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1. Introduction

1.1. Objectives 

This guide will serve to assist a Manager to: 

• Understand the Goal Setting Conversation

• Successfully complete their required action items in My HR Connection

Figure 1: Goal Setting Conversation Business Process 
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2. Goal Setting Conversation

2.1. Goal Setting Conversation 

In advance of Goal Setting, Managers and Employees meet to discuss what the employees plans to accomplish in 
their role over the next performance development cycle. Goal setting conversations are a collaborative process 
between the employee and the manager.  

The following identifies points for discussion during the Goal Setting Conversation meeting: 

• How does your role contribute to the “bigger picture”; consider the department, faculty, and/or
university strategic plan and service to our students and/or partners of the university.

• Review the university’s mission, vision, values and priorities and consider how goals align.

• How can you in your role contribute to the success of your department, faculty, and the university?

• What do you love about your job? What are your strengths? How can you align your strengths with the
goals you set this year?

• Which skills would you most like to develop? What goals could be set to support this development?



Manager - Goal Setting Conversation 6 of 12 

3. Goals Setting Approval Process

The manager receives a new My HR Connection Action Item when an employee completes and submits their 

Goals and Performance Development Plan for approval.  As a manager you will:

• Review and approve goals

• Review and approve professional development plans 

Step Steps to Execute 

1 Manager receives email 
notification to Approve 
Goals set by their 
employee(s). 

Select the link in the 
email and Login using 
your Banner ID and 
Network Password. 

The My HR 
Connection 
Welcome Page 
will launch. 

From “Your Action Items” 
widget, select Goal 
Setting Conversation for 
your employee. 
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Step Steps to Execute 

2 Each goal is displayed for 
your review. 

Select the More link to 
view all tasks related to 
achieving the goal. 

3 Select Edit if changes are 
required and add any 
applicable comments to 
each goal.  

Click Save and Continue 
to complete your review. 
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Step Steps to Execute 

4 The Professional 
Development Plan 
identifies each 
Professional 
Development Goal for 
your employee and is 
displayed for your 
feedback and review. 

Select Edit and add any 
applicable comments.  

Select Save and Continue 
to complete your review. 
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Step Steps to Execute 

5 The Approval is 
completed by selecting 
the check box and 
clciking Sign to apply your 
e-signature. 

Add any comments or 
your initials and click 
Submit. 

You will receive a 
message that you will not 
be able to modify once 
you have submitted.   

Select Submit to 
complete the process if 
no modifications are 
required. 
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Step Steps to Execute 

6 The workflow is now 
complete. 

Click Go to Action Items 
to finish any other tasks 
you may have waiting or 
for additional team 
members. 

Table 1: Goal and Performance Plan Approval 




