APGLOBALE

N\C=rrR0O

USER MANUAL

GOAL SETTING




Table of Contents

Set Goals

EMPLOYEE LOGIN

(o =11 o TN o= T={= TS PP PPPPPRPPPRt
(o] [l o= T TSP PP UPPPPPP PR PPPPPPPPRt
Y=L A CTo =1 LTS P PO PR PRR PR
GUIdElINES tO SIMART GOAIS ...eeiviiiiiiii ettt e s e s e e e sb e e e sab e e e saneeenans
JAYo Lo I CTo -1 L3PPSO T PP PP PP RPN
(O [ (<7 (0] oY O PP PP PPPPPPPPPPRRN
Key Result Area (KRA), Key Performance Indicator (KP1) and Submit ..........ccoeeeiiiiiiiiciiiie e
DS I ION L nnnan
Competency Definitions and ProfiCiency LEVEIS .......coueeiie ittt e e e e e e e e e e eanees

VEISION HiSTO Y c oo,

MANAGER LOGIN

o 0 0[N o= =TSP
NV ANV 0 0] o1 (o3 V7T €T ¥- | PPt
Competency Definitions and ProfiCiENCY LEVEIS ..........uuivieiiiiiiiciceeee ettt e e e e e e s arree e e e e e e e e narnaees
Return for Editing and APProVE GOQIS........eeieeiieiiiiiiieiiee ettt e e e eesserreeeeeeeeeesabrreeeeeeesessssssraeeeesaeesesssnsrrseneeeeeens
RV A=T ] (] T 1) W] Y 2SS

Dashboard - Goal Setting Status fOr the TEAM ... ... e e e e e e s arrer e e e e e e e e e narrreeeeeeeeas

Confidential 1 APGLOBALE
For internal circulation only




Employee Login — Login Page

'D Login to Performance A X W&
&« C | & Secure

= Apps

https://acepreo.co.in/pms/login/’

WWW.acepro.co.in

[ Welcome to Chrome

EFFICIENCY

MONITORED

@

GOALS PRIDRITIES Sign-in
PERFORMANCE Employee Code
HANAGEMENT = User Name
Password
SCOPE &%L?EEERDD Password
sl | Login |
IMPROVEMENT

TIME

Enter your employee code

/
\

Remember me

N\ C=rPrR0O

Your first time login password
is ‘password’. Please change
the password at the time of
first login.

Home Page

'D Performance Appraisal & X W%
& C | @ Secure

i Apps [) Welcome to Chrome

“/\CEPRD

L

https://acepro.co.in/pms/#/home

My Profile Help & FAQ

Click ‘Set Goals’ to begin

Period: 2017-18 Goal Setting

Employee Name, Logout

Audit Trail

Status Start Date End Date
Click on settings
@ Set Goals In-progress 19/06/2018 06/07/2018 to change your
password
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Guidelines to set SMART Goals

&« C | & Secure https://acepro.co.in/pms us= o O Y

Apps [ Welcome to Chrome

A\C=,PRrR0O

* My Profile Help & FAQ Employee Name
Goal Setting for: Employee Name Period: 2017-18
Key Result p——romar oo - - n--<~rmance Indicator (KPI) | @
# Category Goal Set your goals using the SMART aﬁﬂm‘?Ch SMART ?nal sefting adds 1ent Metric Start Date | End Date Weightage (%)
structure, trackability and measurability into your geals. It eliminates

| vagueness from the targets and creates measurable ways towards certain

1 ] -v objectives with clear milestones. Every goal can be made SMART. Here is -04- f ]
Select Category thejz simple 5 step SMART method yULyngeed to follow in your goal setting... 20170401 = II' lﬂ‘
. 2018-06-19 =]

S- Specific and Significant {What exactly do you want to achieve? Does it
contribute to your organizational goals?)

