Performance Management
Using Talent Connect for Performance Reviews

Talent Connect Process Guides
for Performance Reviews -
Written For Team Members

Pu rpose
Use this document to help you navigate the steps for performance reviews in Talent Connect.

For an Interactive Guide allowing you to see guided video and try these steps yourself, visit the
Interactive Technical User Guide for Team Members.
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Access Review Forms in Talent Connect

Pu rpose
Use this document to help you navigate the steps to accessing performance review forms in
Talent Connect.

Contents
Access Performance Forms in Talent Connect

Access Performance Forms in Talent Connect

1. From the Intranet home page,
go to the Applications tab.

Fairview MyTime  Law Outlok  Poiicies

Clinical Applications Business Applications More Business Applications
Childrens Hospital Resource Center Amcom SmartWeb Occupational Health Manager (OHM
Elsevier Skills Career Connection Outlook Web
Epic Collibra PCard/Out-of-Pocket
FICK Calculator Compass: Safety Reporting Peoplesaft
Farms on Demand ControlCheck PalicyTech
Homecare Web Chart E-time {archive) Power BI
Lab Test Directary (new) Engage Code Paging SharePoint at Fairview
Muse Web Enterprise Report Viewer (e-time/staff... Taning Avan. ity
2 . Se|eCt, “Tale nt Con nect ” MyChart Enterprise Report Viewer (ERV) Talent Connect, %
OnCore EZCall T moTrak
Philips Patient Monitoring Applications Fairview Alert Admin (Everbridge) Web-based Paging
UpToDate ICIMS Manager Portal M Physicians: RESCURCE
ocera Platform Assignments itanage for Legal M Physicians: Workday
Vocera Web Console IT Hub

Lawson HR Self-Service
Learning Management System (LMS)
MyTime

MyTime Clinical Scheduling Extensicns

3. Sign in, if required. Fairview
If you are logged into your Stonn
computer, it will automatically
sign in. If you need to log in,
enter your Fairview email and
password. Both are case
sensitive.

brfl Address or User|D@Fairview.org

Can't access your account?

Q} Sign-in options
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Good afternoon!

4. Select the “Home,” drop
down menu on the home

page.

Quick Actions

Quick Actions

5. Select “Performance.”

For You Today

@ Review Your Performance i§ Complete Your 360 Evaluation
2024 Appraisal Employee nominates participants
2024 Performance Reviev 360 Development Feecback
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Complete a Self-Appraisal

Pu rpose
Use this document to help you fill out a self-appraisal form.

Contents
Access Your Self-Appraisal in Talent Connect

Enter Comments in the Self-Appraisal

Use the Writing Assistant in the Self-Appraisal Form

Save and Close the Self-Appraisal Form

Access Your Self-Appraisal in Talent Connect

1. From the Intranet home page,
go to the Applications tab.

Fairview

Clinical Applications Business Applications More Business Applications
Childrens Hospital Resource Center Amcom SmartWeb Occupational Health Manager (OHM
Elsevier Skills Career Connection Outlook Web
Epic Collibra PCard/Qut-of-Pocket
FICK Caleulator Compass: Safety Reporting PeopleSaft
Forms on Demand ContralCheck PolicyTech
Homecare Web Chart E-time {archive) Power BI
Lab Test Directory (new) Engage Code Paging SharePoint at Fairview
Muse Web Enterprise Report Viewer (e-time/staff... TLaning Avan. ity
2 . SeIeCt, “Tale nt COI’] nect ” MyChart Enterprise Report Viewer (ERV) Talent Cmnen{" %
OnCore Ezcall TmoTrak
Philips Patient Monitoring Applications Fairview Alert Admin (Everbridge) Web-based Paging
UpToDate iCIMS Manager Portal M Physicians: RESOURCE
ocera Platform Assignments itanage for Legal M Physicians: Workday
Vocera Web Consale IT Hub

Lawson HR Self-Service
Learning Management System (LWS)
MyTime

MyTime Clinical Scheduling Extensicns
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3. Sign in, if required.

