

complete this process.
Cancel p p N\
115) 16
I Save I I Submit

Define Criteria - Update and Submit & Print | E1Notify

UTEP Performance Evaluation

Remember to constantly save your work, PeopleSoft will automatically time out due to inactivity and this may
cause you to lose unsaved work.
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