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• Annual Performance Review cycle:  

 

• Annual Planning Workflow  

 

 

 

Performance Review Annual Cycle

Jul1- Sep 15 -
Goal Setting

Track &
Manage

Goals

Mid-Year
Check-in

April 1 -
Review
Period
Opens

June 30 -
All

Reviews
Due

Optional Employee
Self-Goal Setting

Starts July 1
open for 62 days

Manager Completes
Goal setting
Starts July 1

open for 76 days

Manager Meets with
Employees on their goals

Employee Sign Off
Open for 7 days after
manager submits Plan

for review and signature

FY27 Performance
Review Plan Task

Completed
Due by September 15

Optional Indirect
Manager Review
coordinated by the
leadership team

Annual Performance Review
Plan for Goal Setting Cycle

Goals can be updated
as needed through the
Performance (ADP) tab
under the Goals option

once the plan is
completed



 

• Scenario 1 Workflow – Employee completes Self Goal Setting Step:  

 

 

 

• Scenario 2 Workflow – Employee does not complete the Self Goal Setting Step: 

 

 

Scenario 1
Workflow:

Employee completes Optional Self-Goal Setting
Task within the 62-day window starting on July
1.

• Online document moves forward to the
manager after submission of goals by
employee.

• Manager can view the goals submitted by the
employee to take the following actions:

• Approve

• Edit

• Deny

• Once all the goals have been finalized,
approved, and submitted by the Manager

• Employee will receive an email notification
and be able to access the Employee Sign
Off.

• Employees have 7 days to electronically
sign and submit their Plan.

• Manager Completes
ReviewEmployee

Completes Optional
Self-Review

Submits to Manager

Manager
Views Self-Review and

completes Manager Review
Submits for Employee Sign Off

Manager Meets with
Employee

Employee Sign Off
Open for 7 days after manager

submits evaluation

FY27 Performance Review
Plan Task Completed

Goals can be updated
as needed through the
Performance (ADP) tab
under the Goals option

once the plan is
completed

Scenario 2
Workflow:

Employee does not complete Optional Self-
Goal Setting Task. Manager starts Goal
Setting process for their employees Plans
after July 1.

• Manager can access and complete their
employees FY27 Performance Review
Plans by setting up the goals. .

• Employee will not receive an email
notification or be able to access the
Employee Sign Off until after the 62-day
Self-Goal Setting window closes.

• After the 62-day Self-Goal Setting Window
closes, the employee will receive
notification to sign off on their FY27
Performance Review Plan and thereafter
immediately after submission.

• Employees will have 7 days to
complete the Employee Sign Off.

• Manager Completes
ReviewManager

Completes Manager
Review

Submits for Employee Sign
Off

Manager Meets with
Employee

Employee Receives
Notification for Sign Off
(After 62-day Self-Goal

Setting window closes or
Sept 1)

Employee Sign Off
Open for 7 days after

notification for sign off

FY27 Performance Review
Plan Task Completed

Goals can be updated
as needed through the
Performance (ADP) tab
under the Goals option

once the plan is
completed
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