Guidelines to set SMART Goals English | M-Measurable and Meaningful (What will indicate that you accomplished 0
your goal? Attach numbers to the goal What gets measured, gets donel)
A-Achievable and Action-oriented (ls your goal aftainable? Do you have all

Add Goals the resources to reach your goal?) Place the cursor on Version History
R-Realistic and Relevant (Is your goal realistic? Have you considered all
the information and skills needed to attain your goal?) \ ‘E nglish' and
) ) ) T-Time-bound (Kesp the timeline realistic and flexible. Simultaneously, not )
Competencies required tp achieve your g0z ., nych time which can affect the project performance.} armance Review) ’M a rathi’ b uttons

Competency Definitions and\Proficiency Levels  English &

to view the
* ™ gelect Individual or Organization or pefinition guidelines
Unit/Team level as applicable . G
Key Result Area (KRA) and Key Performance Indicator (KPI)
’D Performance Appraisal & x'[j SmartAdmin-Appraisal x‘ﬂ] Performance Appraisal S X W e = (=]
25 ol e secure . O B 51 M T 2 O T Fapro

Apps [ Welcome to Chrome

A\ C=rPrR0O

| ® My Profile Help & FAQ Employee Name, Q
Goal Setting for: Employee Name Period: 2017-18
Key Result Area (KRA) | © Key Performance Indicator (KP1) / @
# Category Goal Goal Description Measurement Metric Start Date / End Date Weightage (%)
1 | Organization v KRA name Describe the goal in a few KPI-1. % of queries resolved ~| 12017-04-01 &) 15 [0 ]
sentences KPI-2. Adherence to Timelines -
KPI-3. Adherence to TATs | 2018-03-31
KP! is the acronym for Key Peformance Indic ich are quantifiable mea
i cussed on KRA/Goal. It is a measurable value that der h

and measurable

Add . r : 10K o : 3 . o S e e s s wﬁijg—iﬁ
Competencies required to achieve your goals (you will be d on these P ies at the time oﬁvy’dam Review)
potency Deieions and Prohcioncy Leves (SR RN ‘Place the cursor on the tool tip “?” or in the text box to

Lo Goal Description means details of the view the definition of Key Result Area (KRA) and Key
key activities that you will perform to Performance Indicator (KPI) and fill accordingly.
achieve your Key Result Area / Goal.
You can list down 5-6 key activities
that you do under that goal.
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'D Performance Appraisal & X W %

<« c ‘ 8 Secure \ https://acepro.co.in/pms/#/objectivesettingemp?apraisal=2017-18&apid=7&apcode=5ETOB)&reviewstatus=C0PN Q | o
= Apps [ Welcome to Chrome
initiatives - KPI-2 '_' — -
i 2. Timely delivery of all 4 ‘KP\-S A‘ 2018-03-31 i |
7 \%/ Performance Management System 1. Performance = |KP\-1 Robust PMS process | w
Management Framework KPl- 1o timalines and aui
4 2. Adherence to L. 2018-03-31 t;
Competency Definitions
Guidelines fo set SMART Goals English Tt X A . 100
- are available in English
= —— . . Version History
and Marathi. Click on the
Competencies required to achieve your goals (you will be on these ies at the time of An| bUttons to VieW the
Competency Definitions and Proficiency Levels  English WE @ deta iled matrix.
# Competency Definition Employee Wi“ be TOtal Of a”
1 Achievement orientation A passion and drive to achieve timely and quality results, an| assessed on these g03|S W|” add
2 Adaptability The ability to take a flexible approach and act depending up
3 Analytical skills The ability o assess situations and problems through analyfj CompetenCIes at the tlme Jand and act on bottlen| up to 100 only
4 Communication skills The ability to express thoughts and ideas in a clear, logical, Of a n n ua I pe rforma nce Is.
5 Customer centricity The attitude to identify and meet internal and/or external cus . stomer's expectations, and provide superb levels of service
review.
6 Influencing skills The drive and the ability fo persuade and influence others tof
7 Job Knowledge Possess the required know-how to effectively execute specific responsibilities in a certain knowledge field; have an understanding of the products, required procedures, requ s, and
policies related fo the respective area of expertise.
& Ownership Own and drive deliverables completely and taking responsibility for actions and resulis. CI ICk On Su b m It bUttO n to
9 Teamwork and collaboration The willingness and eagemess to collaborate and to work seamlessly with others. toward shared goals. su bm |t you r goal settl ng
form to your manager
Save Subi .
Competency Definitions and Proficiency Levels
! Performance Appraisal System - Google Chrome = 0
@ Secure | https://acepro.co.in/pms/competency.html
Competency Definitions and Proficiency Levels
(watch out for these behaviours while assessing your team member)
Competency Level 1 Level 2 Level 3 Level 4 Level 5
Achievement Strives to do a Looks for a better = Sets own targets, Focuses Takes a carefully calculated risk for
Orientation good job, does way of doing standard or goal performance onthe  measured gains, deploys resources
A passion and drive to things right, stays work, or does which goes beyond key things which optimally and acts entrepreneurially
achieve timely and quality ~ focused and something faster, ~expectations or what  matter most. Makes
results, and striving to disciplined, shows better, more cost  was done previously,  decisions based on
meet and exceed enthusiasm in the effectively orina  and drives to meet it explicit consideration
standards and goals pursuit of goals way which leads of cost and returns
and objectives to higher
performance,
sees the job
through
completion
Adaptability Is flexible, Keeps an open Adjusts own approach Changes an Adapts different/new strategies
The ability to take a flexible however some mind to new and  according to the approach to the taking into account completely new
approach and act times rigid to different ways of  situation or a task situation or a task, to  requirements or dramatic changes in
depending upon the adopt the approaching keep pace with the demands of a situation
change in situations and approach as per  things changing demands or
circumstances the situation requirements, or to
respond to new
developments
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Version History

