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Cornerstone Performance Management Home Page

Performance Management Instructions

Welcome! Our redesigned performance management process was created with you in mind! A team* gathered feedback across the Campus
community to hear what matters most and designed the below process with goals of simplicity, minimal investment of time for maximum value, and
faimess in mind. In the end we seek to support a culture of ongoing coaching and development, alignment/attainment of strategic priorities, and
even higher levels of engagement and accountability.

The process consists of three key segments, with everyday conversations encouraged to support and recognize success:

1.Goal Planning
2.Mid-Year Check In
3.Annual Review

Learning is available to support you with these steps and using this new Cornerstone system at: https://hr.wayne.edu/performance
* Performance Management Process Redesign Team members comprised: Matt Allen, Kristina Aaron, Dawn Aziz, Boris Baltes, Ken Doherty, Bill

Ging, Stephanie Hartwell, Lilly Hatzis, Allan Kjellberg, Amy Lammers, Rob Miller, Sharon Progar, Margaret Scanio, Sharon Tse, Eric Upshaw, Lauri
Washington, Natasha Weathers, and Sha'Ron Williams

V¥
View transcript

(0 approved training selection(s))
(Registered for 0 training selection(s))

w Your Tasks

Due Date
2022 Annual Performance Planning 4/29/2022
Complete Mid-Year Check In 7/29/2022
Complete (Annual Review) Self Review and then Acknowledge 10/25/2022

(. cornerstone,
- conversations

This is the Annual Performance Planning home screen.

You will use your WSUAccessIDand password to log in to
this system with the link: Academica > Employee
Resources > Administrative Systems > Cornerstone
Conversations

1. Theinstructions provide an overview of the new
performance process and include a link tdearning
opportunities and resources to help you throughout
the year. Click on Plan.

2. Your Inbox will reflect messages pertinent to your
Annual Performance Plan.Disregard transcript
messages for the time being.

3. The Your Tasks arealinks to the tasks you will need

to complete throughout the year with due dates for
each task. Past due tasks are marked with an
exclamation point.

To get started,clickthe0 2022 Annual
Pl annlinkngé

Per


https://waynetalent.csod.com/samldefault.aspx
https://hr.wayne.edu/performance/resources

Overview

Performance Goals

WU Values

Professional Develop...

Career Development (...

Goal Planning Ackno...

Annual Performance Planning:
Overview Screen

2022 Annual Performance Planning Options ¥

° -

Overview

Start the year off right by determining three key itermns:

+ What you'll achieve this year. Performance goals should be created in partnership with your leader and aligned with Unit
and University strategic priorities. Individuals should begin this process and share/discuss with their leader to edit/refine
goals.

= How you'll achieve it. How we achieve our work is just as important as what we achieve. To that end, our WSU values are
included as a prompt to consider these unifying behaviors. These will be part of the annual review at the end of the year.
This is just a review page - no goals are needed at this stage.

+ What learning and development will be helpful to achieve success. Professional development goals should be defined
to help you continue to aftain excellence in your current role. And, if you choose, career development goals can be crafted
to help you define future roles or responsibilities at WSU you might be interested in learning more about and begin
preparing for them.

Also, be sure to schedule time with your leader throughout the year to share progress and celebrate accomplishments. A new,
optional tool inside Comerstone is available to support your ongoing cne-on-one's andlor periodic conversations, called “Touch
Points®. This can help keep all goal accomplishment documentation in one location. Refer to learning resources to Plan & Set
Goals for Success.

Learning and job aids are available to support you in completing this goal planning process. Please reach out to your HR
Consultant with any questions.

Click the "Get Started" button in the bottom right to begin.

Review Step Progression

@ Employee Goal Planning
2022

Due @ 4/28/2022

Manager Goal Review

Get Started
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This is the screen you wil!/|
Performance Pl anningi under
screen.

1. Theleft sidebar keeps track of where you are in the

Annual Performance Planning process.

A Steps requiring input or viewing will be
highlighted in white

A Completed sections are marked with a green
check.
The Overview areadescribes what needs to be
considered before starting. Note: There arelearning
resources available to help you write strong goals.
Click on Plan.

ThisO Revi ew Step Progrskeows i on
the steps occurring in this procesgj the goals

submitted and the final approval/review by your
manager.Note: It no longer requires HR or second

level manager approval.

