ESS GUIDE > HOW TO CREATE AND EDIT OBJECTIVES

Overview

e Objectives are held separately from the PDR form in Self-Service.

e Each objective must have a title, type and start date.

e Objectives should also have a brief description and target completion date.

e They should be linked to “All” positions when created in iTrent.

e We advise that completion dates are not added until after your annual PDR discussion.
e You can update your objectives at any time.

e We advise that objectives are recorded as “cancelled” rather than deleted.

e Your manager can view, create and update your objectives, via People Manager.

This guide covers the following actions.

Creating new objectives.

Editing existing objectives.
Recording objectives as “cancelled”.
Deleting objectives.

CREATE OBJECTIVE

e Login to Employee Self-Service and click on the PDR & Objectives menu option, as below.

iTrent

Courtney Cox 116591
& View profile

Dashboard

. Good afternoon Courtney, welcome back!

Latest company news View all news >

m Absence

Pay & Claims é& Q,,&lo
- o C=

® Learning ARE YOU BENEFITTING? ARE YOUR DETAILS UP TO BANK DETAILS UPDATES

DATE?

/" PDR & Objectives

e C(Click on the Objectives menu option, as below.
e Any objectives which are in progress, that you have already added, will be displayed.
e Click on the Add Objectives button to open a new Objective Details window.
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iTrent Performance

. Courtney Cox 116591 Objectives _
| & View profile

Reviews

Objectives
ﬁ Home
o g
E Absence
Form name Startdate 4 Target date Linked to Status
B pay & claims
Develop Excel Skills 31 Aug 2021 Progress S
® Leamning
Implement New PDR System 30 Jun 2021 =)
" PDR & Objectives
Minute Taking Skills 31 Jan 2022 =]
RN Rocruitment and Selection Training 30 Sep 2021 (<]
Software Licence Inventory for HRD 31 Jul 2021 Progress (<]
+ Add objectives

e  When you click on the Add Objectives button, a new window will open as below.

e Objective Title > create an appropriate name for your objective.

e Objective Type > select either Work Based or Development.

e Attachment Date - this is the start date of the objective and can be in the past.

e Description > add brief details of the objective.

e Target Completion Date > add the provisional/planned completion date for the objective.
e Completion Date > leave blank until after your annual PDR discussion.

e Position > this field defaults to “All” and should be left as “All”.

e Click the Save button to save your changes.
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< Back to Objectives

Objective details

Objective details: New

Objective Title (required)

Exam Board Training

Type (required)

Development
Work based

Attachment date (required)

01/11/2021 )

Description

To attend exam board training before next year's
exam boards

Target completion date

31/03/2022 &

Completion date

Position
<All> v

» Document attachments

Save

e Once saved, the objective will display as below in the Objectives & PDR screen.

Performance

Courtney Cox 116591 Reviews Objectives
& View profile
Obijectives
ﬁ' Home
o & o
m Absence
Form name Startdate 4 Target date Linked to Status
B Pay & Claims
Develop Excel Skills 31 Aug 2021 Progress [
3! Learning
I Exam Board Training 31 Mar 2022 I Progress =
/¥ PDR & Objectives
Implement New PDR System 30 Jun 2021 Progress (=)
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EDIT OBJECTIVE

e To edit an objective, click on the objective name to open the Objective Details window.
e Update the record and click the Save button to save your changes.

iTrent Performance

Reviews Objectives

Courtney Cox 116591
& View profile
Objectives
A Home
o
ﬂ Absence _
Form name Start date 4 Target date Linked to Status
B pay & Claims
Develop Excel Skills 31 Aug 2021 Progress [
‘s'l Learning
Exam Board Training 31 Mar 2022 Progress [
¥ PDR & Objectives
Implement New PDR System 30 Jun 2021 Progress [

< Back to Objectives

Objective details

Objective details: Develop Excel Skills

Personal objective

Yes

Objective Title (required)

Develop Advanced Excel Skills

Type (required)

Development
Work based

Attachment date (required)

01/03/2021 &

Description

To attend the university's Excel course to develop my
skills.

Target completion date
31/08/2021 E

Completion date
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RECORD OBIJECTIVE AS CANCELLED

e We advise that objectives are recorded as “cancelled” rather than deleted.
e To record an objective as cancelled, click on the Progress button for the relevant objective as below.

} iTrent Performance
L
Courtney Cox 116591 Reviews Objectives
| & View profile
Objectives
ﬁ Home
o
ﬂ Absence
Form name Startdate 4 Target date Linked to Status
B pay & claims
Develop Excel Skills 31 Aug 2021 S
® Learning
Exam Board Training 31 Mar 2022 (<)
-/ PDR & Objectives
Implement New PDR System 30 Jun 2021 =
RN 1viinue Taking Skills 31 Jan 2022 @
Recruitment and Selection Training 30 Sep 2021 <]

e This will open a new Objective Progress Details window.
e Click on the Add Objective Progress Details button, as below.

< Back to Objectives

Objective progress details

Objective progress list
Current A4
Date Status  Percentage complete Created by Authorisation status Details

Add objective progress details I

e Date > add a relevant date which could be “today” or in the past.

e Status > select “cancelled”.

e Comments > record brief details of why the objective has been cancelled.
e  Click the Save button to save your changes.
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< Back to Objectives

Objective progress details

Back to objective progress

Objective progress details: New

Objective title
Implement New PDR System
Date (required)

15/10/2021 &

Status

Cancelled -

Comments

This project is now on hold for 2022-23]

Save

DELETE OBJECTIVE

e We advise that objectives are recorded as “cancelled” rather than deleted.
e To delete an objective, click on the relevant objective name.

Performance

Courtney Cox 116591 Reviews Objectives
&, View profile
Objectives
M Home
o 2 o
ﬂ Absence
Form name Start date 4 Target date Linked to Status
B ray & claims
Develop Excel Skills 31 Aug 2021 (<]
® Learning
Exam Board Training 31 Mar 2022 (<]
/v PDR & Objectives
Implement New PDR System 30 Jun 2021 (=)
PR 11inue Taking Skills 31 Jan 2022 )
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e This will open the Objective Details window, as below.
e C(Click the Delete button to delete your objective, as below.

e C(Click OK to confirm deletion of the objective or Cancel to cancel the deletion, as below.

< Back to Objectives

Objective details

Objective details: Recruitment and Selection Training

Personal objective

Yes
Objective Title (required)

Recruitment and Selection Training

Type (reguired)

Work based
Development

Attachment date (required)

01/04/2021

Description

Complete the university's R+S training

Target completion date

30/09/2021

Completion date

itrent-dev.leedsbeckett.ac.uk says

The details will be deleted. Continue?
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