[ Performance Appraisal & X W ¥
& C | 8 Secure | https://acepro.co.in/pms/#/objectivesettingemp?apraisal=2017-

Apps [ Welcome to Chrome

Version History

(2) Click on the link to see
= Version as of (22/06/2018 0556 PM) €— | the details

(1) First click on Version History to view

Category  Key ResultArea /Goal  Description the previous versions of set goals

Organization Performance 1. Automation of PMS 2. Completion of entire process - goal setting, periodic and annual reviews
Management System SuTomaton
KPI-2. Deployment and timelines
KPI.3,

UnitTeam Learning and 1. Training need analysis 2. L&D Plan 3. Training calendar 4. Role based programs KPI-1. % of employees for whom need analysis
Development was completed
KPI-2. % of employees trained
KPI-3.

Individual Talent Management 1. Creation of C and Talent M KPI-1. Adherence to Timelines 2017-06-01
Hi-Pots 3. Succession Pianning KPI-2. Deployment of the framework To
KPI-3. % employees impacted 2018-03-31
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'D Performance Appraisal 5, X YW
&« C | & Secure

i Apps

https://acepro.co.n/pms,

[ Welcome to Chrome

Manager Login —

/#/home

A\ C=,PRrR0O

Go to Team Tab

A MyProfle Appraisal _Invifations

Active Forms

Period: 2017-18

Dashboard ~ Admin « Help & FAQ

Home Page

Manager, Logout

Click on ‘Set Goals’ to view your team member’s goals

Completed Forms
Name Of Employee Form

Employee Set Goals

Waiting For

Manager ( Manager )

Audit Trail

View

View Employee’s Goals

'D Performance Appraisal & X e =
&« C | & Secure https://acepro.co.n/pms/#/objec =SETOB)&uid=117 &revie o Q r
Apps [ Welcome to Chrome

AC=rPrR0O

A MyProfle Appraisal  Invitations

Goal Setting for: Employes

Dashboard ~ Admin - Help & FAQ

Manager,

Period: 2017-18

Key Result Area (KRA) | @ Key Performance Indicator (KPI) | © Start Date / End Weightage
# Category Goal Goal Description Measurement Metric Date %)
1 Organization Performance Management System 1. Automation of PMS 2. Completion of KPI-1. Quality and Comprehensiveness of automation  01-04-2017 To 30
entire process - goal setting, periodic and KPI-2. Deployment and timelines 31-03-2018
annual reviews KPI-3.
2 Unit'Team Learmning and Development 1. Training need analysis 2. L&D Plan 3. KPI-1. % of employees for whem need analysis was 01-04-2017 To 40
Training calendar 4. Role based programs ~ completed 31-03-2018
KPI-2. % of employees trained
KPI-3
3 Individual Talent Management 1. Creation of Competency and Talent KPI-1. Adherence to Timelines 01-06-2017 To 30
Management Framewark 2. [dentification KPI-2. Deployment of the framework 31-12-2018
and Development of Hi-Pots 3. Succession  KPI-3. % employees impacted
Planning
Guidelines to set SMART Goals English = 100

T~

Manager can view employee’s goals in read-only mode

Version History

Competencies required to achieve your goals (you will be d on these co

at the time of Annual Performance Review)

Competency Definitions and Proficiency Levels

# Competency

H o Type here to search

English ~ TRI&T
Definition

d
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' [ Performance Appraisal 5 X

Competency Definitions and Proficiency Levels

&«

c | & Secure | https://acepro.co.in/pms/#/objectiveSettingEmpMgr?apraisal=2017-188apid=78lapcode=5ETOB)&uid="117 &reviewstatus=EMP5IGNOFF

