How to Enter Goals in Perform2Achieve

This job aid covers:

Logging into P2A
Creating goals for FY2020
Creating goals using the Create a New Goals button

0 Personal goal
O Library goal
Creating goals using the Copy From Other Goal Plan button

Editing goals

Please note: When FY2019 annual appraisals are launched, your goals from FY2019 will be pulled
into the appraisal.

Logging in to P2A
Login to P2A at this address http://go.uth.edu/perform2achieve.

Creating Goals for FY 2020

From the Home menu, select Performance Goals.

Performance Goals

Performance Fo

Development Plan
UTHealth Info
My Employee File

Health's online

tem. This tool

yees with the

- view:

Performance Goal Plans
Probationary Reviews
Annual Performance Appraisals
Development Plans
Performance Reports

UTHealth Organization Charts
and Information



http://go.uth.edu/perform2achieve

Entering Goals in Perform2Achieve

Make sure the goal plan has the correct fiscal year indicated.

Switch Plan: | FY 2016 Performance Goals v
FY 2016 Performance Goals for Brooke Browni/ S

Performance goals are goals aligned to an employee’s job responsibilities, work assignments and}&lﬂce period are listed below. Performance goals are o ized by category. Ensure that the

goal category for each goal is accurate. Use the “Add New Goal” button at the bottom of each section |5 of 3 goal. update the % COI’TID|BtB. or make additigffal changes to the QOEL To cancel or
postpone a goal update the “Status” field using the “Edit” button. Rate and add comments as appropri; ament Needed” or 'Unsatisfal:tory'.

jiw Cascade Selected..

B B T | % Goal Wizard | j; Create a New Goal | j» Copy From Other Goal Plan |

@, Alex Anderson B

0 ErinEemE Find user: Go |Advanced search
@ David Drew 3] @4, Erin Eisley B
Matrix Hierarchy
@, Carol Clark B3l

s Brooke Brown (5]

To create your FY 2020 Performance Goals, you have two options:

1. Create a new goal
2. Copy from a previous goal plan

To Create a New Goal
Click the Create a New Goal button.

\nce period are listed below. Performance goals are organized by category. Ensure thatthe
us of a goal, update the % complete, or make additional changes to the goal. To cancel or
ement Meeded” or “Unsatisfactory’.

| 4 Goal Wizard| jiz Create a New G‘h-ﬁ Copy From Other Goal Plan |

Go

Find user: Advanced search

Next, select the type of goal you wish to add: Personal Goal or Library Goal.

e Personal Goals allow you to write your own goal and assign any metrics you want.
e Library Goals are selected from an organized library with suggested metrics.
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Create a New Goal using the Personal Goal Button

Make sure the goal plan has the correct fiscal year indicated.

Switch Plan: | FY 2016 Performance Goals v
FY 2016 Performance Goals for Brooke BrownF, &

goal category for each goal is accurate. Use the “Add New Goal® button atthe bottom of each section ifl)s of a goal, update the % complete, or make additjgfal changes to the goal. To cancel or
postpone a goal update the “Status” field using the “Edit” button. Rate and add comments as appropri;

jiw Cascade Selected
-] Employee Hierarchy
@, Alex Anderson B

Performance goals are goals aligned to an employee’s job responsibilities, work assignments and}&hce period are listed below. Performance goals are o ized by category. Ensure that the

ement Needed™ or “*Unsatisfactory”™

4, Goal Wizard | jjz Create a New Goal | jie Copy From Other Goal Plan

= Brooke Brown =] Find user: Go | Advanced search
@, David Drew B @, Erin Eisley B
Matrix Hierarchy
@, Carol Clark B

5 Brooke Brown (3]

Click Create a New Goal button.

[Eh Switch Plan: | FY 2016 Performance Goals ¥

iod are listed below. Performance goals are organized by category. Ensure that the
noal, update the % complete, or make additional changes to the goal. To cancel or
Meeded” or “Unsatisfactory™.

“%, Goal Wizard{ jz Create a New Goal I i"' Copy From Other Goal Plan

Create a New Goal

i&-[hoose what type of goal to add.

|‘ Jiz Personal Goal J’
oals allow vou to make up vour own goal and assign any metrics you want.

Jui Library Goal

Library Performance Goals are selected from an organized library with suggested metrics.

In this example, we are using the Personal Goal button.

1. Select a category from the drop down menu. (Service Excellence, Financial and Operations,
People Development, or Research, Clinical and Academic)
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Fields marked with * are required.