If you are logged into your
computer, it will automatically
sign in. If you need to log in,
enter your Fairview email and
password. Both are case
sensitive.

Fairview

Sign in

kn*ai\ Address or User|D@Fairview.org

4. Select the “Home,” drop
down menu.

a e © a0 o

Good afternoon!

Manage y Gosis

5. Select “Performance.”

Quick Actions

For You Today

@ Review Your Performance
2024 Appraisal
2024 pes

rformance Review

4 Complete Your 360 Evaluation

Employee nominates participants
Development Fesdback

6. Select the Performance
Review labeled with your
name.
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Enter Comments in the Self-Appraisal

£LULG FErionmance Keview 1or ceau ocrown

1. Enter comments about your ——— — T —— Y —
Dally Work, Performance tO rating is required; for rating defiritions, please click the 7" next o the Rating, Note that mest employees will fallinta the Meets Expectations catego - I
Goals, and application of the
Fairview Commitments in the D »
text boxes e

Daily Work (Job Description)

[T —

2024 Performance Review for Beau Brown

Rate M

2. You will respond to each goal
separately.
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Use the Writing Assistant in the Self-Appraisal
The Writing Assistant can add pre-written comments in the Daily Work and Commitments
sections of your self-appraisal.

LVULS FErNuUrmnance Review 19r peau Drowin

1. Select the, “Writing

Assistant,” button above e s e s e ey e s
the comment box. c Wi e %

2. Choose the name you '
would like used for the U e B
statements the Writing
Assistant generates.

3. Select a topic you wish to
comment on from the
column related to your work
around the topic: Improve,
Meets (Expectations), or
Exceeds (Expectations).
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Find a quote about (Beau)'s performance

Daily Work (Job

4. Adjust the positivity, if
desired, by selecting the plus
or minus icons.

5. Click, “Place Quote.”

Find a quote about (Beau)'s performance

Daily Work (Job Description)

6. Select “Close,” at the
bottom of the screen.

Fairview Performance

Reviews  Team Overview

2024 Performance Review for Beau Brown

7. Review and edit the
statement.

Performance to Goals (33.0%)

Performance to Goals Is the performance and accomelishments related (o Falrviews strategic priorities and performance dimensions.
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Save and Close the Self-Appraisal Form

Beviews  Team Overview

2024 Performance Review for Beau Brown

e Beau Brown 0
kot Employe b
: :

1. Select the “Save and
Close” button at the bottom
of the page.

Page | 9
Revised November 2024

ORGANIZATIONAL

DEVELOPMENT & LEARNING



Performance Management
Using Talent Connect for Performance Reviews

360 Development Feedback

Pu rpose
Use this document to help you create, work with, and access 360 Development Feedback

Forms in Talent Connect.

Contents
Nominate Participants to Provide 360 Feedback

Provide Feedback for 360 Development Feedback

Nominate Participants to Provide Feedback

Fairview Home

Good afternoon!

Quick Actions

1. Select the Reminder tile
“‘Employee nominates
participants” on your home
page.
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2. Click “Add Participants,”
above the “Raters” bar.

Fairview Pertormance v
Reviews Team Overview

e 360 Development Feedback for Beau Brown
< i

Raters (0)

INTRODUCTION

GREATEST STRENGTHS

Send for Manager Approval JECERSSETIESSEN]

3. Enter a user’s name.

Add Participants

Enter

Selected Participants

4. Select the relationship you
have to the person you’re
nominating to give feedback.

Selected Participants

@ intenal CCORPHRCORE] - Select One

<
&

Department = 702408654_Org Development and Learning

Location - HE-Midway Corporate Campus

Leader © Sarah J Ward

§.
g
£

D. Click “Add to List” at the
bottom of the pop-up.

6. Repeat for each participant.
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Provide 360 Development Feedback

| Fairview | m
... pod afternoon!
B Development

Quick Actions

1. Go to your Performance
Inbox by selecting the
“Home” drop down
menu and selecting
“Performance.”

Organizational Updates

Beviews  TeamOverview 380 Executive Review

Mv Forms Inbox ®
@ Al Forms ® -
Lo
9 EnRoute
2. Select the 360 Form i
you wish to complete. o -
| Forms (1) =]
e
| e e E %
GREATEST STRENGTHS i

