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GENERAL OVERVIEW

The Learning Management System (LMS) is one of many tools available to support the users of
the County’s Collaborative Performance Management System (CPMS). It provides an easy to
use resource to:

o Notify the employee and supervisor of CPMS deadlines and facilitate communication
about roles and responsibilities

e Document the goals and performance factors agreed to during performance planning

e Align individual goals to higher-level goals for the work unit, department, or County

e Create action plans (specific tasks with dates) to support the accomplishment of each
goal

e Report and track progress on action plans and results

e Capture performance feedback from coaching discussions between the employee and
supervisor to help make interim progress reviews and year-end evaluations more
constructive and meaningful

e Develop and finalize the performance evaluation

e Find helpful resources, such as videos and “how-to” guides

It is important to note that LMS is a tool for CPMS, not the process itself. CPMS processes such
as performance planning, SMART goal setting, and providing feedback and coaching require
collaboration and dialog between the employee and his/her supervisor to establish clear
expectations and guide performance. LMS provides a helpful way to support and document this
collaboration.
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LOGGING INTO LMS

n Go to www.co.sanmateo.ca.us/LMS.

(@\ County of San'V#
Yl

~

E Select the My Career Development Site- Welcome to the San Mateo County Learning Management System!

Login using your nine-digit employee ID
number (found on your e-advice).

Pese g nte
0 i My Career Development Site

If you don’t remember your password, vt
click on the Forgot Your Password link to w;i;;-:-.‘-‘f“::r..; -
reset it. —

* Career Training & Development
« Performance & Employee Development

If you have login difficulties, contact your department’s LMS Administrator.

CPMS PILOT DEPARTMENT LMS ADMINISTRATORS

Department LMS Administrator Phone Number
County Manager’s Office Mina Lim 363-4124

e Agricultural Weights & Measures Ronald Pummer 363-4700

e Public Safety Communications Robert Bustichi 363-4342
First 5 Maricela Watt 372-9500, x223
Housing Yvonne Ho 802-3379
Human Resources Gabe Aponte 363-4847
Human Services Agency Kathy Merlo 802-7965
Library Nicole Pasini 312-5274
Parks Sara Medina 363-4084
Planning & Building Virginia Diehl 363-1857
Probation Bridget Love 312-5261
Public Works Marney Taylor 599-1451
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Performance Planning & Goal Setting

EXPLORE THE PERFORMANCE PLANNING & GOAL SETTING TAB

To access the Performance Planning and Goal Setting page, hover your mouse over the
Performance tab on the LMS Home page and click on Performance Planning and Goal Setting.

@&E&lﬁ ANAGEMENT SYSTEM

.

«W

Wt

Human Hesouroes

rtment

arng seection(]) 2 Clckhere o sect the iy Persnal ek 8 el Bemg
v for © training selecton(z) Sae”, Once you have logged i, you » Customer Senvce

This tab is where you will set and manage your goals. It is also where you can view other goals
that are relevant to you.

%‘ Sam Moree GCowwry e a
<2 Learnme MANAGEMENT SvSTEM

Home Learning .EM My Team Reports Compliance

Performance Plannin g and Goal Setting | My Performance Review and Evaluation

Goals - Mary Manager

Performance planning and goal setting takes place atthe beginning of the CPMS cycle. Itinvolves collaboration and dialog between you and your supenvisor to set clear, mutual expectations about what successful performance
will look like for your job. It involves the creation of performance and development goals and discussion to set expectations regarding performance factors. From this Goals page, you can create and manage your goals,

\0 Create &‘ Hierarchy

[select | From: [7i2010 O Teffmozen O [AIHide Cancelled [ Hide Completed
|:> My Goals Team Goals Managers Goals Department Company Goals

SMART Goal Targelg;)trgmenon Category Status Progress Options

No Goals

This page contains Goal Tabs, designed to separate goals by category:

e My Goals: This is where your individual goals will display.
e Team Goals: This tab is only viewable to supervisors. Goals set by direct reports will
display here. If team members haven’t yet set up goals, this tab will not display.

e Manager’s Goals: This tab is where you will see the individual goals your supervisor has
set for him or herself.

e Department Goals: This tab is where department goals will be displayed.

e County Goals: Displays the Shared Vision 2025 Community Outcomes as well as any
other countywide goals and priorities.
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Performance Planning & Goal Setting

GOAL CREATION WORKFLOW

Employee & Supervisor discuss goals for the year.
Supervisor provides direction as appropriate and
may assign goals directly to team members.

A

Employee creates n
SMART goals .
|
|
|
v .
|
|
|
Employee sends goals to m
supervisor for approval :
|
|

|
§ } -

Supervisor approves Supervisor denies
OR goals and
edits, discusses edits with Employee discusses needed
and then approves revisions
: ,
v v
Supervisor
Employee .
monitors goal
manages goals
progress
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Performance Planning & Goal Setting

CREATE A SMART GOAL

Once you've prepared your SMART goal, navigate to the Performance tab and click on
Performance Planning and Goal Setting.

&2 Learn ANAGEMENT SvsTegWw 8090

Learming My Toom Roports. Complance
Plassing sad Casl Satting | Wy Parfarmsacs Review and Evalustion | Rasaurcas
Nelcome, Mary Manager, to the San Mateo County Learning Management System.
Ivour upcoming sessions

* Click here t the Cousty Trai

= Click e 15 read the SMC Oniine Training Policy.
ty of San Mutso

Hu;rlbn Resources
Department

ed traning selectionl]) # Click here to select the "My Personal Health & Wel Being
(Regiered for © training selecton(s) Sae”, Once you have logged i, you wil have access fa 2 » Customer Senvce

CLICK ON THE CREATE BUTTON

% Saw Warze - a
< Learnive Manaceueny SysTEM s oo

Performance Planning and Goal Satting | My Performance Raviaw an, d Evaluation | R

Goals - Mary Manager

Performance planning and goal setting takes place atthe beginning ofthe CPMS cycle. It involves collaboration and dialog between you and your superisor to set clear, mutual expectations about what succeseful perfarmance will
look like for your job. It inwolves the creation of performance and development goals and discussion to set expectations regarding perforrmance factors. Fram this Goals page, you can create and manage your goals

> Ke) Create J _£‘ Hierarchy J

| select v | From: 7112010 O] o [grznizont ] [¥IHide cancelled  [IHide Completed

My Goals | Team Goals Managers Goals | Depariment | Company Goals

SMART Goal

Target gg‘lgn'e"“" Category Status Progress Options

Mo Goals

It does not matter what tab you are under (My Goals, Manager’s Goals, etc.) when you click on
the Create button. There is only one goal creation page.

If you are a supervisor, later in the process you will have the option to specify whether the goal
you have created is for yourself or whether you are assigning it to one or more members of
your team.
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Performance Planning & Goal Setting

A SELECT GOAL ALIGNMENT

A

CREATE AN ALIGNED SMART GOAL

Most individual goals will be aligned to a higher-level goal. If you want to create an

aligned goal, select the pre-existing goal you wish to align with on the screen and click

on the Next button.

Create Goals

Create and align your individual goals based on discussions with your supervisor regarding the impartant areas or responsibility and results associated with your job and

how they contribute to program, department and County goals. The list below includes the goals for your supenvisor, department, and the County as a whole. Flease select

the one goal to which your indhidual goal best aligns. Your individual goal will be pre-populated with the details of the goal you are aligning with. This is 1o be taken as a

starting paint, but you can and will likely need to edit the details to reflect the scope of the goal that is appropriate to your job. In those rare instances in which an individual

goal does not align with a higher-level goal, you can select *Do not align” to create an independent goal. If you are not sure about the alignment, talk to your supervisor

Align

<

0 000 ® 0:0

Title

Do not align

County Vision 2025/Collaborative Community: Our leaders forge partnerships, promote regional solutions, with informed and engaged residents, and
sues with fi

approach

iscal accountability and concern for future impacts.

County Vision
carbon emissions, and using energy, water

County Vision 2

Conscious C

ity: Our

Our natural
nd land mor e efficiently.

are Ithrough

are safe and provide residents with access to quality health care and seamless senvices.

