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EMPLOYEE SERVICES

Performance Management: Step-by-Step Guide

Performance Management Using Cornerstone

System Administration offers an online performance management system, called Cornerstone, to better
support our efforts towards improving talent management.

Using this system, we hope to:
o Move away from the manual paper process.

e Facilitate more frequent and meaningful conversations between employees and supervisors about goal
alignment, performance, and employee development.

o Ensure performance ratings are based on a defined performance plan with goals.
e Align goals with department goals or hierarchy.

¢ Provide single sign-on through the employee portal, which lets users access the system at any time to
create tasks, update tasks, and record goal completion.

This guide describes how to use Cornerstone to set goals and manage performance planning.
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Performance Cycle Activities and Deadlines

During the performance cycle, employees participate in the following activities:
¢ Goal and Performance Planning
e Mid-year Review
e Final Evaluation

Note: Your goals should be submitted and approved in Cornerstone by September 30 each year.

Getting Started

Establishing individual employee goals and aligning them with your department goals not only enhances
performance, but also builds collaborative relationships between employees, teams, and their supervisors that
are focused on using dialogue and feedback as developmental tools.

At the beginning of each performance cycle, employees and supervisors are responsible for developing goals.
The employee is responsible for entering individual employee goals in Cornerstone. Goals can be modified
throughout the plan cycle based on the changing needs of the employee and department. All goals, updates,
and comments will be gathered into the end-of-year Final Evaluation.

Logging into Cornerstone

You can access Cornerstone from the employee portal, https://my.cu.edu/.

1. From the Employee Portal, click the CU Resources Home drop-down.

2. Select Business Tools.

CU Resources Home

Iy Info and Pay
Benefits & Wellness
Training

Forms

q Business Tools
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3. Click the Cornerstone tile.

Cornerstone

fsornerstone

Cornerstone opens in a new browser window and displays the Welcome page.

Welcome, Ashley!

T —— [iyoos N Feecback 8 Guesions

Effective performance management processes like the one in place at System Administration can help

organizations and individuals achieve excellence by :—
. Aligning work and resources to clearly define institutional aspirations and imperatives —
- Establish clear expectations between employees and supervisors around work, professional development,
and career growth oppertunities.
- Reinforcing organization values.
« Effectively setting and reviewing individual employee goals not only enhances performance in an effective
and efficient way, but also builds a collaborative relationship between an employee and their supervisor that
is focused on using feedback as a professional tool Your Inbox

o ltems

Performance Evaluation Process

What can | expect this year?

The performance evaluation year will consist of three activities

Mo Current Tasks In Progress

- Goal and Performance Planning
- Mid-year Review
« Final Evaluation

Goal and Performance Planning: At the beginning of the performance cycle, employees and their supervisor will
collaborate to develop a performance plan and create goals. The supervisor will have an action item in
Comerstone to validate that they have complsted goal and performance planning with their employes(s).

place miscof
mination or harass
’ ty and Complianc:
Mid-year Review: Supervisors are to have a formal meeting with their employee(s) to discuss goal progress, opmans.
overall performance to date, and review business pariner 360 survey feedback. The supervisor will give their

employee a rating based on a three-point rating scale, and also provide a brief summary regarding their overall

performance.

Final Evaluation: At the end of the performance cycle, all employees participate in the final evaluation activity
Supervisors will schedule a formal meeting with their employeei(s) to discuss goal progress, a self-reflection
completed by the employee, and overall performance. The supervisor will give their employee a rating based on a
five-point rating scale, and also provide a brief summary regarding their overall performance.

From the Welcome page you can review details regarding performance management, including
process and timeline.

You will also see Action Items associated with performance cycle activities, described later in this
guide.

System HR welcomes your feedback. Click the Feedback & Questions tile to open the form and
submit any recommendations or suggestions to System HR.
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Working with Goals

Employees and supervisors should collaborate on defining performance goals.

Every employee using Cornerstone will create and submit goals. Supervisors can review submitted goals
either approve or deny them.