3. Select the “Add”
button to choose
Commitments that are

strengths for the person Section Comments:
you are giving feedback L — STl e i b 2
for.
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Add Competencies x
Role

@

28

4. Select “Fairview
Commitments.”

5. Choose three proem "
Commitments that | s
are strengths for the
person receiving
feedback.
a. Do not select i
“Select All.” I
b. You can see the
Fairview |
Commitments
here.

&

oooaoooodod

6. Select “Add.”

7. Add comments about __Fairview ~-—-
the strengths of the
person receiving b
feedback. i

Set and Hold Standards

e 360 Development Feedback for Beau Brown
nformation  Review Dates  Introductio Great

8. Repeat the process
for Areas of
Opportunity for the
person receiving
feedback.

a. You will not be Secton Compmens:
able to select the B u & =~ = “Ew <) aiv ~JE = G & &
same
Commitments as .

Strengths and Decine loParkipdte  SweandClow  Cancel |y

opportunities.

Engage and Inspire @ |

Collaborate for Outcomes
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Fairview
Reviews “Team Overview 360 Executive Review

I
o 360 Development Feedback for Beau Brown

< loyes Infarmation  ReviewDotes  Introduction Gestest

15 there you to.add abouty this employee

9. Submit the finished
form.

10. Confirm.

SIoe)  ecine toparicipate  Seveand Close  Cancel
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Acknowledge the 1:1 Meeting and Review

Pu rpose
Use this document to help you acknowledge your 1:1 Meeting and Performance Review.

Contents
Acknowledge Your 1:1 Meeting & Performance Review

Acknowledge Your 1:1 Meeting & Performance Review

1. Go to your Performance Inbox
by selecting the “Home”
drop down menu and
selecting “Performance.”

2. Select the performance review oo

for the correct year labeled =
with your name. | qor— s R
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Fairview Performance v Search for actions ar peaple

Reviews Team Qverview

2024 Performance Review for Beau Brown

3. Select the “Actions” button i t0nia_cvmmtbta B o
under the fourth step in the
Route Map at the top of the
form.

Route Map Hide

) 2 ©
1Y 2024 Appraisal (D 2 2024 Leades Approval (D 2024 1:1 Meeting

Introduction

Managers: Please complete sach section Periormance Review form: Daily Waork (Job €

Fairview Performance Search for acekons or people
Reviews Team Overview
Hist (=]
2024 Performance Review for Beau Brown
e Beau Brown Meets Expectations /0
Route Map  Introduction Employee Information  Daily Work (Job Description)  Performance to Goals  Commitments (34.0%) A v

4_ Select Route Map e
“Acknowledgement.”

2 " . Due 2028
12 202400pnsa @ 2% 2004 Leacer approval @ 32 202011 Meetig Q o rctnowncnomen

C > [ vad
Introduction -

Managers: Please com

pie

s including Talent Cannect technical guides and additional support on the ODAL Website

Fairview Performance Search for actions ar peaple

Reviews Team Overview

Route Map vide

w

1™ 2024 appraisal @ 2™ 2024 Leader Approval () ¥ 202411 Meeting (@ o 2024 Acknow 2

S. Confirm by selecting =

“Acknowledgement” Acknowledgement
% VR e oo

again.
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Enter Goals in Talent Connect

Pu rpose
Use this document to help you navigate the steps to enter goals in Talent Connect.

Contents

Access Goal Forms in Talent Connect

Set Organizational or Individual Development Goals

For Leaders: Cascade Goals

Additional Resources

Access Goal Forms in Talent Connect

Watch a 30-second video showing
you how to Access Goal Forms in
Talent Connect.