This progress meter indicates the percentage of
sections youHve completed
checkmarks in the left sidebar (1).

The Get Started button will take you to the
Performance Goals section of Cornerstone.


https://hr.wayne.edu/performance/resources
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This i1 s the screen you wil/
T

2022 Annual Perf Planni Options ~
nnua ermormance annlng Options St arte d .

Overview Note: There arelearning resources available to help
I . 0% you write meaningful goals. Click on Plan.
Performance Goals - 0
WSU Values 1. This area provides briefinstructions for
employees.

Professional Develop... ) )

Performance Goals Add Goals 2. This area provides briefinstructions for managers.
Career Development (... S

Research has shown that having a targeted focus on a few, high priority performance goals (ideally 3-5) leads to the highest 3 The Add Goals button a”OWS yOU tO add a goal tO

Goal Planning Ackno... success. Please use this section to craft what you strive to achieve this year in relation to your Unit and WSU strategic priorities.

your Annual Performance Plan. Multiple goals can be
Instructions for Employees: added, although they must be added one at a time.

Please begin this process and then share/discuss with your manager to refine/edit goals. The following resources may be helpful:

« Unit strategic priorities and your leader or your team’s goals for the upcoming year. H H
» The Staff Guide to Annual Performance Planning for leamning resources to support writing great goals 4 The BaCk bUtton returns tO the preVIOUS page in the
» The Annual Performance Planning Staff Cornerstone User Guide for step-by-step instructions on adding goals, including an SyStem

introduction of two new features: the SMART goal wizard and goal weighting to show priorities. Upon completion of goal )

entry, click “save and continue” to move to the next step.

Click the “Add Goals" button in the top right comer to begin. 5. The Save & Exit button allows you to save your
work and leave Cornerstone.

Instructions for Manager:

Please be sure to share your unit's strategic priorities and your/your team's goals in advance as well as schedule time to

Secusiianistises (0a.0 o welgitiogs, 6. The Save & Continue button allows you to save
« The Leader Guide to Annual Performance Planning for learning resources to support writing great goals . . .
« The Annual Performance Planning Leader Cornerstone User Guide for step-by-step instructions on editing goals prior to yOUI‘ WO rk and Con“nue tO the neXt SeCtIOI‘l in
approval. To approve, click "save and continue” at the bottom of tbamane. Cornerstone
;(I’;ls‘;v:g:lsl?:;iwdual goal weight percentages so total weight percentage %. Sha annot be modifie Ay NOte YOU ShOUId Walt untll a” goals have been ente red

created and approved goal weight percentage changes will be reflected in the toar.

: _ before advancing to WSU Values.
Back Save and Exit Save and Continue


https://hr.wayne.edu/performance/resources

Annual Performance Planning:
Input Window for Creating Goals

Create Goals Wizard

Create your goals in SMART format - Click the Wizard button on the right to activate a tool that will aid you in the process.

All fields marked **" are required

Title *

Title

Description
B I US I 2= i || B
Fl
Start Date Due Date * Weight *
11112022 i 1213112022 | B 0

Attachments

Choose File

Upload up to 3 attachments. Maximum upload 1mb

=
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Once you click TAdd Goals,T this

process. Although you will likely include several goals in your plan,
you will add them one at a time.

1. Addattitle for your goal here.
Exampleimprove user experience of XYZ software.

2. Add the text describing your goal here.
Examplelmprove the user experience of XYZ software to
achieve a customer feedback
increasing web accessibility functions by Q2 2022 to ensure
compliance with web accessibility guidelines.

3. There is aSMART Goals Wizard available right in
Cornerstone to help you double-check goal quality.

4. Indicate a start and end date for your goal.  You can change
the existing dates as needed. For perpetual or ongoing goals,
extend the end date.

5. Inthis field, indicate a weight for your goal, or the
percentage it will count toward your overall performance.

Note: The sum of your goal weights should add up to
100%.

6.  You can add up tahree attachments to each goal here,
although this is optional.

7. When you are doneclick Save.

Note: You can return later to edit your goals before submitting
them for review. Once submitted your goals are longer
accessible on the Performance Planning site.

