GOAL PENDING MODIFICATION APPROVAL

When an employee modifies a goal that was assigned, the manager will see the screen below when
they receive the work plan for approval. Note the banner PENDING MODIFICATION APPROVAL.
To deny the modification, the manager will select DENY (red arrow in screenshot below).
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Perspective: State of NC

Goal Category(s): Human Resources
Weight: 25.00%

Stay abreast of state,
agency and CJ
pelicies, procedures

- P*‘ andgu'ﬁek’ e%N\ -—”qi,i IQV""‘ “_‘.r

wd e

agency.

show less

Cancel Goal Deny Approve

An edit screen will open. The manager will scroll down and select DENY
Edit Goal
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Analyze and resolve indivllual issues for assigned tasks/actions to

incarporate review of pol @ and evaluation of best salution 5 =
Decisions should be maglin accordance with law and policy and gh2dis SAUE0E 0 g i T
promote cost efficiencieglio the agency

Total Weight: 100%

1, S P g ,"J F ¥ o G
LPS4?HR=PERSOENEL ASST v-ncoemARCH. ANALY SIS penwny approval from on. 72015 10:28 AM
DPS4?HR=PERSQENEL ASST V=RESEARCH & ANALYSIS details modified by 1 TAT7R2015 10:28 AM
DP84?HR>PERS@ENEL ASST V>-RESEARCH & ANALYSIS created by 1 7AT2015 10:18 AM

Approve Cancel

A comment box will open. The manager will enter a comment and select DENY REQUEST.
1

r
Deny Request x

Comments:
DPS goals and tasks for all positions have been calibrated for fiscal year 15-
16. Goals should not be modified/edited without prior approval. Existing

goals have been approved by management and this edit/modification is
not authorized.

ﬂDeny Request J [ Cancel J

When the workplan returns to the employee for final signature the employee will see that the goal was
denied and the originally entered goal will be on the workplan.
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NEw GOAL PENDING APPROVAL

When an employee creates and adds a new goal to their workplan the manager will see the screen
below when they receive the work plan for approval. Note the banner NEW - PLEASE REVIEW.

To deny the addition, the manager will select the drop down box and select DELETE (red arrow in
screenshot below)

coordinate

Measurable: the goal must be quantifiable or measurable so that you have evidence that you accomplished the goal, otherwise

you will have no way of knowing if you have succeeded in reaching it
“Individual Goal Plan... Att;ma]ble: it must be attainable (obtainable; able to be reached), yet still provide a stretch (i.e., ®allenging but not impossible to
achieve).

Relevant: the goal must be something that is important to achieve (applicable). It should be aligned wi
agency's strategic goals, and accomplishing the goal should make a difference.

our department and

Time-bound: it should state the time period in which it will be accomplished or completed. If a deadline is n
be too vague and will not truly be measurable. Goals should be measurable within the current performance cycl
extends beyond the annual performance cycle, break it into smaller goals that can be accomplished in one cycle.

tablished, it will
£ 2 goal

better relationship managment.
Edit
‘ Delete ‘
to have a better working relationship with my chain of command. to also have better communication with my chain of
command.
Progress:
Status: Mot Started

Start Date: 7/1/2015
Due Date: 6/30/2016

A confirmation screen will appear. Select Delete.

Delete

Are you sure you want to delete this entry?

Cancel Delete

This removes the goal. It will not appear when the workplan returns to the employee for final
signature.
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RE-OPENING A STEP

If a manager approves a modification or goal addition in error, the indirect manager can re-open the
previous manager approval step. This sends the workplan back to the manager for action.

To re-open a step, the indirect manager simply selects Reopen Step (see read arrow below).

DPS FY 2015 - 2016 Performance Plan Options ¥

Overview -
7/1/2015 - 6/30/2016
33%

Overview

The Performance Plan is used to document employee's performance expectations for the year. The performance plan consists of
two parts: Goals and Values.

Each employee will have three to five strategically aligned, critical individual goals. This is it an exhaustive list of all
responsibilities required for continued employment and does not duplicate information in position description. These goals
will include a description of how they will be measured, and the level of performance requiflid to meet expectations. Goals will be
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Review Step Progression

Employee Complete o
Performance Plan

Manager Approve o
Performance Plan

Next Level Manager Review
Performance Plan
: 8/19/2015

Employee Sign Off

Then the indirect manager selects the MANAGER APPROVE PERFORMANCE PLAN step to
reopen and adds comments.

Reopen Previous Review Step

You may only recpen 1 review step at a time. Only steps that have a status of Complete or Past Due
will appear

Employee Complete Performance Plan

Manager Approve Performance Plan
ment for reviewer

Goal modifications are not approved.

Cancel Save

Then select SAVE. This sends the workplan back to the Manager where they can deny the
modification or delete the goal addition.
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