6. From the Intranet home page,
go to the Applications tab.

Clinical Applications Business Applications More Business Applications
Childrens Hospital Resource Center Amcom SmartWeb Occupational Health Manager (OHM
Elsevier Skills Career Connection Outlook Web
Epic Collibra PCard/Out-of-Pocket
FICK Calculator Compass: Safety Reporting Peoplesaft
Forms on Demand ContraolCheck PalicyTech
Homecare Web Chart E-time {archive) Power BI
Lab Test Directary (new) Engage Code Paging SharePoint at Fairview
Muse Web Enterprise Report Viewer (e-time/staff... Taning Avan. ity
7 . Se|eCt, “Tale nt Con nect ” MyChart Enterprise Report Viewer (ERV) Talent c:meri\r" %
OnCore EZCall T moTrak
Philips Patient Monitoring Applications Fairview Alert Admin (Everbridge) Web-based Paging
UpToDate iCIMS Manager Portal M Physicians: RESOURCE
ocera Platform Assignments itanage for Legal M Physicians: Workday
Vocera Web Consale IT Hub

Lawson HR Self-Service
Learning Management System (LWS)
MyTime

MyTime Clinical Scheduling Extensicns
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8. Sign in, if required. Fairview

Sign in

If you are logged into your
computer, it will automatically
sign in. If you need to log in,
enter your Fairview email and
password. Both are case

kn‘;i Address or Use:

Can't access your account?

sensitive.
Fairview Home -
, . Goo|l afternoon!
9. Click the “Manage My
Goals,” tile on the home —
page.

i o
WView Raport Center View Reminders.

Performance Goal

10. Use the expander arrow 2024 Organizational Goals @ = ¢ L>

next to the title to select

AR Select Goal Plan
Organizational Goals or

2
Individual Development 2 Goals [ 2024 organizational Goals
Not Start:
Goals. 2024 Individual Development Goal
@ Introduction 2023 Organizational Goals

2023 Individual Development Goal

Special Note

Some people may have an additional tab at the top of their page under the blue banner labeled
“Development Goal.” This tab does not have a function and will bring you to an error
message. Unfortunately, it cannot be removed.

T —
Performance Goal Development Goal
L L
2024 Organizational Goals © ﬁ AR

Unconverted goal plan
template
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Set Organizational or Individual Goals

Watch a 45-second video showing
you how to Set Organizational and
Individual Development Goals.

1 . Select, either Performance Goal
“Organizational Goals,” or
“Individual Development 2024 Organizational Goals @
Goal,” using the gxpander SelechBaatElan
arrow next to the title on your -
Goals page 2 coals | 2024 Organizational Goals < >)
) Not Start = S
a. Double check that you 2024 Individual Development Goal
Select the COl'l'eCt @ Introduction 2023 Organizational Goals
yeal". 2023 Individual Development Goal

2. Click, “Create Goal,” at the %

top of the page.

3. Select how you'd like to

create your goal. Hi, Adam Jones!
You can create your own goal Choase how you'd ke o create a goal:
from scratch, copy a goal from b e

a previous goal plan, or

browse from a library of goals. @
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Create Performance Goal

4. Enter your goal.
a. Write your goal.

b. Identify which % Write goal
performance e
dimension your goal

matCheS- Individual Development hd % DimenSiOﬂ

c. Set a measurement

metric.
d. Determine start and % Metric

end dates Legal Scan
e. Seta progress :
Status . Jan 1, 2024 8

f. Add Comments or ) i % Start/End

. . Dec 31, 2024
Milestones if you

choose. > % Progress

5. Click, “Save,” at the bottom of
the page.

Cancel ]
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Additional Resources

Create a Goal from Library

Talent Connect offers a list of goals by department that are pre-populated in the system. These
are generic thought starter goals to help you come up with goal ideas. This option is available
when you create your goal.

Copy From Other Goal Plan

Talent Connect offers a list of other goal plans — both prior organizational goals and your own
individual goals from previous years. These goals can help you come up with the goal ideas for
the current year. This option is available when you create your goal.

For More Information
For more information about Talent Connect visit Organizational Development & Learning at
https://odandl.org/performance-management.
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