Courty Vision 2025 Livable Community: Our growth occurs near transit, promotes affordable, livable connected communities.

County Vision
opportunities for all residents.

Our

Doug’s test goal aligned with Dana’s (Doug’s direct supenisor} goal.

ic strategy fosters innovation in all sectors, creates jobs, builds community and educational

Wanage programs, services and budgets such that 75% of quality and outcome measures meet performance targets by the end of the fiscal year.

Provide high quality services on an ongoing basis such that 90% of customer survey respondents rate overall satisfaction with services as good or
better.

B

CREATE AN INDEPENDENT SMART GOAL

Owner

CountyLMS
Administrator
CountyLhS
Administrator
CountyLs
Adrinistrator
CountyLMS
Administrator
CountyLhiS
Administrator

Doug Director
CountyLs
Adrinistrator

CountyLMs
Administrator

Due Date  Category

Performance Goals - Related
to the Job
Performance Goals - Related
124315201 Sm the Job
Permrmanceeua\s Related
Job
PErfnrmanDEGDa\s Related
Job
PErfnrmaﬂEE Goals - Related
124315201 Sm the Job
Performance Goals - Related
to the Job
Permrmanceeua\s Related
Job
PErfnrmanDEGDa\s Related
o the Job

1243152015,

12/31/2D15

12/31/2015

3152011

12/31/2D15

12/31/2015

On rare occasions, an individual goal will be independent of higher-level goals. If you

want to create an independent goal, select Do not align and click on the Next button.

Create Goals

Create and align your individual goals based on discussions with your supervisor regarding the important areas or responsibility and results associated with your job and

how they contribute to program, department and County goals. The list below includes the goals for your supenisor, department, and the County as a whole. Please select

the one goal to which your indhidual goal best aligns. Your individual goal will be pre-populated with ihe details of the gaal you are aligning with. This is 1o be taken as a

starting point, but you can and will likely need to edit the details 1o reflect the scope of the goal that is appropriate to your job. In thase rare instances in which an individual

goal does not align with a higher-level goal, you can select "Do not align” to create an independent goal. If you are not sure about the alighment, talk to your supervisor.

Align

@

:0:0.0:0:0:0 0

Title

Do not align

County Vision 2025 Collaborative Community: Our leaders forgs partnerships, promote regional solutions, with informod and engaged residents, and
pacts.

County Vision c

ity: Our

County Vision 2025Livable Community: Our grewth occurs near transit,

County Vision

Owr

opportunities for all residents.

strategy fosters

Doug’s test goal aligned with Dana’s {Doug's direct supendsor} goal.

are Ithrough

are safe and provide residents with access to quality health care and seamless services.

omotes affordable, livable connected communities.

novation in all sectors, creates jobs, builds community and educational

Wanage programs, services and budgets such that 75% of quality and outcome measures meet performance targets by the end of the fiscal year.

Provide high quality services on an ongoing basis such that 90% of customer survey respondents rate overall satisfaction with services as good or
better.

On the next screen, you will be able to input your goal.

Owner

CountyLMS
Adrministrator
CountyLhS
Adrinistrator
CountyLMS
Administrator
CountyLms
Administrator
CountyLhS
Adrninistratar

Doug Direstor
CountyLMS
Administrator

CountyLMS
Adrministrator

Due Date  Category

Ferformance Goals - Related
1o the Jok
Performance Goals - Related
12/31/2D15m the Job

Performanceeua\s Related

12312015

12/3‘UZD15

12/3”201SPermrzrvar'vceGnaw.; Related

12/3”2015PerfnrmanteGDa\S Related
to the Job

Performance Goals - Related
3531201 1o the Job
Permrman:eena\s Related
Jaob
PErfnrmanDE Goals - Related
1o the Jok

12/31/2015

12312015

CPMS — Learning Management System User Guide | Create a SMART Goal
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Performance Planning & Goal Setting

ENTER YOUR GOAL

If you are creating an aligned goal, the SMART Goal field will be pre-populated with the
details of the goal you are aligning with. This is to be taken as a starting point. You can and
will likely need to edit the goal details to reflect the scope of the goal that is appropriate to

your job.
f’:'" San Marse Gewwry — Q
& Leanms Manasemenr Svsvem

Performance Planning and Goal Setting | My Performance Review and Evaluation | R

Soals - Mary Manager >

Create Goals

-l

Set
This is where you document your goal and the relevant dates, action steps and attachments that further describe and support it. You can view a list of example goals by clicking on the "Library” tab.

N < ; Enter your goal in this field.
Description: ——Te e

Start Date: * Target Completion Date: Visibility: [Z] Allow other users to se and align with this goal
f;%\ Se Warso Govmry .

> 3 Preferences | Log Out

<2 Learnive Mavacemnent SvsTEm :

My Team Reports Compliance

ne a
3osls - Mary Manager

Create Goals ?
Set

This is where you document your goal and the relevant dates, action steps and attachments that further describe and support it. You can view a list of example goals by clicking on the "Library” tab.

* SMART Goal: | | . ) )
oscrotor: [———— Goals Library: Click here to view

pre-made sample SMART goals.
Start Date: * Target Completion Date: (5302011 [ Visibility: [£] Allow other users 1o see and align with this goal

]
i oo o G . &J
Preferen ces | Log Out

<2 Learnine MaNAGEMENT SYSTEM

Home Leaming My Team Reports Compliance

e Enter a goal description, if
3oals - Mary Manager > appropriate.

This is where you document your goal and the relevant dates, action steps and attachments that further describe and support it. You can view a list of example goals by clickin T Library” tab. YOU can use thIS f|e|d to

| note data sources you will
— use to measure your result
or provide other helpful

context for your goal.
Start Date: * Target Completion Date: Visibility: [Z] Allow other users to see and align with this goal j

CPMS — Learning Management System User Guide | Create a SMART Goal
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Performance Planning & Goal Setting

—
e
Set the start and projected

completion date of your
goal.

=

Visibility: Check this box
to make your goal visible

to Othe rs Th iS aidS is i where you document your goal and the relevant dates, action steps and attachments that further describe and support it. You can view  list of example goals by clicking on the “Library” tab.
* SMART Goar

information sharing and
alignment.

If this is a goal you do not
wish to share, do not
check this box.

J

=

Category: Categorize
your goal —is this a
development goal, or a
performance goal?

f e S Saw Warze Covwnry e Q
g Learwive Manacement Svstem preerenees | Lo Ot

Home Leaming m My Team Reports Compliance

soals -

Create Goals

This is where you document your goal and the relevant dates, action steps and attachments that further describe and support it. You can view a list of example goals by clicking on the “Library” tab.

* SMART Goal: |

g

Start Date: |7/1/2010 O * Target Completion Date: [6/30/2011 ] Visibility: [¥] Allow other users to see and align with this goal.

I%%\ Sam Warze Covwry — Q

<2 Leapnine MANAGEMENT SYSTEM Pt g
Home Learning My Team Reports Compliance

performance Planning and Goal Setting | My Performance Review and Evaluation | Resources

5oals - Mary Manager >

Create Goals

Start Date: |7/1/2010 a * Target Completion Date: |6/30/2011 | Visibility: [4] Allow other users to see and align with this goal

o sy,
f?\ Sam Uaree Covnry Search C
- 3 preferences | Log Out

Learmne ManAcEMENT SYsTEM

Home Learning laiai |E iﬂ My Team Reports Compliance

3oals - Mary Manager >

Create Goals

This is where you document your goal and the relevant dates, action steps and attachments that further describe and support it. You can view a list of example goals by clicking on the "Library” tab.