¢ Category 2 Research, Clinical and Academic ¥
Service Excellence

Financial and Operations

People Development

Research, Climical and Academic

* Goal Name:

2. Enter the Goal Name (i.e. Complete two Skillsoft Communications courses.)
* Goal Mame: ;

4. Weight-HCPC Only (You do not need to enter a number in this field.)

5. Percent Complete This optional field may be used to chart your progress toward your goal.

6. Start and Due Date - These are automatically populated for the fiscal year. Update the start and
due date if necessary.

7. Status —Select a status from the drop down menu.
)

Mot Started

On Track
Comments, Results, [y oiEeEn]
Accomplishments or
Feedback:

Milestone:

8. Milestones - This is a helpful field to use to list the tasks necessary to complete your goal.

* Start: | |09/01/2015

" Due:  |08/31/2016
Status: | Mot Started v

gl ]

ilestone: Task Description Start Date Due Date Action

|| | MMSDDF T MM DD @ x

nmmer}ts, Results, a.5pell check... —Jlegal scan..
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9. Comments — You may use this field to note where you are in the goal completion process. For
example: “I have completed one course out of two Skillsoft Communications courses.”

Caution: You will not be able to delete goals after you have saved them. Only your manager
has access to delete goals. You will be able to edit goals.

Save your goal entries by clicking on the Save Changes button at the bottom right side of the screen.
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Create a New Goal using the Library Button

Make sure the goal plan has the correct fiscal year indicated.

Switch Plan: | FY 2016 Performance Goals v
FY 2016 Performance Goals for Brooke BrownF, &

Performance goals are goals aligned to an employee’s job responsibilities, work assignments and}&hce period are listed below. Performance goals are o ized by category. Ensure that the

goal category for each goal is accurate. Use the “Add New Goal® button atthe bottom of each section ifl)s of a goal, update the % complete, or make additjgfal changes to the goal. To cancel or
postpone a goal update the “Status” field using the “Edit” button. Rate and add comments as appropri; ement Needed” or 'Unsatisfal:tory'.

jiw Cascade Selected

1] Employee Hierarchy | %4 Goal Wizard | iz Create a New Goal | jj» Copy From Other Goal Plan |

@, Alex Anderson B3

= Brooke Brown 5=
@, David Drew [E] @, Erin Eisley B

Find user: Go |Advanced search

Matrix Hierarchy
@, carol Clark E51

5 Brooke Brown (3]

If you choose to create a goal using the Library button, click the icons to expand the categories.

Create a New Goal
i&n[hoose what type of goal to add.

Jiz Persenal Goal

Personal Performance Goals allow you to make up your own goal and assign any metrics you want.

Jizm Library Goal

Goals are selected from an organized library with suggested metrics.

Select Goal from the Library

i&lSelect goal to add from the library. Click the icon to expand categories. You will be able to modify the goal in the
next step.

b @ 1 Service
"ﬁ 2. iy

e 4. People
& 5. Growth
& 6. Nursing
& 7. HCAHPS
& 8. Functional Area

bl i . e

After clicking on one of the eight categories of goals, you will select one or more of the prewritten goals
from the list.
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Click the box to select your goal from the library list. Then click the Add Selected Goal button at the
bottom right of the screen.

Select Goal from the Library

Select goal to add from the library. Click the icon to expand categories. You will be able to medify the goal in the

.%‘ next step.

& 1. Service!

wCustomer satisfaction rating of ___ or greater for the Measure will be the

lication {I55). %4 result of the 155 customer
satisfaction survey.

e Decrease TAT for all transcribed documents to ___ hours. 4
fye-Decrease TAT for patient requests for information from to ____ ChartOne’s tracking
days. = reports
jy& Decrease maximum response time from order to evaluation to 5 Source: chart review of
(dept/area) referrals from baseline of ___ hours to ___ hours. = order time vs eval time.
j#Decrease monthly Pyxis stock-outs as a % of total doses dispensed R Auditor for Pyxas stock-
from Pyxis from ____ %to_ % (%4 outs, GE Centricity for
total doses dispensed.
- Decrease number of rejected specimens from the EDby __ % from Monthly Specimen
Bto_ % =~ Rejection Report
e Decrease overall operating room turnover by __ % to an average of 5
__ minutes =
- Decrease pre-placement health assessment to health clearance 5
time from __ to_ days. =
e Decrease time from referral to wait listing for patients from TransTrak Report time:
_ daysto_ days. = Quarterly -

K Back‘- > Add Selected Gﬂalh 3 cancel |

The Goal Name will populate. You will then edit the goal by typing information in the appropriate fields.

Add Goal

-.%Edit your goal below.

Fields marked with * are required.
Service Excellence v

a:spell check... ~Jlegal scan...

