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Goal Setting 
At the beginning of the performance cycle, you will be prompted to begin the process by setting your 
annual performance goals. The following steps will guide you through creating and submitting your 
annual performance goals for approval.  
 

1. Click the Timeline icon in the Control Panel 
 

 
 

2. Locate the PERFORMANCE AND GOALS entry on the timeline. Please note that a start date 
and date for the activity will be displayed. Click Go. 

 

 
 

3. Click the GOALS tab. 
 

 
 



 

 

4. Click Add. 
 

 
5. Enter a: 

a. Name,  
b. Weight (the sum of the weights across goals must equal 100),  
c. Description, and  
d. Strategic Pillar.  
e. Enter a Start Date and End Date as desired.  

 

 
 

6. Click the Goal name to collapse it. 
 

7. Repeat Steps 4 and 5 for to enter all desired goals.  
  



 

 

8. Click the COMPETENCIES tab 

 
9. Review the competencies. Competencies cannot be edited. 

 

10. Click the MY DEVELOPMENT PLAN tab. 
 

 
 

  



 

 

11. Click Edit to add objectives and tasks to the development plan. 
 

 
12. Click Add Objective 

 

 
Note: The system will display a Default Objective that cannot be edited.  
 

13. Enter the Objective Name, Description, Start Date, End Date and Click SAVE. 
 

 
 
 
 
 
 
 



 

 

14. Click Add Task and select either External Task or Catalog Task 

 
15. Enter the required information, select the desired Objective, and click SAVE. 

  

 
16. Click OK to return to Performance Appraisal. 

 
 

17. Click Submit.  

 



 

 

18. Click YES 

 
 

19. Click RETURN TO HOME 

 
20. The Dashboard is displayed. The Performance and Goals, Draft Goals activity is removed from 

the timeline and any Catalog activities selected in the development plan will appear in MY 
LEARNING ASSIGNMENTS. 

 

 
 

  



 

 

Viewing Your Performance Appraisal Form 
After you submit your performance appraisal form, and it is approved you can view or download a copy 
to reference throughout the year. 

1. Access My Assessments 
a. Click SELF in the header 
b. Click Performance 
c. Click My Assessments 
 

 
2. Click the down arrow to the right of the <VIEW> button for the desired year and click View Form. 
3.  

 
4. The Performance Appraisal will open in a new window. 
 

 

  



 

 

Mid-Year Review  
1. Click the Timeline icon in the Control Panel 

 

 
 

2. Locate the Employee Mid-Year Review entry on the timeline. Please note that a start date and 
date for the activity will be displayed. Click Go. 

 

 
 

3. Click the Goals tab. 
 

 
 
 
 

4. Click on the name of the first goal to expand it. 



 

 

a. There is a character limit of 255 characters for the Name field. 
 

 
 

5. Validate and edit the contents of the goal including the Name, Description, Weight, Strategic 
Pillar, Start and End Dates. 

 

  
 



 

 

6. Enter comments under Results Achieved and change the Completion Status as desired. 
 

 
7. Enter Employee Mid-Year Comments and click <Save>. Note: Mid-Year Comments are required.  
 

 
 

8. Repeat Steps 4 – 6 for all other goals. 
 

9. For all other tabs will be covered during Goal Setting training. Note: Development Plans in 
emPerform could not be imported into DIG. You will have to recreate them in DIG. See step #10 
in the Goal Setting section of this document. 

 

10. After you have reviewed, validated, and edited your goals click Submit. 



 

 

 

 
 

11. Click YES 

 
 

12. Click RETURN TO HOME 
 

 
  



 

 

End of Year Review and Submission 
 
Self-Appraisal Process 
 
When the end of year (EOY) self-appraisal timeframe is opened, you will be prompted to begin the 
process by setting your annual performance goals. The following steps will guide you through creating 
and submitting your annual performance goals for approval.  
 

1. Click the Timeline icon in the Control Panel 
 

 
 

2. Locate the Employee Mid-Year Review entry on the timeline. Please note that a start date and 
date for the activity will be displayed. Click Go. 

 

 
 

3. Click the Goals tab. 
 

 
 



 

 

 

4. Click on the name of the first goal to expand it. 
 

 
 

5. Validate the contents of the goal including the Name, Description, Weight, Strategic Pillar, Start 
and End Dates. Update the Completion Status as necessary. 

  
 
 
 



 

 

6. Scroll down and select an Employee Rating (required). 
 

 
 

7. Enter Employee’s Year-End Comment (required) 
 

 
 

8. Click <Save> 
 

 
9. Repeat Steps 4 – 8 for all other goals. 

 
 

10. Click the Competencies tab. 
 

  
 
 
 



 

 

11. Click the name of each competency to expand and review as desired. 
 

 
 

12. Click <Select> and enter a rating (required) for each competency. Note: If you are selecting 
Above Expectations, please provide a rationale in the comments.  

 

 
 

13. Scroll down and enter Employee Year-End Comments.  
 

 
 

14. Click <Save>. 
 

 
 

15. Repeat steps 11 – 14 for each competency. 
 

16. Click on the My Development Plan 
 



 

 

 
 
 

17. Click the name of each entry in your development plan to review it as desired.  
 

 
 

18. Click <Edit> and make changes as desired. 
 

 
 

19. Click the Summary Tab 
 

 
 
 

 
 
 
 

20. Enter End of Year comments (required) 
 



 

 

 
 

21. Scroll down and review the Overall Calculated Employee Rating for both competencies and 
goals. 
 

 
 

22. Click the Attachments tab. 
 

 
 

  



 

 

23. Review/Delete existing attachments and/or add new attachments. 
 

 
 

23. After you have reviewed, validated, and edited your goals click Submit. 
 

 
 

24. Click YES 
 

 
 

25. Click RETURN TO HOME 
 

 
 



 

 

Your manager is notified that your performance appraisal is ready for review. If your manager 
returns it to you for any reason you will see a notification in your timeline. Your managers 
comments will appear under “Feedback Comments” and be displayed when you click on <Go> from 
the alert in the timeline. 

 
Repeat the self-appraisal process outline above to make required adjustments/comments and re-
submit.  
 
 
 

  



 

 

End of Year Final Sign Off 
 
Your manager will schedule an end of year performance review meeting. This meeting will a discussion 
about the results achieved from the previous year and to begin setting expectations for the upcoming 
year.  
 
Meet with your manager. After the meeting your manager will Sign and submit the performance 
review. After it is submitted the system will route the employee acknowledgment activity to your 
timeline.  
 

1. Click the Timeline icon in the Control Panel 
 

 
 

2. Locate the Employee Acknowledgement entry on the timeline. Please note that a start date and 
date for the activity will be displayed. Click Go. 

 

 
 

3. Click the Signatures tab.  
 

 
  



 

 

4. Click <Sign>. 

 
 

5. Click Submit. 

 
 

6. Click <Yes> to confirm the submission.  

 
 

7. Click <Return to Home>. 
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