& Human Resources

How to Submit Goals in Performance Management
at Tech

Brief Description

All staff employees are required to submit values-based and career development
goals each calendar year. This article provides the steps required to create and
submit these goals. Only employees can enter their goals, as such a
conversation should take place between employees and their supervisors prior
to submitting the goals in the system.

Audience

« This article is intended for staff employees, except for staff employees in
Georgia Tech Research Institute (GTRI), Georgia Tech Athletics
Association (GTAA) and Enterprise Innovation Institute (EI2) departments.

» Students, affiliates, temps, faculty, GTRI, GTAA and EI2 staff are not
required to use the PM@Tech system.

Process Overview

Step 1: Navigate to asc.gatech.edu

Step 2: Click on the Login for Enhanced Services gold button.

Step 3: Log in with your GT single sign-on credentials.
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http://asc.gatech.edu/

G[' Georgia Tech.

Administrative Services

# ASC Home | Knowledge About Us§ LOGIN FOR ENHANCED SERVICES

How may we help you today?

How can we help?

Hello Guest

You are currently browsing as a guest and only see a limited set of services and knowledge articles. If you have a GT Account, please login to access all
services and knowledge articles available to you.

Step 4: Click on the HR Services tile.

Administrative Services

® A3C Home & Workspaces = Knowledge Service Request My Requests & My Approvals Q Dashboards & Reports = About Us

How may we help you today?

How can we help?

—

HR Services Technology Services

il ik Email support
Hiring & Recruiting
3 End User Support
Onbeoarding
i ¥ Password Resets
Foreign Mational B
5 : GT Accounts & Access
nternational Assignments A0 3

Audiovizusal (A/V) Support
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Step 5: Click on the Performance Management @ Tech tile.

Helpful Topics

Payroll & Access & Time Away
Taxes Benefits NMavigation from Work

Managers &
Provisioned
Initiators

oo e

Performance
Management
@ Tech

Access Workspace

Career & Recruiting &
Development Hiring

Hiring
Requests

Step 6: Click on the Go to Record button for the current performance period.

Al Favorites  History ~ Workspaces Performance Management Workspace ¢

Open Period(s) — Closed Period(s)

2023 Performance Period 2024 Performance Period
Employee: Timothy Hughes (OIT-Enterprise App & Data) Employee: Timothy Hughes (OIT-Enterprise App & Data)
Goal Setting Status: Approved Gogl Setting Status: Oraft

=
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« The Details tab will display your personal information.

GTPM0O10865 ©

it Assigned to

(0al Setting Period

Details || Performance Goals

¢
: . Attachments
* Performance Appraisal ~ * Compose
Number Type your Comments here
GTPMO0010865 Active A

Emplayee Appraizal Period DE e ansee K S eL

[0] 2024 Performance Period [0]
Pastion State A

ivi vy Q F =

[0} (Goal Setting Period CtIVIty : . +

Manager (Goal Setting Status % SyStem .
Sent Email + 02/01/2024 D408 AM No Attachments Avalable
] 0 Dnft _
Performance Appraisal GTPMO010885 has been created for you Browse for 2 fle 1o a0 it 25 an attachment

Department Goals Approved Date/Time Show more

ol =
Assigned o Self Assessment Status w System

Field changes » 02/01/2024 05:08 AM
] © Select one
(Goal Setting Status Draft
Annual Evaluation Status
Select one

Step 7: Click on the Performance Goals tab to begin entering your goals.

« Employees with no direct reports are required to submit a minimum of two
values-based goals, and a minimum of one career development goal.

o Supervisors (employees with direct reports) are required to submit a
minimum of two values-based goals, one career development goal, and a
minimum of one leadership development goal.

Step 8: Click on the NEW button located on the right-hand side of the screen.

0y « Home GTPMO010865  x

_: Details |

8 GTPMO0010865 ©
State Aszsigned to
Goal Setting Period  — 1

Performance Goals |0 m

Last refreshed just now.