Customer satisfaction rating of ___ or greater for the application (|35).
‘; A
* Measurement: aispell check... ~Jleeal scan...

Measure will be the result of the 155 customer satisfaction survey.

“
Weight-HCPC Only: 0.0%
Percent Complete: 0.0/%
" Start: 09/01/2015
" Due: | |08/31/2015
Status: Not Started v
Milestone: © Add Tasks
sks
Comments, Results, auspell check.. ~Jleeal scan...
Accomplishments or
Feedback:

| dm Back | H save Changes || (%] Cancel |

Save your changes by clicking the Save Changes button.
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Copy a Goal from a Previous Plan

Make sure the goal plan has the correct fiscal year indicated.

Switch Plan: | FY 2016 Performance Goals v |
FY 2016 Performance Goals for Brooke Brown F, &

Performance goals are goals aligned to an employee’s job responsibilities, work assignments and}&hce period are listed below. Performance goals are o ized by category. Ensure that the

goal category for each goal is accurate. Use the “Add New Goal® button atthe bottom of each section ifl)s of a goal, update the % complete, or make additjgfal changes to the goal. To cancel or
postpone a goal update the “Status” field using the “Edit” button. Rate and add comments as appropri; . :

jiw Cascade Selected
=] Employee Hierarchy
@, Alex Anderson B

= Brooke Brown =] Find user: Advanced search
@, David Drew 3 @, Erin Eisley B3]

ement Needed™ or “*Unsatisfactory”™

i Goal Wizardl iz Create a New Goal I jie Copy From Other Goal Plan

Matrix Hierarchy
Q, carol Clark B3

5 Brooke Brown (3]

Click Copy From Other Goal Plan.

[B] Switch Plan: | FY 2016 Performance Goals ~

find are listed below. Performance goals are arganized by category. Ensure that the
oal, update the % complete, or make additional changes to the goal. To cancel or
Meeded” or *Unsatisfactory™.

#y Goal Wizardl him Create a New Goal |[j» Copy From Other Goal Plan |
-
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Select the Goal Plan you wish to copy.

Step 1. Select Goal Plan

@Step 1 of 2. Select the goal plan with the goal(s) you want to copy.

Goal Plan Name

F‘f’ 2015 Performance Goals
F 2014 Performance Goals
FY 2013 Performance Goals

© © C

F 2012 Performance Goals

| 4a Back | & Mext|[ [ cancel|

Step 2. Select Goal

@E-tep 2 of 2. Select Goal

Service Excellence

Visibility Goal Name L=y EaE

Onl Status
Y
E Public 1.1 Increase patient satisfaction by 3% from previous year.  0.0% On Track
[J Public 1.2 .Iarbcrease % of projects completed on time to from 70% to
&,
_ Public 1.3 Improve patient satisfacation by 15% from previous year. 0.0%
‘@J ublic 1.4 Prepare, complete and distribute the ddd Plan by _332 0.0%

A
Finan. ial and Operations

People Development
Research, Clinical and Academic

After you have entered your goals by either copying from a previous plan or creating a new goal, you
will see your goals listed in the designated fiscal year.
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Edit goals by clicking the Edit goals icon on the Performance Goals screen show below.
= Brooke Brown 3]
Displaying 1-4 of 4 Performance Goals
Service Excellence
Visibility # Goal Name Weight-HCPC Only Status Action
] Public 1.1 Increase patient satisfaction by 3% from previous year. 0.0% @ ¥ [
() Public 1.2 Prepare. complete and distribute the ddd Plan by 333 0.0% [Not Started & 4 3 57
 — v,
[] Public 1.3 Improve patient satisfacation by 15% from previous year. 0.0% Not Started @ { &
—/ -
Edit
People Development
Visibility # Goal Name Weight-HCPC Only Status Action
[ Public 3.1 Comolele an anlins raining cowrse. 0.0% 4
/& Linked by Alex Anderson 8/7/15 6:07 PM [clear alert

After you edit the goal, remember to save your changes by clicking on the Save Changes button.

Edit Goal

REdit your goal below.

Fields marked with * are required.

Category : | Service Excellence v
* Goal Name:

a.spell check.. ~Flegal scan...

Improve patient satisfacation by 15% from previous year.

e

* Measurement: a.spell check .. ~Flegal scan...
2015 survey shows 15% increase in patient sat scores.
A
Weight-HCPC Only:
Percent Complete:
*start
* Due:
Status:
Milestone: © Add Tasks
Comments, Res:lslts, a soell check.. ~Jlegal scan...
p or

Feedback:

‘ -

| save Changes Cancel
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