S

c

(
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SMART Goals Wizard conversations

The SMART Goals Wizard will help confirm your goals
are Specific, Measurable, Actionable, Relevant, and
Timely. While the Wizard is optional, it is a very helpful
tool to review your goals.

v v v v
@ 1. Thetop bar shows your progress through each
Specklc [Measumble — Actionabte” Relewsnt i Tumely section of the Wizard. Tips for reviewing your goal
. _ against each SMART element are included directly
Be straightforward and specific in your description. Specificity provides greater impact and increases the likelihood of
accomplishment. below the tOp bar.

e 2. In this area, you will seehe title and text for your

goal, so you donHt have
reviewing the SMART elements.You may also directly
enter your goals here.

Description
[ source &

BIusx»Lj=: 3.  When you click Continue, you will move to the
Fot - Size - = next SMART element in the top bar.

Once you have checked your goal against all the
elements, you canclick Continue to return to the
Goal Input screen andSaveyour goal.
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Performance Goal s Screen: Revi ewl S Yo

Performance Goals Add Goals This screen shows the goals you have added and saved,
pending supervisor approval.

Rasearch has shown that having a tangeted focus on a few, high priority performance goals (ideally 3-5) leads to tha highest
Success. Please use this section to craft what you strive to achieve this year in relation to your Unit and WSU strategic priorites.

Please begin this process and then shans/discuss with your manager to refine/edit goals. The following resources may be nelph:

Perfonmence Goals « Unit strategic priorities and your keader or your team's goals for the upcoming year thel Nn to your Annual Perfor] nance Plan_
« The 5taff Guide to Annual Performance Planning for learning resources to support writing great goals

= The Annual Performance Planning Staff Comerstone User Guide for step-by-step instructions on adding goals, including an

g Insiructons for Employess: 1. All goals will be listed here after you have saved

L) I
alh o introduction of two new features: the SMART goal wizard and goal weighting to show priorities. Upon completion of goal

entry, click "save and continue” to move to the next step. 2 Y d d t b I
Profassional Develop.. Click the "Add Goals” button in the top right comner to begin, 0 u Can a a COI I " I Ien a 0 ut yo u r g Oa. .
Career Development (... Instructions for Manager:

Please ba sure to shara your unit's strategic priorities and yourfyour team's goals in advanca as wel as schedule time to 3 . Th IS d rOp-dOWﬂ arrOW prOVideS th e Opt|0 n to ed It,

discussfinalize these goals and weightings . .
» The Leader Guide to Annual Performance Ptanning for learning resources to support writing great goals Leader Guide to delete or VIeW the h Istory of your approved goals
Annual Performance Planning for learning resourcas 1o support writing great goals ’ *
= The Annual Performance Planning Leader Comerstone User Guige for step-by-step instructions on editing goals prior to
approval, To approve, click “save and continue” at the bottom of the page.

Goal Planning Ackno...

4. Check thetotal weight of all your goals.Note: your
Mastoryof xv2 ° combined goal weights must add up to 100%. You can
: use the edit option (under #3) to edit the weight of
Improus prfcincy of X2 by 2% o acieve projctgol b calendaryoar-nd. individual goals as needed.

Progress : 0%

St 22 5. Click Add Goals if you have not finished inputting all

your goals.

Commants :

BIUSXx I ;==

mo - s - A@ 6. Once you are done adding all your goals and checking
2 LRI that their total weight is 100%, click Save and
Continue to advance.

If you want to return later to Cornerstone to
complete your goals,click Save and Exit.

Total Weight: 25%
Please adjust individual goal weight persentages so total weight percentage equals 100%. Shared goals cannot be medifien: = vy newly
eraated and approved goal waight parcentage changes will be reflacted in the total.

Back Save and Exit Save and Continue
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WSU Values

This screen follows the submission of your annual
performance goals and is simply for your review.

Here you are asked to reflect onhow you are achieving
your work, not just the work you are achieving.
Reflect on these Six Wayne State Values:
Collaboration
Diversity & Inclusion
Excellence
Innovation

Integrity
Leadership

It is important to consider how your goals align with
Wayne StateHs Values. This ¢
during your Annual Performance Review.

1. Once you have reviewed these values, you caclick
Save and Continue to move to the next section.

If you want to return later to Cornerstone to review
these valuesclick Save and Exit.



