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1. Introduction

1.1. Objectives 

Upon completion of this manual, a Manager will be able to: 

 Understand the Check In Components.

 Successfully complete their required tasks in My HR Connection.
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2. Check ins and Reviewing Goal Progress

2.1. Check In Meetings 

Regular Conversations are a critical component of the Goal Setting and Performance Development Process. It is 
one of the critical success factors to ensure critical dialogue, feedback, and support necessary to accomplish the 
goals are provided.   

Managers are required to set two Check In Meetings as part of the Goal Setting and Performance Development 
Process.  In advance of the pre-scheduled meetings, employees are expected to have updated their goal progress. 

Some suggested items for discussion during the Check In meetings include: 

 List most significant accomplishments/ achievements with respect to your goals

 What challenges, obstacles, or unexpected changes have you experienced?

 What has been working well?

 What would you do differently?

 Do you require any additional support to achieve your goals?

 How can I better support you?

2.2. Check In Business Process 

Figure 1: Check In Business Process 
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2.3. Completing the Check In Task in My HR Connection 

Step Steps to Execute 

1 Manager Receives 
Notification to Complete 
the Check In Step.  

Manager Receives Email in Outlook 

2 Log into My HR 
Connection and select 
the related task for your 
direct report.  

3 Read the overview of the 
task. 

Select the link and click 
Get Started to launch the 
task. 
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Step Steps to Execute 

4 The Goal Rating section 
opens to review progress 
of the employee’s goals 
and comments.  

Enter any feedback in the 
comments section. 

Select Save and Continue. 
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5 Review and provide 
feedback on the Check In 
Questions answered by 
the employee. 

An answer is required for 
each question.  

This could be as simple as 
initials, or a complex 
answer.  

* Reminder – These
conversations should 
have already taken place 
outside of the tool.  

Once each question has 
been answered, Submit. 
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Step Steps to Execute 

6 Once you click submit on 
the prior page, you will 
be prompted to submit 
again.  

Once you are satisfied 
with the check in, please 
Submit.  

Once the Check In has 
been completed, you can 
return to action items 
and repeat for all other 
direct reports.  

Table 1:  Check In Task 