Apps [ Welcome to Chrome

1 Achievement orientafion
2 Adaptability

3 Analytical skills

4 Communication skills

5 Customer centricity

6 Influencing skills

7 Job Knowledge

& Ownership

9 Teamwork and collaboration

UT-U5-20T7 10 U

A passion and drive to achieve timely and quality results, and siriving o meet and exceed standards and goal
The ability to take a flexible approach and act depending upon the change in situations and circumstances.
The ability to assess situations and problems through analytical thinking and using a logical and objective app

The ability to express thoughis and ideas in a clear, logical, undersiandable and effective manner, and to lister]

2 unmiEanm Learning and Uevelopment 1 TTaINIng NESd analysis 2. LaU PIan 5. (TaNing KT % 0T EMpIOYEEs 107 WO NEed analysks was
calendar 4. Role based programs completed 22-08-2018
KPI-2. % of employees frained
KPI-3
3 Individual Talent Management 1. Creation of Competency and Talent KPI-1. Adherence to Timelines 01-06-2017 To 30
M t F 2. i ion and KPI-2. Deployment of the framework 22-06-2018
D of Hi-Pots 3. 1 Planning KPI-3. % employees impacted
Guidelines to set SMART Goals English Tt 100
Version History
Competencies required to achieve your goals (you will be d on these 1 ies at the time of Annual Performance Review) Co m pete n cy D efl n Itl 0 n S a re ava I Ia b | e
Competency Definitions and Proficiency Levels  English et in EnglISh and Marathl' ClICk On the
s Competency Definition buttons to view the detailed matrix.

Employee will be assessed on these
competencies at the time of annual
performance review.

The attitude to identify and meet internal and/or external customer needs, by taking required and timely acti

The drive and the ability to persuade and influence others to support your point of view and your position

Possess the required know-how to effectively execute specific responsibilities in a cerfain knowledge field; have an understanding of the producis, required procedures, requirements, regulations and

policies related fo the respective area of expertise.

Own and drive deliverables completely and taking responsibility for actions and results.

The willingness and eagemess fo collaborate and to work seamlessly with others, toward shared goals.
Close

Approved Return For Editing

Return for Editing

-'D Performance Appraisal & X
C | @& Secure ctiveSettingEmpMgr?apraisal &apid= )BJ&uid=117&reviewstatus=EMPSIGNOFF o Q W :
Apps [§ Welcome to Chrome
& unwisam Learming ana veveiopment T Traming Neeq anaysis 2 L&U Fan 3. 1raining KPLT % OF empioyees 10r wnom neeg anarysss was UIUe-2UT7 10 & §
dagdar 4. Role based programs comniefad 22:06:2018.
If you want to suggest any changes Specify the reason for returning the form
* | in the goals, you can click the remtnp st oo R
‘Return for Edltlng' button. A opment of Hi-Pots 3. Succession Panhiny | plaase add a goal on Process Standardization with a weightage of 10%.
window will open up for you to
v
specify the reason for returning the 4
= e == Please fill out this field
“™ form and state the changes that seiomers
Compl
your team member needs to make.
s C Submit Close
1 A After Statlng the reason' CIICk and quaity results, and striving 10 meel 3G EXCEET STINTINTS 30 goaIs
2 A Isubmit' and the form WI” be sent and act depending upon the change in stuations and circumstances
3 A tO your team mem ber for ed ItS roblems through analytical thinking and using a logical and objective to and act on
4 C ) leas in a clear, logical, understandable and effective manner, and to listen actively to others.
S __Customer conteics The athituds o idantife and meet inteMRal and/or external customer needs, by taking required and timely actions to meet the customer's expectations, and provide superb levels of service.
To approve goa|s' click ’Approve' persuade and INgence others 1o support your point of view and your position
button . o n ce you a p prove, the :;lo:; l:'::i:;:«:;i;:e te specific in a certain field; have an understanding of the products. required and
goals will be locked and this will asnnit: vzt
. [ness to colslorate and to work seamidgsly with others. toward shared goals.
complete the goal setting for your
team member. Approved  Relum ForEdiing  Close

Confidential
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Version History

' [ Performance Appraisal 5. X

&« C | @ Secure | https://acepro.co.in/pms/#/objectiveSettingEmpMgr?apraisal=2017-18&apid=7&apcode=SETOBJ&uid="117 &reviewstatus= EMPSIGNOFF o @ +r H