To create a goal:

1. From the Performance menu, click Goals.

Performance Succ

Goals

Performance Reviews

My Peers

Th

D

My Goals page appears:

My Goals Options ¥

My Goals Hierarchy

Current Period ¥ 2/1/2018 g | mene | @ Search

Display Cancelled Hide Completed
Send Approval Request
My Goals
o Update documents in library. A
Uvo Status: Pending Approval Due Date: 1/31/2020 ES Goal Alignment: *Other >

2. Click Create at the top-right corner of the page.
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The Create Goals page appears:

Create Goals

Goal Alignment Instructions:

Please review the Strategic Plan for the university. When planning your goals this performance oycle, you will choose which strategic pillar best aligns with each
gaal. if possible. If your goal does not align, choose the “other” option.

Goal Approval Instructions:

When creating a new goal{s) or making changes to your goal{s) click the Submit button when you are finished. You can notify your supervisor via email of an
approval needed by clicking the Send Approval Request button on your My Goals page.

Description

BIUVUSsS I ==z fz 0 EF

Due Date =

13172021

Goal Alignment *

Select =

Tasks

Add Tasks

Attachments

Visibility

| Allow other users to sze and align

In the Title field, type a name for your goal.
In the Description box, type as much detail as possible about your goal.
Notice the Due Date defaults to June 30.

Note: The performance cycle starts on July 1 and ends on June 30 every year.
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10.

11.
12.

13.

If applicable, expand the Goal Alignment list, select the appropriate alignment that your goal supports.
If your goal does not support one of those listed, select Other.

Click the Add Tasks button to create activities and deadlines to assist your progress toward completing
the goal. Adding tasks is optional. If you do not want to add a task, proceed to the next step.

a. Inthe Description box, type the details of the task.

b. Select a Due Date for completing the task.

c. Assign a Weight value for the task. (All task weights for the goal should total 100%.)

d. Click Done.

Note: After you complete tasks, you can edit the goal to indicate your progress by marking tasks
complete.

If there are related documents that you want to associate with the task, click the Choose File button
and select files to attach to the goal. Files must be less than 1MB in size. If you do not have
attachments, proceed to the next step.

If you want others on your team to see the goal and its progress, select the Visibility checkbox.

Select the option that represents who this goal is assigned to. You can choose Yourself or, if you're a
supervisor, you can choose Your team. If you choose Your team, you can select one or more
individuals (direct and indirect reports).

Click Submit. The goal is added to your profile for Mid-Year and Final Evaluation.

You can continue to create additional goals, or if you are finished submitting goals, click
Send Approval Request form the My Goals page. The system displays a prompt asking whether to
request approval for all pending goals.

Click Yes.
Cornerstone issues email notifications as follows:

e Supervisors receive an email notification that there is a goal pending approval.
See Approving or Denying Goals (Supervisors Only) on page 8, for information about reviewing
direct-report goals.

¢ Employees receive an email notification after a goal is approved. They do not receive
notification of denied goal requests; however, they will see Denied as the status of the goal on
the My Goals tab.
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You can edit a goal at any time. After a goal is edited, it will be subject to supervisor approval the same as
when it was created.

To edit a goal:

1. Click the Goal Options button ¥ atthe right side of the goal.
2. Select Edit from the drop-down list.

. Testing- AE Modify
WA Status: On Track Due Date: 1/31/201%  UIS Goal Alignment Primary: E3-Testing
Edit
| Copy
Cancel
View History

3. Make your changes and click Submit.

4. Click Send Approval Request from the My Goals page. The system displays a prompt asking whether
to request approval for all pending goals.

5. Click Yes.

Cornerstone sends an email notification to your supervisor for approval.

You can cancel a goal at any time. After a goal is cancelled, it will be subject to supervisor approval.