* SMART Goal: ‘

Description:

=
~
=}
i
iii

Start Date: [7/1/2010 =\ * Target Completion Date: [6/30/2011 ] Visibility: [7] Allow olher users to see and align with this goal

* Category: | Select v
Performance Goals - Related to job responsibilities -
Action item e L earming o o onented Start Date Due Date Weight Options

CPMS — Learning Management System User Guide | Create a SMART Goal | ¥



Performance Planning & Goal Setting

Trs, S Marse Covmry

?;3; Learnive ManacEmeNT SvsTEM

Search C

Brafarences | Log Out

Reports Compliance

Home Learning lﬁw My Team

and Goal Setting | My Perfor

nce Review and Evaluation | R

-

Create Goals

Set

This is where you document your goal and the relevant dates. action steps and attachments that further describe and support it. You can view a list of example goals by clicking on the *Library” tab

Action Items: Add action
items that describe the

;

! steps you will take to reach

* SMART Goal: |

Description: B s U :

your goal by clicking on the

___— plussign.

Action ltems @

Glick on the add ican to add Action ltems

Targets & Target

Click on the add icon to add Targets

Visibility: [Z] Allow ather users to see and align with this goal

You may add as many
action items as needed to
achieve your goal.

start Date Due Date Weight Options

J

Start Date Due Date Weight Options

Set start/end dates and

Add Action Items

weights for your action item.

* Description:

Start Date:

4/‘(//

Due Date: Weight:

[7r172010 O

12012011 ]

!%:%\ Saw Marse Cevwry
22

Learnive MaANAGEMENT SvSTEMN

preferences | Log Qut

Reports Compliance

Home: Leaming m My Team

and Coal Setting | My Perfor:

nce Review and Evaluation | R

5

Create Goals

Set

This is where you document your goal and the relevant dates, action steps and attachments that further describe and support it. You can view  list of example goals by clicking on the "Library” tab

Targets: To add a
quantifiable target to

* SMART Goa: [

Description

% measure the progress on
_ your goal, click the plus sign.

Targets are optional.

Start Date: [7/1/2010 @ 6/30/2011 s

* Category:

* Target Completion Date:

Action ltems &

Click on the add icon to add Action liga

Targets &

Click on the add icon to add Targets

add Targets x

* Description:

Due Date;
63012011

Start Date:

7112010 0

Start Value:

Target:

Visibility: [¥] Allow other users

% and align witn this goal

Due Date Weight Options

Start Date Due Date Weight Options

Target Values: Any quantifiable measure
(currency, days, other numbers) you wish to
track will go here. Your Target is the number
you want to reach, and your Start Value is
where you are as of today.

CPMS — Learning Management System User Guide | Create a SMART Goal



Performance Planning & Goal Setting

——

.
Weighting: The weight
feature in LMS is intended
to allow users to assign a

level of importance to an
Action Item and/or Target.

The weighting values must

add to 100%, otherwise LMS

won’t allow you to click to
the next screen.

Assigned weight values will
impact your overall goal
percentage completion rate
as you update your goal’s
progress.

" Add Action Items

J

-—

Attachments: You may
attach any project/
action plans or other
documents related to
your goal by clicking on
the plus sign. Accepted
file formats are Word,
Excel, PowerPoint,
Outlook, pdf, .txt, .rtf, .gif
and/or .jpg files here.

There is a 1 MB file size
limit.

J

Start Value:
]

Goal Alignment

This goal iz not aligned

Action Items

Description

e #1
Action iterm #2 here,

Action item#3 here,

Comments <

History

*Target:
]

x>
* Description:
tart Date: Febatac Weight:
Tr 10 | Br3os2011 = —> |0 o
" add Targets \ x|

* Description:

Start Date: Due Date: * Type: Weight:
THIZ0N0 i Br30i2011 = Currency v 0

Cancel

Start Date Target Completion Date Progress
 — R
 m— R

 — R

97112010 9162010

/512010 082010

10162010 102812010

Upload‘PH\

X

Browse and upload aterials relevantto this goal. Maximurm file size is 1MB and
is limited to Woard, Excel, rF oint, Qutlook, pdf, t, ff, gifand jpa files.

Browse..

CPMS — Learning Management System User Guide | Create a SMART Goal



Performance Planning & Goal Setting

OF |
e Sam Mumze Govwwy

o9 LEare MANAGENENT SYSTEM

Home. Learning

seamh ¢

formance. Ny Team Reports Compliance

Performance Planning and Gaal Setting | My Performance Rewiew and Evaluation | Resources

Gosis - Mary Mansger >

Create Goals

You have the option to save

7/ your goal as a draft and
This is where you document your goal and the relevant dates, action steps and attachments that further describe and support it You can view a list of example goals by ciicking on the “Library” tab.
- suamroout | continue working on it later.

Description:

n 7 U ZiC /

StartDate: [7/1/2010 ] * Target Completion Date: [@202011 [ other users tosee and alignwith this goal
+ Category: | Seledt ¥

Action ftems & StartDate Due Date weight Options
Clickon the sdd icon to add Action ltems

Targets & Target StartDate Due Date Weight Options
Gligkon the add icon to add Targets

start Date: [7i112010 O * Target Completion Date: [6/30:2011 O

Visibility: [4] Allow other users to see and align with this goal

= Category: | Selest v L]

Action tems & Start Date Due Date Weight Optiens
Click an the add icon 1o add Action tems
Targets & Target Start Date Due Date Weight Options

Click on the add icon fo add Targets

If you are a supervisor,
click Next to proceed.

() Csmmasonn ] () (i) €
N

Start Date: [7/1/2010 O * Target Completion Date: [6/30/2011 [m]

visibility: [7] allow oiher users to see and align with this goal

* Category: | Performance Goals - Related to job responsibilities ~

Action ltems & Start Date Due Date Weight Options
Click on the add icon 1o add Action tems

If you do not have
Targets o Target Start Date Due Date Weiglt Options any direct repo rts’
Click on the add iconto add Targets
click Submit.

Attachments <

-

UPERVISE ANY EMPLOYEES, SKIP TO STEP 5.

CPMS — Learning Management System User Guide | Create a SMART Goal | ¥



Performance Planning & Goal Setting

3 ASSIGN A SMART GOAL (FOR SUPERVISORS)

If you are a supervisor, you will have the option to create this goal for yourself or to assign it to
one or more members of your team.

A ASSIGN AN INDIVIDUAL GOAL

If this is an individual goal, check the ,%;\ Saw Mavso Cowmry
&

Yourself button and click Submit. Learnime ManacenEnt SysTem

Home Leaming lam My Team Reports Compliance

Sk’-p to Step 5. erformance Planing and Goal Setting | My Performance Review and Evaluation

Goals - Mary Manager

Create Goals

Select which users or groups/department/division this goal should be assigned to
AssignTo: @ Yourself O Your Team

[ «Back ] [ saveas prart ] [ cancel | [ submt

B ASSIGN A TEAM GOAL

If you'd like to set this as a goal for your team, click on the Your Team button.

You will see all of your direct reports and will have the option to make this goal a
separate goal for each user (individually assigning it to one or more members of your
team).

You can also assign goals to your indirect reports (if any) by clicking on the Direct and
Indirect Reports checkbox.

o say,

’ﬁ Sar Maree @owery
o2 Learmmme MANAGEMENT SYSTEM

Elvis Employes
HUMAN RESOURCES TECHNICIAN-CONFIDENTIAL o

Jow Employes
Cornaratona Administrator =)

«Back | [ Save as Dran | [ cancer ) [ Submit | @

Once you've configured your goal the way you want it, click Submit.

CPMS — Learning Management System User Guide | Create a SMART Goal



Performance Planning & Goal Setting

SEND A GOAL APPROVAL REQUEST

A CLICK ON “SEND AN APPROVAL REQUEST”

This triggers an email to your supervisor asking him/her to approve your individual goal.

