How Do | Access the New Performance Review (ADP) Process
and start the Goal Setting process?
Quick Reference Guide for Planning
with the Annual and Probationary Cycles for Supervisors and Employees

Overview:

The Performance Review (ADP), new for 2025, is accessed through the Performance Review (ADP) 2025
Experience card found in the MSU Portal. This site is located in My Learning Connection (MLC) and is part of
the Cornerstone OnDemand system with the University. This site serves as a single access location for
supervisors and employees to access and view their Planning and Review documents. Additionally,
supervisors will have visibility on their units’ Performance Review documents and actions to monitor their
units down chain of supervision progress and other performance related actions.

e Select Employee under the menu options.
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e Enter “adp” in search window to locate the Performance Review (ADP) 2025 Experience card:
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e The Performance Review process is accessed through My Learning Connection under the
Performance (ADP) tab. Supervisors and employees will still have access to their historical or
archived documents under the ADP Dashboard (Historical) link to access their goals and
documents in support of creating their 2025 Planning document in MLC:
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e Supervisors and Employees can access their Performance Review and other online documents to
complete Performance-related activities under the Performance (ADP) tab.

e Supervisors access the documents under the Performance Reviews Icon.
e Employees access their goals under the Goals option in the dropdown menu under the
Performance (ADP) tab.
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e Supervisors click on the Performance Reviews icon to access your Planning document to start
the goal setting process.
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Performance Planning — Supervisors:

* Supervisors receive an email from HR Performance with a request to start the Performance
Planning process.
* Supervisors can access their Performance Plans:
* Through link provided in the email
* Navigating to My Learning Connection using the Experience Card in the portal:

* Select Performance Review Icon in My Learning Connection:
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* Supervisor Actions:
* Communicate your internal goal setting process with guidance to your team.

* Review employee list to ensure all your employees are listed for the 2025 cycle.
* Add goals to employee planning documents. (see page 5)

* Electronically Sign Off on the online planning document

* Schedule a time to meet with your employee(s) to discuss their goals.

Employees have the option to submit recommended goals to their supervisors for consideration and
approval as part of the Goal Setting process. Supervisors should provide guidance to their employees
with the parameters for their unit on submitting goals to their supervisor as part of their internal
processes. The supervisor should communicate if it is required or optional along with the timeline that
the employees should follow for inputting their individual goals into the system.
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Performance Planning — Employees:

e Employees will receive an email from HR Performance about their planning document being
initiated by their supervisor and goals are available to view. The email will also outline the four
(4) Organizational Values, Behaviors and Competencies for Section 2 of the Planning process.

e Employees can access their Goals:
e Through link provided in the email
e Navigating to My Learning Connection using the Experience Card in the portal:

o Select the Performance tab and then Goals in the dropdown menu:
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My Goals

Select the down arrow on the right side of the screen, next to your goal to expand the detail information and any comments. Click on the “Create
" button at the top right side of the screen to add any additional goals for approval by your supervisor. You can also update the status of your goals
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* Employee Actions:
1. Review provided goals for understanding.

Provide comments or feedback if appropriate.

Submit any supporting documents for the individual goal.

Update goal progress through the online tracking tool.

Submit recommended goals to your supervisor if requested by them through the Goal
Setting process in the online system for approval. (see page 5)
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Goal Setting Tool for both Supervisors and Employees:

There are several methods and tools available to both the supervisor and employee for developing and
submitting their goals into their online Planning Document:

1. Utilize the Al tool available on the goal setting page to help facilitate the process.

2. Retrieve goals from the Library which has several categories or Perspectives to choose from:

a. MSU 2025 — 2030 Strategic Plan — the five (5) goals are listed where you can add your
own measurable outcomes for the selected goal based on your job position.

b. Leadership /Supervision — Nine (9) overarching goals for employees that are in
leadership or supervisory positions. There are recommended measurable outcomes that
can be customized to reflect the specific employee’s job position.

c. Job Family Competencies — General goals with suggested measurable outcomes that can
apply to a variety of employees based on their specific job position. Our jobs at the
university are classified into four (4) Job Families based on a shared nature of work at
different skill and responsibility levels. These can be edited to support the individual
employee and their job.

3. Use the SMART Wizard to create specific, measurable, actionable, relevant, and timely goals.
The SMART Wizard contains five sections that cover the distinct aspects of the goal. The wizard
guides you through five goal sections that you must complete in order: Specific, Measurable,
Actionable, Relevant, and Timely. Since we are not currently using weight goals or individual
tasks, you can utilize portions of the Wizard to develop the goal.

4. Develop the goals on your own utilizing other resources outside of the system.

5. Copy previous goals from your “ADP Dashboard” (historical system) into the new online
Planning form in My Learning Connection.

Additionally, you can set interim due dates during the rating cycle and attach supporting documents in
support of the goal.

Create Goals
Enter details or import using the SMART Wizard or the Library.
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If you have questions or access issues, please contact HR Performance at
HRPerformance@ Missouristate.edu or 836-4592 for assistance.
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