To cancel a goal:

1. Click the Goal Options button ¥ atthe right side of the goal.

2. Select Cancel from the drop-down list.

_ Testing- AE Modify
0% Status: On Track Due Date: 1/31/2019  UIS Goal Alignment Primary: ES-Testing Edi
it
| copy
View History

A confirmation message appears, prompting you to confirm the cancellation.
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3. Click Yes to confirm the cancellation of the goal.

Confirm Cancel

\rIES m

Cancelled goals no longer appear under your active goals, but they are still in the system. To view cancelled
goals, select the Display Cancelled checkbox from the My Goals tab, and click Search.

Approving or Denying Goals (Supervisors Only)

After an employee submits a goal, the employee’s supervisor needs to log into Cornerstone to review the
goals. The supervisor can approve, modify, or deny the goal request. Supervisors can see goals that are
pending review in Cornerstone listed in the My Inbox section on the Welcome page.

To review goal requests:

1. From the Welcome page, locate My Inbox and click the Approve Goals link.

( Your employeas have 2 Goals pending approval)

A Pending Goals list appears, displaying goals submitted by your direct reports that need approval.

2. Inthe Options column, click the Approve/Deny link that appears to the right of the request.

Pending Goals

Select User Title Status Options

Ashley Frakes Testing Pending Approval Approve/Deny

The goal is opened in a window for you to review.
3. Review the goal and do one of the following:

e Make changes, if necessary, and click Approve. The employee receives an email notification that
the goal has been approved.

e Click Deny. The employee does not receive an email notification; however, they will see
Status: Denied on the My Goals tab.

Employees can edit and submit a goal for approval several times. When a goal is denied, only the
latest update is recorded.
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Completing Performance Cycle Action Items

Employees and supervisors participate in the following performance management activities during the
performance cycle:

e Goal and Performance Planning
e Mid-Year Review
e Final Evaluation

When an action associated with these activities is needed, you will receive an email notification with further
instructions for completing an action item. You will see these actions listed under Action Items on the
Cornerstone Welcome page.

To complete an action item:

1. From the Welcome page, locate Action Items. This section lists items you need to complete.

Due Date
' Goal Planning Step for Gabrielle Sawusch 214/2019
Goal Planning Step for Ashley Frakes 2/6/2019

Note: The Action Items section displays 10 tasks only. To view all of your assigned action items, select
Scheduled Tasks from the Home menu.

2. Click an action item to select it. A window opens for you to work with the item.

3. Review the steps of the action item as well as the overview that explains the process of the action and
important details you should know before completing it.

4. Glick Get Started.

5. Sign-off on each step to acknowledge that it has been completed. Once all of the steps are completed,
the action item is also completed.

For an overview of the activities, visit the System HR performance management website (listed in Resources).
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Updating and Tracking Goal Progress

Throughout the performance cycle, it is important to update goals to ensure meaningful conversations with
your supervisor about goal alignment, performance, and employee development in preparation for your
mid-year review and final evaluation.

Goals that do not have tasks associated with them have a Progress field that lets you enter a value
representing the percentage complete.

To update a goal’'s progress:

1. Click the Expand arrow on the right of the goal. @

2. Inthe Progress field, type a number (0-100) indicating the percentage complete:

Progress:

50

You can also see the progress indicated by the color displayed on the left edge of the goal:
e On Track: Your goal appears green, indicating you are on schedule for completion.
e Behind Schedule: Your goal appears red, indicating the scheduled date has passed.

e Completed: Your goal appears green. You can choose to hide completed goals on your My Goals
page by selecting the Hide Completed checkbox.

o Customer Focused -
0% Status: On Track Dwe Date: 1/31/2020 Goal Alignment: Communication (ES) b
o Customer Service bl
100% Status: Complsted Due Date: 1/31/2020 Goal Alignment: Customer Foous [ER) 5
o Professional Development -
12% Status: Behind Schedule Due Date: 1/31/2020 Goal Alignment: Cther (ES) b
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Updating Task Progress

Within each goal, you have the option to create tasks. Tasks are activities, or milestones, needed to complete
the goal. You can have multiple tasks for a goal. The sum of the weights for all the tasks must equal 100%.
It's important to update tasks once they are completed.