Select ¥ Fom[mmon B opmon 6 Elbtide Cancelied. Chics Compieted
WyGoals | Wenagers Goals | Depariment | Comany Gaals
No te . Th IS Ste p on Iy SWART Goal W‘JE'E"_":"W" Category Status Progress Opions
a p p I |eS to | n d |V| d ua I HRDepartment Sample Goal 1 8302011 P"""':g:"[;z;;ﬂi‘fmﬁimm 6ol nat stateq [ o 2E%
Pertomance Gaals - Relatedta -
R Dept Dema Goal 1 B0 o3l ot states (] 0% 23x
I I d d Joh responsibilifies
goa S. G Oals c reate an Test 1. Visibieto othier users. 1251200 Pmmm;ﬂi‘: SREEEED el natstateo | E— 1Y 2ax
assi gn ed by supe rvisors Test Goal#1 sy PTG Oe R g gl [0 23 x
d on ot reau | re a rova I * Test Goal for the Team - 1 B30 Pm‘":g:"r:;[ﬂfn"”'::‘:w" Gual nuot stated e 0 E]
q pp : THUAT HR Department Goall sy PeCTanGe el Reksdle  Sodeetnain % e

Tota e
* Invdicates shared Gosls ‘Send an Appioval Request

B CONFIRM THE REQUEST

You will be asked to confirm whether you want to submit your goal(s) for approval. If
you are sure, click Yes.

i Send an Approval Request 14 ‘

,J‘l\_ Do you wish to send an approval request email for
£33 all pending goals?

If you click Yes, you will receive a confirmation.

Confirmation »

An approval reguest email has been sent.

Your goal will now show up in the My Goals tab with the status of Pending Approval.
Your supervisor has the option to approve, deny, or modify your goal. You will receive
an email notification once your supervisor takes action on your goal approval request.

IF YOU DO NOT SUPERVISE ANY EMPLOYEES,

SKIP TO “MANAGE YOUR GOALS” ON PAGE 23
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APPROVE OR DENY A DIRECT REPORT’S GOAL (FOR SUPERVISORS)

ﬁ Saw Bamae Cewnrry
&2 Learnine Manaceuent Svsrem

You will receive an email notification [ R ————————
Whenever you have a goal to approve‘ FEEPILOT* * *Weicome, Mary Manager, to the San Mateo County Learning Management System.***PILOT***
To approve a goal, log into LMS, and *&)()/‘ — e =
. ¥ csttomMons N eI
on your home page, click on the Wioipn Biowsmms T — T
Approve Goals link in Your Inbox. ¥ FEEE———_____ e e S
COT—

APPROVE OR DENY REQUEST WITHOUT REVIEW

On this screen, click on the boxes next to the goals you’d like to take action on and click on
Approve Request or Deny Request. This option provides a quick way to act on goals you have
previously reviewed and/or discussed with your direct reports.

Pending Goals

ou may individually view the details of each goal to apprave or deny the Goal o you may selact a group of goals to approve or deny all at ance

Check {Uncheck All incude goals for inactive users

Pending Goals

Select User SMART Goal Status Options
O Joe Employee Joe looking for approval Pending Approval ApproveDeny
O Joe Employee will Mary see this? Pending Approval ApproveDeny

[ «Back ] [\l Approve Request ] [x Deny Request

Whatever action you take (approve or deny), an email notification is sent to the employee who

submitted the goal.

CPMS — Learning Management System User Guide | Approve or Deny a Direct Report’s Goal (For Supervisors)




Performance Planning & Goal Setting

A REVIEW AND/OR REVISE GOALS BEFORE APPROVAL/DENIAL

If you wish to see the goal in greater detail prior to approving or denying it, or if you'd
like to make modifications to a submitted goal:

Pending Goals

(]

uie
Under the Options
column, click

You may individually viewthe details of each goal to approve or deny the Goal or you may select a group of goals to approve or deny all at once

Check /Uncheck All Cinclude goals for inactive users

Pending Goals

Select User SMART Goal Status Options
Approve/Deny. D Jog Ermployee Joe looking for approval Pending Anpraval ApproveDeny
O Joe Emploves Will Mary see this? Pending Approval ApproveDeny
[L«Back ] [ Approve Request | [ % DenyRequest
Edit Goals
]
-J General Goal Information [
) .. * SMART Goal:  Joe looking for approval
Click on the Edit icon Doscripion:
next to General Goal Start Date: 8212010 * Target Completion Date: B30/2011 Visibilty: [ Allow ather users to see and align with this goal
. . * Category: D Goals - Training o Growth Oriented
Information in the upper
Action Irems Start Date Due Date Weight Options:
Ieft' h a n d CO rn e r Of th e Click on the add icon to add Action flems
p a ge . Targets & Target Start Date Due Date Weight Options

If you do not need to

Click on the add icon to add Targets

Attachments &

edit anything, skip to
step D.

Edit Goals

]

C m——
Select and edit the goal
details as necessary. All

fields of the goal — Action . —_
Items, Targets, Dates, ' —
Goal, Goal Description — I

are editable by the
supervisor. r—

Goal Rigmmord

IMPORTANT! Supervisors should discuss the modifications to the goal with the employee to ensure
clear, mutual understanding of expectations. Both the employee and supervisor will be able to see a
history of the actions taken related to the goal, including when and by whom the goal was changed.

CPMS — Learning Management System User Guide | Approve or Deny a Direct Report’s Goal (For Supervisors)
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Clidk an the add leon 1o add Action Hams

vvvvv | from Mary Managar sn 9/2/2010 12126 PH
ad by Joa Empluyes on 9/2/2010 12126 PM

—
e
Click on Approve or Deny.

An email notification is sent
to the employee who
submitted the goal.

If you select Deny, LMS will
prompt you for comments,
which will be included in the
notification to the employee.
Here you may enter the reasons
why you denied the goal.

Deny Reguest

Comments:

This is only a test denial...

[ Deny Reguest ] [ Cancel

CPMS — Learning Management System User Guide | Approve or Deny a Direct Report’s Goal (For Supervisors)
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MANAGE YOUR GOALS

The LMS Performance Management Module makes it very easy for you to manage your goals.
Using LMS, you can view your goals, monitor and update the status of Action Items and/or
Targets, post comments, upload documents, and make revisions.

UPDATE GOAL PROGRESS

When you wish to update your goal progress by changing the status of Action Items and/or
Targets, navigate to the Performance tab and click on Performance Planning and Goal Setting.

@ Sam Mavee
27 Leary ANAGEMENT SYSTEM

rity of Gan Mtso

Hu&ian H;asol;lroes
Department

o Click here to seiect the “My Personsl Heslth & Wel Beng
54", Once you have lopoed in, you wil have access to 3 » Customer Service

A CLICK ON THE GOAL YOU WISH TO EDIT

%\ Saw Marse - Q
<2 Learwive Manacement SysTew

Home Leaming m My Team Reports Compliance

Performance Plannin g and Goal Setting | My Performance Review and Evaluation

Goals - Mark Manager Note: Clicking on this
Performance planning and geal setting takes place at the beginning of the CPMS cycle. Itinvelves collaboration and dialeg between you and your supervisor to set clear, mutual expectal o
will look like for your job. Itinvolves the creation of performance and 1t goals and to set regarding performance factors. From this Goals page, you ca |con Wl” generate an

ke Create _&‘ Hierarchy Adobe PDF printOUt Of

your current goals.
[ select ¥ From:[71112010 O Telseozen O
Details
[~

My Goals Team Goals Manager's Goals Department Company Goals

Target

SMART Goal Completion Date Category Status Progress Options
- o - Pending
By 11/3011, update the employ 1o lude a version that Performance Goals - Related - |
oloyees find easy to use and ; 63012011 1o]ob 5o c 0% 23
Approval
1012-Mark’s goal 1 orgrppqq  Ferformance Goals -Related oo o progress [ 0% iR 3

to job respensibilities

Pending

Demo916 Goal for Mark 12/31/2010 PE"‘Z’EE”“ Goals-Related 0% ede]
Approval
Development Goals - Pending

Demo916 Dev Goal for Mark 113012011 Learning or professional Cancellation | it ZE3
growth oriented Appraval

This will take you to the Manage Goals page.
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B EXPLORE MANAGE GOAL PAGE

On this page you will have the option to update your progress on Action Items and adjust
Targets, if any.

Manage Geoals

Arrows: These up/down
arrows expand and
collapse sections of the
Manage Goals page.

Edit
GENERAL GOAL INFORMATION

MR Goal: Test Gaal for CPMS User Guide 101410

Target Completion Date: 6/30/2011
Status: Goalnot started

Goal Alignment

This goal is not aligned.

