
Instructions Performance 

In this system. Employees jobroles are placed in a process workflow and goals can be created that can 

be worked on and reviewed. 

Employees can be assigned job roles when uploading by naming them in a excel file, or by editing in 

the Employee list. Job roles can also be assigned from the Job Mapping System. 

 

 

System Setup 

1. Create process 

2. Create Process Steps 

 

1. Create Process 

 

The process needs a name. Flow restriction dictates if employees need to wait for other employees 

before being moved to forward steps-. Process status needs to be set to “started” in order to work on 

it. Every process needs at least one goal section. 



2. Create Process Steps 

 

Every process step needs a name and priority. Priority determines the order in which the steps are 

shown in the workflow. 

 

Process step permissions set which Actors can work in the step.  

  

The current permissions are Review Goals which allows an actor to set their review score. Edit goals 

allows actors to edit/delete/create goals. 

HR/admin can exclude/include employees jobroles in the process. Permission for this does not need 

to be set. 

 

Process Step Flow (Step Exit) should be worked on AFTER all steps are created because they need 

target steps to be set. They determine how employees jobroles are transferred between steps.  



 

Simply select a target step and an actor that should be able to transfer job roles from the current 

step. 

HR transfers all job roles in the step. Manager transfer its subordinates. Employee can only transfer 

itself. 

 

  



Sample process setup: 

 

Create Goal Types 

Sysadmin and HR can create goal types. 

There are currently four goal types that can be created: 

  



Radio button goal type 

 

Has radiobuttons for reviewing. Number of steps can be set. 

Slider goal type 

 

Has sliders for reviewing. Number of steps can be set. 

  



Traffic Lights goal type 

 

Has traffic lights for reviewing. Always three steps. 

  



9 Boxes 

 

Has exactly 9 boxes representing points on the potiential/performance graph. 

 

Include Employee roles 

When a process is started. Employee roless are not automatically included in the process. 

HR or Sysadmin can include. 

 

  



Sending employee roles to another step as HR 

 

Employee roles can be sent to the next step if this is set in process setup. The steps that are 

used by HR are shown as links on the start page. 

Working on goals and steps as Manager 

Managers that have something to do can see on manager section on the start page. 

 

Circled red to the right is a link to employees view where the manager can send employee 

roles. Green on the left there is a link to a specific employee role page where the manager 

can work on goals. 



 

 

A goal needs a name and goal type that can be chosen from the created goal types. 

Goals can be linked to other goals. Goals can also be cascaded to other employees. You can 

cascade a goal to a subordinate or colleague. 

 

  



Group Goals 

These are goals shared by divisions, departments or the whole company. They can be linked 

to by personal goals. These are not reviewed and therefore does not have any mechanic 

attached to them. 

 

Tasks 

Goals have a task section working like a sprint board where tasks can be moved around.  

 

Tasks can also be viewed on the tasks page. 

 

Comments 



Both tasks and goals can have Rich Text Comments. Comments can include pictures (with 

resizing options) 

 

  



Reviewing goals 

 

If Employee/Manager/HR has permissions to review in a step, the input is available to the 

corresponding actor. It is automatically saved, no need to click a save button. Please note 

that when reviewing, the reviewer can also set goal progress. 

 

Performance Rating 

When goals have 100% progress, their rating is contributing to a sections performance rating. 

The performance rating is based on the final rating set by HR, if no such rating is set, 

manager rating is used. More unusual, if no manager or HR rating exist, the employee rating 

is used. 

A goal section performance is based on the goal ratings in the section. 

 

  



An employees performance is based on the goal sections weighted. 

 