To update a task within a goal:

1. From the My Goals page, locate the goal with tasks that you want to update, and click the Expand
arrow on the right.

. Professional Development s
U Status: Sehind Schedule  Due Date: 1/31/2020 Goal Alignment: Ozhar (25 @

2. Under Tasks, enter the percentage complete for each task. For example, if a task is complete, enter
100 in the Progress field for the task. If you are half-way completed with a task, enter 50.

The status of your goal will update based on task end dates and progress completion. Behind schedule
is triggered when one or more tasks are less than 100% complete with zero days remaining, or the
overall goal progress is less than 50% complete after 50% of its time has elapsed. When task progress
is 100, the goal status will update to complete.

Tasks
— Description: Due Date: Progress:
o SkillSoft Course: 5etting and Managing A4M/2019
Priorities within the Organization: Mission k-
and Goals
R Description: Due Date: Progress:
' SkillSoft- Building the Foundation for an 6/30/2019 -
Effective Team o
— Description: Due Date: Progress:
| | Lndacom-Time Management Fundamentals 8/30/2m8 .
— Description: Due Date: Progress:
| Lynda.com- Communicating with confidence 1/31/2020
« d, g 1= ]
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Adding Comments and Attachments

Adding comments and attachments to your goal is a great way to track progress. You don’t want to forget
about achievements when it comes to mid-year review and final evaluation. You and your supervisor can both
see all your goal details.

To add an attachment:

1. Click the Expand arrow on the right.

2. In the Attachments section, click Choose File.
To add a comment:

1. Click the Expand arrow on the right.

2. Under the Comments section, click Add Comment. An editing text box appears.

Attachments

Comments

3. Type your comment in the Comments text box.
4. Click Add.
Notes:
¢ Adding attachments and comments will not send the goal to your supervisor for approval.

e Attachments can be edited and deleted within goal edit mode. Comments can be edited and deleted
within goal edit mode or expanded goal display.
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Reviewing Your Goal Details PDF Document

You can download a PDF file of all your goals and details. When completing your self-review at the end of
performance cycle, this document could be helpful in demonstrating that you have been updating goal
progress throughout the year.

To access the PDF file:

0 H -
1. From the My Goals page, click Options in the top-right corner. =~

2. Click Download PDF - My Goals. The PDF is generated and a message displays prompting you to
open or save the file.

3. Click Open. An internet security message may appear, warning you that a website wonts to open
content on your computer.

4. Click Allow. A browser window opens with your Goal Details document displayed.

® = Goal Details 8 1125 A X 4+ = u] X

< > 0O @ file/#/Cs/Users/siedzickl/AppData/Local/Microsoft/Windows/INetCache/IE/Z3A3RBIH/Goal Det g = 1 =

Goal Details:

Design and develop custom content for campus groups with an emphasis on learning effectiveness

Goal Owner:

Assess effecliveness of learning interactions in updated courses using captivate interactions or other interactive tools as

Description measured by completion surveys, interiews and focus groups. (demonsiration videos, courses, guides)

Status: Pending Modification Approval Due Date: 1/31/2020
Goal
Alignment: Other (ES)

Maintain and increase proficiency of HCM users with an 80% satisfaction rating as measured by surveys

Goal Owner:

Description Create and update courses and reference docs in support of HCM updates

Status: Pending Modification Approval Due Date: 1/31/2020
Goal
Alignment: Other (ES)

Revise CU-SIS courses (2)

Goal Owner:

Description Work with :0 update: Introduction to CU-SIS Campus Selutions and CU-S1S Campus Community
Status: Pending Cancellation Approval Due Date: 173112020
Goal

Alignment:  ther ()

Tasks: CU-SIS Campus Community

Due Date: 93012019
Tasks: Infroduction to CU-5I8 Campus Solutions
Due Date: 713172018
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