Action ltems A
Description Start Dwg Target Completion Dwig Progress

Action ltem #1 2010 BI202011 | — i} %

Action ltem #2 2010 £/3012011

Action ltem #3 THR010

Targets a
Description Start Date Target Completion Date Targ® Actual

Target#1 THI2010 /302011 1.00USD

Target #2 THIZ010 63002011 1.00 USD

Attachiments <

Comments ¢

C UPDATE ACTION ITEM PROGRESS

To update the progress on any of your Action Items, simply key in the updated
percentage completion on any of the individual items.

Action ltems. 7N
Description Start Date Target Completion Date Progress

Action ltem #1 97172010 11/30/2010 | — T

Action lterm #2 10112010 203112011 o %

Action lterm #3 1172011 BI3052011 i %

CPMS — Learning Management System User Guide | Manage Your Goals
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D UPDATE TARGET PROGRESS

To update the progress on any of your Targets, simply key in the updated actual value
on any of the individual items.

Targets A
Description Start Date Target Completion Date Target Actual

Target#1 10/72010 12312010 100.00 )

Target#2 1112010 6/30/2011 250.00 o

Note: Updating the

GENERAL GOAL INFORMATION Progress in either your
T TR Action Items or Targets
| >[ Pragross: I 25t «—— will change your overall
- goal progress
ey et et percentage, depending
ety (7] o v user s and allgn st tis gosl on the weights you have

assigned to each item.

E CLICK SAVE AND CLOSE

Clicking Save and Close will save all your changes and close this screen.

Attachments <
Comments &

History

l « Back ] l Save and Close

CPMS — Learning Management System User Guide | Manage Your Goals
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E EDIT A SMART GOAL

If you wish to edit the content of an existing goal, navigate to the Performance tab and click on
Performance Planning and Goal Setting.

A CLICK EDIT

Under the Options column, click on the Edit icon, on the right-hand side of the goal you
wish to edit.

% San Maves Govwry
& Learnine Manacement Svstem

Note: Editing a goal
will require that your
goal be re-approved by _
your supervisor. Once 'o ,.... _o
you click on Submit
Changes, the goal
status will change to
Pending Modification e ——————
Approval. R

s place 3t e beginning of e CPMS cycie. 1l involves Colfaboraion and dlalog between you and your
on of performance and development goals iscussion 10 set & s regarding

Celect ¥ From 72010 O 1o jemo2011 O | vew | 71 Hige Canced Compieted

Target

SWART Goul Compienon Date

P
6302011

B MAKE YOUR CHANGES

On this page you can change the goal statement; change time frames; edit, add, or delete
action items and/or targets; add comments; and post attachments.

CPMS — Learning Management System User Guide | Manage Your Goals
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C CLICK SUBMIT CHANGES

Clicking Submit Changes completes the goal editing process.

aution tem %3 HIOT0 613072011 0 4 o
Targets & Target Start Date Due Date Weight Options
Target#1 1.00USD 7Hi2010 6i2012011 20 | ERn]
Target #2 1.00USD 712010 6/30/2011 E: ]
Total Weight: 100%

Attachments &

Goal Alignment [

This goal is not aligned

Comments &

History

Submit Changes

CPMS — Learning Management System User Guide | Manage Your Goals | 7
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ADD COMMENTS
In order to enhance team communication, LMS allows users to interact on the Goal page.

A TO ADD A COMMENT, CLICK ON THE PLUS ICON NEXT TO

[ »
COMMENTS
Action ltem #3 7112010 B/30/2011 0 % & @
Targets o Target Start Date Due Date Weight Options
Tatget #1 1.00USD 71112010 6/30/2011 % ER)
Target#2 1.00UsD 7112010 B/30/2011 0 % R

Total Weight:

Attachments <

Goal Alignment (2}

This goal is not alighed.

History

Submit Changes | | cancel

B ENTER YOUR COMMENTS IN THE POP-UP BOX. CLICK “SAVE” WHEN
COMPLETE

Add Comment

Test comment #1|

C ONCE YOUR COMMENT HAS BEEN MADE, YOU CAN EDIT/DELETE
YOUR COMMENT BY USING THE ICONS ON THE RIGHT-HAND SIDE OF
THE “COMMENTS” SECTION

Comments &

Ed Employee 9/15/2010 4:30 PM Zo
Test comment it #1

The interface works much like a threaded discussion forum, since both the
supervisor and employee can post comments to this area. All comments are time-

CPMS — Learning Management System User Guide | Manage Your Goals
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1 ADD ATTACHMENTS

You can use LMS to store documents related to your goals on the Goal page.

A TO ADD AN ATTACHMENT, CLICK ON THE PLUS ICON NEXT TO

“ATTACHMENTS”

Action fem #3

Targets @
Target#1

Target #2

Total Weight:

Attachments &

Goal Alignment [#

This goal is hot alighed

Comments <

History

Submit Changes

B CLICK “BROWSE”

Click Browse to find the file you wish to upload on your system.

Target Completion Date: 1043112010
Status: Goal in progress
Category: Performante Goals - Related to the Job

Visibility: [ llow other users to see and align with this goal

Upload File

Goal Alignment

This goal is not aligned

Browse and upload any materials relevant to this goal. Maximurn file size is 1M8 and ‘
is limited to tiord, Excel, PowerPaint, Outlook, pdf, b, rt, gif and jpg files.

Action ftems.

Description

ltem #1

Action item #2 here.

Action item #3 here.

Attachments <

TH2010 6/30/2011 20 % ¥ o
Target Start Date Due Date Weight Options
1.00USD 7112010 63012011 Zw
1.00USD 7r12010 3072011 Zz o
100%
A
s
x
oS
[Bom=. )
~
—
e

& File Upload
10/

Lok jn ||;ﬂ Budget

Y IC2ésummer 2010

Once you've found it, click Upload.

{ % Budget Presentation - O (030807)
My Recent | - Budget Presentation (Graph 2)

Documents B Budget Presentation STATS (TD (30607)
- ) Budget Reduction Plan & Suggestion (Trsining & Development) 071403

[ 58] Caver spine for budget(ik)
8] Covers for Budgettjky
IQL]HLIMN‘\I RESOURCES DEPARTMENT Budgst Summary
" PrefiminaryBudgstSolutionsirs-10 (March 2005)

Desktap

Upload File

x

Browse and upload any materials relevantto this aoal. Maximum file size is 1MB and
is limited to Woard, Excel, PowerPoint, Outlook, pdf, td, ff, aif and jpa fles.

CADocuments and SettingsgaponteiDesktopiScreenshol. doc | Browse..

E— Y

File name:

Files of type:

J

e

[ Al Files

S

=N
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C SUCCESS!
Your file will now appear under the Attachments section.
ﬁ I Screenshot.doc

Comments &

History

[[«Back ] [ save and Close

VIEW HISTORY

LMS stores a history trail of all activity performed on a goal, including modifications, approvals,
and denials, with a time stamp and the name of the person taking the action.

To view this information, simply click on the arrow next to History.

Comments <

EEE = @

@ Goal Histary O all History
Test Goal for CPMS User Guide 101410 appraved by Mark Manager on 10/14/2010 4:34 PH

Test Goal for CPMS User Guide 101410 pending approval from Mark Manager on 10/14/2010 4134 PM
Test Goal for CPMS User Guide 101410 created by Ed Ernployee on 10/14/2010 4:34 PR

Submit Changes

CPMS — Learning Management System User Guide | Manage Your Goals
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Performance Feedback & Coaching (For Supervisors)

MY TEAM AS A TOOL FOR MANAGING PERFORMANCE (FOR SUPERVISORS)

To access the Performance Feedback and Coaching Module, go to the My Team tab

f i%‘! Saw Marse
S
m Learning

Performance

Learnine MANAGEMENT SVSTEM

My Team

welcome | Scheduled Tasks | Announcemen ts

Reports Compliance

Welcome, Mary Manager, to the S

2 JIno Sy,

A

Cou qu,f of 5= mu iz
Human Resources
Department

ateo County Learning Management System.