S5 Apps [ Welcome to Chrome

A\ C=rPrR0O

# My Profile

Appr Dashboard ~ Admi

Help & FAQ Manager, Logout

Goal Setting for: Employee Period: 2017-18
Key Result Area (KRA) | @ Key Performance Indicator (KPI) / @
# Category Goal Goal Description Measurement Metric Start Date / End Date Weightage (%)
1 Organization Performance Management System 1. Autemation of PMS 2. Completion of entire KPI-1. Quality and Comprehensiveness of automation 01-04-2017 To 30
process - goal setting, periodic and annual KPI-2. Deployment and timelines 22-06-2018
Teviews KPI-3.
2 UnitTeam Learning and Development 1. Training need analysis 2. L&D Plan 3. Training  KPI-1. % of employees for whom need analysis was 01-06-2017 To 30
calendar 4. Rele based programs completed 22-06-2018
KPI-2. % of employees trained
KPI-3.
3 Individual Talent Management 1. Creation of Competency and Talent KPI-1. Adherence to Timelines 01-06-2017 To 30
M t F k2 i lion and KPI-2. Deployment of the framework 22-06-2018
Development of Hi-Pets 3. Succession Planning KPI-3. % employees impacted
4 Individual Process Standardization 1. Creation of SOPs 2. Implementation and timely  KPI-1. % SOPs created 01-04-2017 To 10
updation of processes KPI-2. % compliance fo processes 31-03-2018

KPI-3. % of processes updated

Guidelines fo set SMART Goals Tt

English 100

Version History

The revised goal form will be seen
Manager can view the previous versions of the

Competencies required to achievi uf

by the manager.
Competensy Demtons anc proneeney | 80AIS €T iN order to be sure that only suggested

3 @ changes have been made by the team member

1 Achievement orientation A passion and drive to achieve timely and quality results, and striving to meet and exceed standards and geals.

Version History (contd.)

' [ Performance Appraisal & X

/objectiveSettingEmpMgr?apraisal=2017-188&api

&« C | @ Secure | httpsy//acepro.coin/pms/

apcode=5ETOBJ&wuid=117 &reviewstatus=EMPSIGNOFF Q | H

=5 Apps [ Welcome to Chrome

Version History
Click on Version link to view details. The latest

+ Version 25 of (231062018 1115 AM) o——— version of set goals will appear first.

Key Result Area / Key Performance Indicator / Start Date /| End  Weightage
Category Goal Description Measurement Date (%)

Organization Performance 1. Autemation of PMS 2. Completion of entire process - goal setting, periodic and KPI-1. Quality and Cemprehensiveness 2017-04-01 30
Management System  annual reviews of autornation To
KPI-2. Deployment and timelines 2018-03-31
KPI-3.

Unit/Team Learning and 1. Training need analysis 2. L&D Plan 3. Training calendar 4. Role based programs KPI-1. % of employees for whom need 2017-04-01
Development analysis was completed To
KPI-2. % of employees trained 2018-03-31
KPI-3.

Individual Talent Management 1. Creation of Competency and Talent Management Framework 2. Identification and KPI-1. Adherence to Timelines 2017-06-01
Development of Hi-Pots 3. Succession Planning KPI-2. Deployment of the framework To
KPI-3. % employees impacted 2018-03-31

Process 1. Creation of SOPs 2. Implementation and timely updation of processes KPI-1. % SOPs created 2017-04-01

Standardization KPI-2. % compliance to processes To
KPI-3. % of processes updated 2018-03-31

== Version as of (23/06/2018 11:10 AM)

O Type here to search
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Dashboard — Goal Setting Status for the team

'a Performance Appraisal & % W % e = o
“ C | & Secure | httpsy facepro.co.in/pms/#/dashboard o G ¥y

3 Apps [ Welcome to Chrome
AC=rPR0O

#* My Profile Appraisal Invitations Dashboard Admin ~ Help & FAQ Manager, Logout

Select Type: | Goal Setiing v |Period: 2017.13 ¥ Go to Dashboard tab to view the
goal setting status for your team
Goal Setting Chart Count of Employees - 131
Employees who have \
started the process . u. Total count of employees
7 in your team
but are yet to . y
complete goal setting o
///?" ; . Employees have submitted goals
i
. and manager is yet to approve
| 7
7 7 7
& o —— Manager has approved and
7 . .
‘ In-Progress With Manager Completed goal settlng IS Comp|EtEd

Employees who have not initiated goal setting

Thank You!
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