Goal Description Goal Type Goal Display Order » Additional Comments Self Assessment Comments Annual Evaluation Rating Annual Evaluation Co
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Step 9: Once you have completed the information for each section, click on
the Save button.

() Home GTPMO010865  x

Details Create New Perf... =

Create New Performance Goal | Help |

Details

¢ Performance Goal ~ Attachments

Performance Apprais Goal Display Order

GTPMO010865 @ | |

| Select one . |

Godl Description e —
=
=-

‘ e No Attachments Available

Characters left 1000

Step 10: To continue adding goals, click on the Details tab followed by
the New button. You will repeat this step until you've added the minimum goal
requirements.

Step 11: After you've finished adding goals, navigate back to the Details tab
then click on the Submit Goals to Manager button.

« Note: Goals can be modified by an employee during the goal setting
period only when the record is in "Draft" or “"Draft Amendment”. Once the
period closes, goals cannot be modified.

(2 Home GTPMO010865  x

Detalls n Career Developm... x | Values-Based % \ Values-Based X | e

4 GTPMO010865 ©

ate Assigned to

()

éoe Setting Period
Details  Performance Goals (3)
1

Performance Goals |3 EJ m Attachments ’
Last refreshed just now.
Goal Description Goal Type Goal Display Orcler » Additional Comments Self Assessment Comments Annual Evaluation Rating Annual Eva

Values-Based

Career Development

Values-Based
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Step 12: After you've submitted your goals, a pop-up message will appear
confirming that your Goal-Setting Status has been updated to Submitted.

MHome  GIPMOOL0BES  x

ValesBased % | ValesBased x|

Details Career Develom.., x

GTPM001086

ssigned t

5 v () Goal Setting Status has changed to Submitted X
10

(o3l Setting Period

Detalls — Performance Goals (3]

Additional Resources

« For training on Performance Management:

o Access the GT Employee Training Portal website

o Select the "GT Login" option.

o Contact: Administrative Services Center (ASC) at 404-385-1111

o Email support@asc.gatech.edu

o Submit a General HR Request through the ASC portal
asc.gatech.edu and indicate that your issue is related to Annual
Performance Management & Goal Setting from the drop-down
menu.

e Georgia Tech Human Resources Performance Management website

e Georgia Tech Policy Library Performance Management Policy website
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Goal-Setting Status:

Draft: Status of the record when the Goal-Setting period begins and before the goals are
submitted to the manager.

When a Goal Setting record is created, the initial status of the record is Draft. The employee
can only enter goals during the Goal Setting period.

The employee must enter a minimum of 2 Values-Based goals and 1 Career Development
goal before they can submit the goals to the Manager. (In addition to the goals required,
People Leaders are required to enter a minimum of 1 Leadership Development Goal).

Submitted: Status of the record after the employee submits the goals to the manager for
review and approval and before the manager approves the Goal-Setting record.

Employee clicks the Submit Goals to Manager button. This action will update the status of
the record to Submitted.

Employees cannot modify or add new goals when the record is in a submitted status.

Approved: Status of the record after the manager approves the goals. The manager
reviews the Goals and Approves them by clicking on Approve Goals button. This action will
update the status of the record to Approved.

If an update is required, the manager shall click the Request Goals Changes button. This
action will return the goal setting record back to the employee for updates. This changes the
status of the Goal-Setting record back to Draft.

Draft Amendment: Status of the record after the employee clicks the Amend Goals button.
The Amend Goals button will be available only when the Goal Setting record is in an
Approved status during the Goal Setting Period.

Updates can be made by the employee when the record is in a Draft Amendment status.

Employee clicks on the Amend Goals button. This action will update the status of the
record to Draft Amendment.

Submitted Amendment: Status of the record after the employee submits amended goals to
the manager.

The Manager can approve the amended goals by clicking on the Approve Goals button.
Status of the record will update to Approved Amendment.

If the manager clicks Request Goals Changes, the status moves back to Draft
Amendment.

Approved Amendment: Status of the record after the manager approves the amended
goals. Manager clicks the Approve Goals button.
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