Your Upcoming Sessions
Mo sessions scheduled
» View all

o Clirtn
My Training

Ho Training Available

» View all

Online Training in Progress

Search

praferences | Log Out

Note: If you do not have
direct reports, you will

not see this tab on your
LMS page.

Ho in-progress training

e ———

The My Team tab was already part of LMS, but has been upgraded to better support CPMS. It is
a tool for those who supervise others.

Learn how to navigate the My Team interface by visiting the different tabs available and

exploring their functionality.

EXPLORE THE ACTIONS WITHIN YOUR PROFILE

Sam Hsmse Gouwry

Learnine ManacEmER

£

Home

Learning

T SVSTEM

Search

Pre

My Team

Performance My Team Reports

Compliance

Performance Feedback, Coaching, and Reviews

On this page, managers can access and document information regarding the performance and development of their direct reports. Using the Comment:
performance, summarize your coaching efforts. and upload relevant documents. You will also have access to reports and share permi

My Team: Mary Manager

Tyou can record your obsenve

—

nie

Your profile will
appear at the top

Mary Manager
ADMINISTRATIVE SER..

Team To Do's

v

of the left pane.

—
|

Action ltems

Elvis Employee

@ Add To Do Group by @ None O Priarity © User
01-02 HUMAN RESOURCES TE
v Title & Assigned To Priority Progress Due Date &
) ToDo# Elvis Employee High 0% 11/30i2010
-
/“) Joe Employee

Cornerstone Admini

CPMS — Learning Management System User Guide | My Team As a Tool for Managing Performance (For Supervisors)
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Hover your mouse
over this arrow to
view shortcuts for
running reports,
sharing LMS
managerial
permissions, assigning
training, or creating
goals.

J

To Do’s: You may
assign To Do’s to your
direct reports on this
tab.

_—
D

Action Items: Goals
awaiting your approval
will appear under this
tab.

or Sy,

p @amii.‘ﬂ Gewmry Search
2% Learnine MaANACEMENT SysTEM ‘

Performance Feedback, Coaching, and Reviews

On this page, managers can access and document information regarding the performance and development of their direct reports. Using the Comments tab below, you can record your obser
performance, summarize your coaching efforts, and upload relevant documents. You will also have access ta reports and share permissions from this page-

ly Team: Mary Manager

m3ry Manager 2 Reports
ADMINISTRATIVE SER..

2 Share Permissions
2 Assign Training

2 Create Goal
Elvis Employee @ Add To Do Group by: @ None © Priority © User
01-02 HUMAN RESOURCES TE
Title Assigned To & Priority »  Progress »  DueDate
ToDo# Elvis Employee High 0% 11/30/2010
Joe Employee
Cornerstone Admini
oF Say,
t Saw Marse Goviry Search
@ Learvme ManacEmeNT SvsTEm
-
Home Learning Performance My Team Reports Compliance
My Team

Performance Feedback, Coaching, and Reviews

On this page, managers can access and document information regarding the performance and development of their direct reports. Using the Comments tab below, you can record your observ:
mance, summarize your coaching efforts, and upload relevant documents. You will also have access to reports and share permissions from this page.

My Team: Mary M

Mary Manager b
U

ADMINISTRATIVE SER ..
Team To Do's Action ltems
Elvis Employee % Add To Do Group by @ None ) Priority ) User
01-02 HUMAN RESOURCES TE
Title » Assigned To & Priority +  Progress «  Due Date &

=¥ To Do #1 Elvis Employee High 0% 11302010
é'\
: f) Joe Employee

Cornerstone Admini

o say;
f 2 \ Sam Wamse Covwry Search C
Preferences | Log Out
@2 Leamume Manseemexr Svstem
Home Learning Performance Reports ‘Compliance
My Team
Performance Feedback, Coaching, and Reviews
On this page; I acoess and document regarding the pment of their direct reports. Using the Comments tab below, you can record your ebsenvatians about yeur staff

performance, summarize your © figgs_and upload relevant documents. You will de have access to reports and share permissions from this page

My Team: Mary Manager

Mary Manager
ADMINISTRATIVE SER..]

Team To Do's Action ltems

Elvis Employee Elvis Employee
01-02 HUMAN RESOURCES TE
(@ TestGoal#1 Approve | Deny

g,
i 3
[ /_) S —— Joe Employee

Cornerstone Admini

(@ Wil Mary see this? Approve | Deny

(@ Joe looking for approval Approve | Deny
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CREATE A TO DO

A CLICK ON PLUS SIGN NEXT TO “ADD TO DO”

OF Sdy,
x

!ﬁ Saw rmee Gevwry

-7

2 Learnine MANAGEMENT SYSTEM

Home

S S
Praferences | Log Ouf
Learning Performance My Team Reports
My Team

‘Compliance

Performance Feedback, Coaching, and Reviews

On this page, managers can access and document

regarding the and of their direct reports. Using the Comments tab below, you can recard your observations about your staff
performance, summarize your coaching efferts, and upload relevant documents. You will also have access to reports and share permissions from this page.
My Team: Mary Manager

Mary Manager

= —

E g=

ADMINISTRATIVE SER. /] —
Team To Do's Action ltems

Elvis Employee & Add To Do
01-02 HUMAN RESOURCES TE
Title ~

Group by: @ None © Priority © User

Assigned To « Priority o Progress Due Date -
)' ™ ToDo# Elvis Employee High 0% 1113012010
é/-) Joe Employee
Cornerstone Admini

B

FILL IN ALL REQUIRED FIELDS

In the pop-up window, fill in all required fields. You may select to whom (from your direct
reports) you’d like to assign this To Do.

Add To Do

Title: [To Do #1
Assign To: % Add User

T Elvis Emplayee

Due Date: |11/30/2010 =
Progress: Ijl%

Priority: & High O mediom O Low

vou need to get this done now!
Description:

s ) (can )
C

CLICK SAVE

Your employees will now be able to manage their To Do’s from their Home tab

{i;;‘l Saw Maree BGeUNTY
',"__‘4

< Learnme ManscEmeNT SYSTEM

Compliance

Welcome | Scheduled Tasks | Announcements | To Do's

CPMS — Learning Management System User Guide | How to Create a To Do
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VIEW DIRECT REPORTS’ INFORMATION

Saw Marse Gewwry
Learnine MaAnNAGEMENT SYSTEM

Performance Feedback, Coaching, and Reviews

Search C

k2

Home

Frefarences | Log out

Learning Compliance

My Team

On this page, managers can access and document information regarding the performance and development of their direct reports. Using the Comments tab, you can record your sbservations about your staff
performance, summarize your coaching efforts, and upload relevant documents. You will also have access ta reports and share permissions from this page.

Wy Team: Mary Manager
' A

Mary Manager

MANAGEMENT ANALYST, @
Tasks Profile Performance
4 Current | Archived

“
Ed Employee X
01-02 NT T

Continue to create and lead

quarterly payroll council meetings a3 Z2eniy
Ellen Employee
ACCOUNTANT [ Continue to create and lead - SR
quarterly payroll council meetings
Continue to update
PayroliPersonnel Handb ook 5 gzeony

Saw Hiarse CevnTy
Leariine MANAGEMENT SYSTEM
Performance Reports

Performance Feedback, Coaching, and Reviews

k2

Home

Search Q

Preferences | Log Out

Learning Compliance

My Team

On this page, managers can access and document information regarding the performance and development of their direct reports. Using the Comments tab, you can record your obsewvations about your staff
performance, summarize your coaching efforts, and upload relevant documents. You will also have access to reports and share permissions from this page.

