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Once an employee submits their Goal Plan, the Goal Plan is locked, until it has been reviewed by the manager.

When reviewing the Goal Plan, the manager has three primary options:
e Approve — this option approves the Goal Plan.
¢ Reject — this option permanently deletes the goals and requires that the employee submit all new
information.

¢ Request More Info/Request for Information — this option will send the Goal Plan back to the
employee for edits and resubmission.

There are two options for reviewing the Goal Plan:

Option 1: The Goal Plan can be reviewed from the email notification that is sent to the manager. This option,
however, does not offer the manager the opportunity to view the goals.

Action Required: Benjamin Caxton Requires Your Approval for the Goal Plan 2020-2021 Goal Plan
€ Reply | % Reply Al —> Forward

Benjamin Caxton <hcps-test.fa.sender@workflow.mail.us2.cloud.oracle.com>
To MyHR Fri 10/2/2020 3:59 PM

(&) 1f there are problems with how this message is displayed, click here to view it in a web browser.

Access this task in the Workspace Application or take direct action using the links in this email:
|:> Actions: Approve | Reject | Request More Info

Approve Goals: Benjamin Caxton

Details
Review Period 2020 - 2021 Review Period

Goal Plan  2020-2021 Goal Plan

Option 2: The Goal Plan can be reviewed by navigating myHR through the following steps. This option allows the
manager to see and review the goals. The following steps guide you through this option:

Navigate to my.creighton.edu and select the myHR icon
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Click on the Team Talent tab and select ‘Performance Overview’
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Good afternoon, Jillian Borman!

QUICK ACTIONS

Manager

Seriority Dates

Employee Summary

Click the blue hyperlink (“0 of 0 completed”) under “Performance Goals”
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Click See Details
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2021 Goal Plan

I \  Your approval is required. See details I
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@ Add new Goal
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Not started 100°



Review the goals. When reviewing the Goal Plan, the manager has three primary options (found in the top right
corner):
e Approve - this option approves the Goal Plan.
¢ Reject — this option permanently deletes the goals and requires that the employee submit all new
information.
¢ Request for Information — this option will send the Goal Plan back to the employee for edits and
resubmission.

Edit Info Request for Information Approve

If you choose “Approve,” you will be able to enter comments for the employee and choose Submit. This will
confirm your approval of the Goal Plan.

If you choose “Reject,” you will be able to offer any comments, and then choose Submit. All of the information the
employee has submitted regarding Goals will be permanently deleted.

2020-2021 Goal Plan

Benjamin Caxtc

Comments

Benjamin Caxton

If you choose “Request for Information,” you will be able to offer any comments regarding the additional
information/edits that are needed, request that the edits be returned to you, and then choose Submit.

P023 - 2024 Goal Plan




Click the Back Arrow to return to the homepage. This completes the review of the Goal Plan.

€ =
Goals
@m‘s Benjamin Caxton

Show More

Review Period 2020 - 2021 Review Period

Goal Plan 2020-2021 Goal Plan

2020-2021 Goal Plan

A\ 2 3
&3  Approvals are in progress. Info is locked.

ﬁ There's nothing here so far.