My Team: Mary Manager
= =
/3 [

Mary Manager

MANAGEMEMT ANALYST, A e Q
Tasks Profile Performance Calendar Comments
» Current | Archived
~
Ed Employes =Y
01-02 @

To Do's

N
9 - Continue to create and lead
\é}_) C quarterly payroll council mestings U 202872011

Ellen Employee

Continue to create and lead
ACCOUNTANT [
¢ quarterly payroll council meetings w3 212812011
Continue to update
C Payroll Personnel Handbook % 202812011

Saw Marse Cowwry

£2)

29 Learnme ManaeEmENT SYSTEN

Performance Feedback, Coaching, and Reviews

On this page, managers can access and decument

regarding the of their direct reports. Using the Comments tab below, yeu can record
performance, summarize your coaching efforts, and upload relevant documents. You will also have access to reports and share permissions from this page.

My Team: Mary Manager

servations about

Mary Manager \
ADMINISTRATIVE SER \

‘ Tasks

Profile Performance Calendar

Comments

>

Profile | Transcript | Certification

Elvis Employee
01-02 ROV,

[ gaponte@co.sanmateo.ca.us

Elvis Employee
HUMAN RESOURCES TE

—
A

Click on the name of
one of your direct
reports to view
his/her Tasks, Profile,
Performance,
Calendar, and
Comments.

Tasks: Will include
Action Items from
Goals, as well as
Assigned Training
and Assigned Tasks.

C

Profile: Includes the
employee’s general
information and LMS
transcript.

CPMS — Learning Management System User Guide | View Direct Reports’ Information
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Performance: The
Performance tab
offers a “one-stop
shop” interface where
you can view all of
your direct report’s
goals, including
progress, status, and
completion dates.

Calendar: View your
direct report’s
important LMS dates
here, including training
dates, goal milestones,
etc.

I% Saw Warse Cevwry
22

Learnmne NMANAGEMENT SYSTEM

Home Learning

My Team

Search

&.

Prafarsnces | Log Out

Compliance

Performance Feedback, Coaching, and Reviews

On this page. managers can access and document information regarding the performance and development of their direct reports. Using the Comments tab below, you can racord your observations about your staff
performance, summarize your coaching efforts, and upload relevant documents. You will also have access to reports and share permissions from this page

Manager

e ——— &
Mary Manager =g 1<
ADMINISTRATIVE SER. ‘ \ =

Elvis Employee
HUMAN RESQURCES TE

Joe Employee
Cornerstone Admini..

f% Saw MamEe Cownry

HR Department Sample Goal 1

HR Dept Demo Goal 1

[l § 4 ©
Profile Performance Calendar Comments

Goals

0%

Status: Goal not started Target Completion Date: 6/30/2011

0%

Status: Goal not started Target Completion Date: 6/30/2011

Learnine ManaceEment Svsvem

Search

Prafar

Home Learning

My Team

Performance My Team Reports

Compliance

On this page, managers can access and document

Performance Feedback, Coaching, and Reviews

regarding the

i and
performance, summarize your coaching efforts, and upload relevant documents. You will also have access to reports and share permissions from this page.
My Team: Mary Man;

of their direct raparts. Using the Comments tab below, you can record your obsenvatio

Mary Manager
ADMINISTRATIVE SER.

»

J

Elvis Employee
HUMAN RESOURCES TE

Joe Employee
Cornerstone Admini

8 |

(&)

Profile Performance Calendar Comments

October 2010 auqdpn»

[ son | oo e | wed | e [ | s |
» a E 3 o I I

/T T N T T
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1 ADD COMMENTS

You can use My Team as a virtual supervisory drop-file to add comments and attachments to
document performance. All information on My Team is confidential and available only to you.

A POST COMMENTS

v = P
Mary Manager ¥, B l.l[ﬂ ||
ADMINISTRATIVE SER.., \ s/

‘ Tasks Profile Performance Calendar

>

Elvis Employee Broulicis
01-02 HUMAN RESOURCES TE
gj/
I 3
,/‘) Joe Employee
Cornerstone Admini
Attach (Boweo- ] (uptons

10/07/2010, Mary Manager
Elvis failed to meet his budget deadline today.

10/07/2010, Mary Manager
Elvis was late to work 15 minutes today.

Type your comments into the Comments Field and click Post. Your comments will be
time-stamped and can be used to summarize the feedback you have provided to your
direct reports and save the notes from your coaching sessions.

B ADD ATTACHMENTS

T A 3 T —

Mary Manager e/ B u[ﬂ e .

ADMINISTRATIVE SER \ \izzizyr

‘ Tasks Profile Performance Calendar Comments
- File Upload
Elvis Employee Broulizi= ) N
U li=:= Look jn: Budget ~ ¥ » -
01-02 HUMAN RESOURCES TE = o &
y (¥ 5ummer 2010:

f :) 3| Buget Presentation - TD (030607}
MyRecent | | =/Budget Prasentation (Graph 2)

)
‘é\
f /) Joe Employee Documsnts | B ]gudget Presentation STATS (TD 030607)
Comerstone Admini — (8] Budget Reduction Plan & Suggestion (Training & Development) 071409
7=
P ((upioaa_ @ 8] Cover spine fFor budget(ik)
@Covers For Budaet(ik)

Desktop
B ]HUMAN RESOURCES DEPARTMENT Budget Summary
T PreliminaryBudgetSolutions03-10 (March 2009)

inloadifile My Documerts
Browse and upload any materials relewant to this goal. Maximum file size is 1TMB an
is limited to Word, Excel, PowerPoint, Outiook, pdf, t, i, gif and jpo files. PJ

Wy Computes

C:\Documents and SettingsgapontetDesktophScreenshot. doc ‘ Erowse.

-_% File e [ v [T
Cancel| MyMewok | Flesoftpe  [AllFies v| [ camcel

To add any attachments, click on Browse, search for the file you wish to upload on your

system, and then click Upload.
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Performance Review & Evaluation

OVERVIEW OF PERFORMANCE REVIEW AND EVALUATION PAGE

To access the Performance Review and Evaluation page, hover your mouse over the
Performance tab on the LMS Home page and click on My Performance Review and Evaluation.

Sam Marse @4

55
43

Search Q

MANAGBMENT SYSTEW

Welcome, Mary Manager, to the San Ma inty Learning Management System.

oo J_][lJ servy ,

J
”/
. 2
’:
N
=
=

Upcoming Sessions
ions scheduled

County Training & Development Guide

» View all

» Click here to view the County Training & Development Guide.
' raining
yJJ No Training Avsiiable s Click here to read the SMC Cnline Training Policy.
» View all
r'J'JJJ",I"JJ'JIJ'I gtz
Online Training in Progress
uman nesources
D Mo in-progress training
epartment » View all
Browse for Training
>
My Personal Healih and Wall Being Site Carsertte Panaing
T ot » Computer Training
* View transcri
(0 approved ;':Eim,,g selection(s)) + Click here to select the "My Personal Health & well Being Site". * Customer Service
(Renistered for 0 training selection(s)) Once you have lagged in, you will have access to all health, > Diversity
fitness, and retirement related trainings.
e e
Your Tasks
» HR Management
TASK DUE DATE
* Leadership Development
Demo-Performance Factors Expectations Setting for Ed
Employee 12/14/2010 > Professional Development
» Safety
» View all

» SnarializadTarhnical Trainina

You will see a review link on this page that you can click on once the review period has opened.
Click on it and follow the on-screen steps to complete.

If it is not currently review period time, there will be nothing available on this screen.

o iy,
f 'é\! Sam Maree — c

22 Learvne ManacEmENT SYSTEM T 2905

Home Learning lam My Team Reports Compliance
r i an i i i

My Performance Review and Evaluation - Mary Manager

This is the page where you can view past reviews and those that are currently in progress. To see an overview of the review process, rating levels and performance factors, click HERE to access the CPMS Resource site

Performance Reviews

Name Review Period Start Date Completion Date Status Rating
No Record Found.
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Performance Review & Evaluation

THIS PAGE INTENTIONALLY LEFT BLANK
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Performance Review & Evaluation

PERFORMANCE FACTOR EXPECTATIONS

At the beginning of the performance cycle, there will be an opportunity for supervisors and
employees to discuss and document expectations regarding CPMS Performance Factors.

LMS will generate a task to request supervisors and their direct reports to review the list of

Performance Factors and post comments. Supervisors will receive an LMS email when these
Factors are ready to be reviewed and will start the process.

A CLICK ON THE PERFORMANCE FACTORS LINK UNDER “YOUR TASKS” ON THE LMS

HOME PAGE

{% Saw Mamse Covwry
&2

Learnme ManAGEMENT SYSTEN - a

Praferances | Log Out

Home Learning Performance My Team Reports Compliance

Welcome, Mary Manager, to the San Mateo County Learning Management System.

o Servy

e

o o Ppcm——— County Training & Development Guide
- Y > View all
& e 3 « Click here to view the County Training & Development Guide.
oy Z My Training
{}]y g‘, Na Training Avsilable » Click here to read the SMC Online Training Policy.
- > View all
County of San Matzo
Human Resources
No in-progress training
Department » Viewall
My Personal Health and W Beig Site » CarcerLe Paning
» Computer Training
» View transcript
(0 approved (p,mng selection(s) « Click here to select the "My Personal Health & Well Being Site". » Customer Service
(Registered for © training selection(s)) Once you have logged in, you will have access to all health, » Diversity
fitness, and retirement related trainings.
rowrtaste ] e
Your Tasks
» HR
TASK DUE DATE oo .
eadership Developmen!
Demo-Performance Factors Expectations Setting for Ed
Employee 12/14/2010 > Professional Development
> Safety
» View all

» Snarial lizedTarhnical Traininn

B REVIEW THE WORKFLOW DIAGRAM AND INSTRUCTIONS ON THIS PAGE AND CLICK
CONTINUE

Walcome | Scheduled Tasks | Announcemen ts | To Do's

Demo-Performance Factors Expectations Setting

Review Period: 7/1/2010 - 6/3012011

O -
Ed Employee emew
Lol Instructions | Rating

—  -fomtface="Verdana, Anial, Helvetica, sans-seriF=The purpose of this section is for the Supervisor and Employee to work tagether in identifying the performance factors critical to this
m position during this review period.<ffont-

@ Performance Factors E...

Review Steps

Supervisor Review|
and Customization

Employee Review
and Comments on
of performance » e mt—— Y
Factors
Due Date: 12/14/2010 (FEEIT

Supervisor
Finalization of

Performance
Factors

—
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Performance Review & Evaluation

C COMPLETE THE FORM

Home Learning Performance My Team Reports Compliance

Welcome | Schaduled Tasks | Announcements | To Do's

Demo-Performance Factors Expectations Setting
Review Period: 7/1/2010 - 6/30/2011

Performance Factors Expectations Settin -~
Ed Emplovee
Instructions

ACCOUNTANT I

Dear Mary Manager and Ed Employee:

Please review detailed Performance Factor descriptions. Select the factors that are most critical to successful parformance for this job, employee, and review period. Provide comments
Overview (explanations, examples, etc.) as 2ppropriate to descrbe expectations.

+  Performance Factors E...

To see the rating levels for performance factors, click <a href = "http://intranet.co.sanmateo.ca.us/hr/CPMS">HERE</a> to access the CPMS Resource site

INDIVIDUAL CONTRIBUTION
Quantity

Quality

Innovation

Level of Effort
Commitment to Service
Attendance

Attention to Safety

Comments:
Bz U ==

The supervisor will start the process by posting his or her comments. These comments
are intended to indicate the Factors that are most critical to successful performance for

this job, employee, and review period and to provide any examples and explanations that
might be helpful to describe expectations.

C CLICK CONTINUE

Previous ][E[ Continue ][ Subm\t]

The Factors with the supervisor’s comments will then be available for the employee’s
review. The employee will also follow steps A-C to add his/her comments.

D SUPERVISOR SUBMITS FINAL FORM

The supervisor will be prompted via LMS email to review the employee’s Factor
comments. Once reviewed, the supervisor will click Submit.
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Performance Review & Evaluation

E ACCESS THE COMPLETED FACTORS DOCUMENT

The completed form will be available for both the employee and supervisor to review
throughout the performance cycle. Once finalized, the Factors document will be in
Adobe PDF format and will not be editable by either party.

This document will provide a helpful reference during feedback and coaching sessions,
interim reviews and the year-end performance evaluation.

1 SUPERVISOR ACCESS

The supervisor may access the completed Factors document in My Team, under the
employee’s Performance tab.

OF Say,
x

ia‘ Saw Marse Cevwry
<2 Learnme Manscement SysTEm

Search

T T T

Performance Feedback, Coaching, and Reviews

On this page, managers can access and document infarmation regarding the performance and development of their d orts. Using the Comments tab, you can record your ohservatic
perfarrmance, summarize your coaching efforts, and upload relevant docurments. You will also have access to rep permissions from this page.

Wy Team: Mary Manager

7 P —
Mary Manager o é l 1 ]l [y i)
MANAGEMENT ANALYST, \ & 4 g
‘ Tasks Profile Performance Calendar Comments
~
Ed Employee Goals
CCOUNTANT T
§ —) Ed's SAMPLE APPROVED GOAL:0n an ongoing basis, lead and guide the PayrollPersonnel Team in providing
@J Ellen Employes customer service to County Department customers that results in 90% of customers rating the services
Leute provided as timely, accurate and responsive
ACCOUNTANT I
Pragress: [ 0% Status: Goal In Progress Target Completion Date: 22662011

2 EMPLOYEE ACCESS

The employee may access this document at My Performance Review and
Evaluation, under the Performance tab.

£ e S Saw Marzo Gowmry - -
& Leamive ManaeznenT Sysven

Home Learning Performance npliance

My Performance Review and Evaluation - Ed Employee

This is the page where you can view past reviews and those that are currently in progress. On this page you san also view your performance factors expectations as set by you and your supervisor. To see an overview of the review
i CPNS.

process, rating levels and factors, please visit

Name Review Period Start Date Completion Date Status Rating
Factors ions Setting 012010 - 673002011 101812010 A Not Started —
¢ Factors Setting 112010 - 573002011 101812010 A Not Started —
Factors Setting /2010 - 673002011 101812010 A Not Started —
Sampled-Performance Factors Expectations Setting 7112010 - 83012011 101812010 10/18/2010 Complete —— -
@ Demo2-Performance Factors Expectations Setting 7112010 - 8/30/2011 101772010 /A InProgress | —
Demod-Performance Factors Expectations Setting 70142010 - 63012011 101712010 A InProgress | — VA
Demo-Performance Factors Expectations Setting 7412010 - 613012011 1011572010 /A In Progress | —
Test721_Annual Performance Review 14112008 - 613002010 92010 A InProgress —
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Resources

RESOURCES

The Performance tab in LMS contains many helpful CPMS resources. Simply click on Resources
under the Performance tab to access these.

% Sam Mlamee Cewvmry

)
@ Learnne Manacement SvsTEn

You may also visit www.co.sanmateo.ca.us/hr/cpms to access the CPMS web site.

Resource Site .
Resources include:

What is CPMS?

o

What is CPMS?

Performance management, in general, is really about VWhat are the elements of a Y Th e CP M S P rocess G uid e

good people management. Specifically, CPMS is a Performance Plan?

systematic and ongoing process of communication What are the benefits of CPMS?
and collaboration befween a supervisor and an
employee during a year-long performance

]

e Procedural “How-To” guides on

Why was CPMS Developed?
How will CPMS be rolled-out?

What are COUS dates? various topics, like goal setting

N s w

management cycle that aligns individual performance
to the County's strategic priorities and supports What tools and resources are .
individual learning and development. The avaseido a nd perfo rmance review
performance management cycle has three parts: Hovs will the LMS Performance

Management Module help? ° An FAQ section

Who can | contact for help?

L

©

« Performance Planning and Goal Setting: to

clarify expectations, set goals and define what e [ ) Videos
successful performance looks like, as
documented in the employee’s individual performance plan (see below) PY Tem plates

« Performance Feedback and Coaching: o let employees know how they are doing and
encourage leaming and effective future performance

* Performance Review and Evaluation: to discuss and document performance during the
year based on feedback given throughout the cycle, and set the stage for next year's
performance planning and goal sefting
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