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Tandem Perform 2.0
Guide to Setting and Monitoring Goals

Manage
(what you do)

Lead
(how you do it)
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Goal Setting Overview

• Partnership between the supervisor and employee

• Dynamic process that continually assesses goal progress & achievement

• When do we set goals?
 Informal:  During the year when new priorities emerge for the business or personal 

professional development
 Formal:  Annually with the performance appraisal discussion

• When do we monitor goals?
 Informal check in’s are an easy and effective way to monitor progress
 The leader’s role is to learn what progress has been made, provide resources or 

remove obstacles to help the employee achieve the goal
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At the Annual Review Period

Actions

Step 1:  Supervisor Reviews Goals from 
Last Year
1. Click on pdf to review Goal Summary 

report for the goal.
2. Click on the ‘envelope’ icon to send an 

email to the person being assessed.  
This is often helpful to remind them 
to update their goals.

3. Click on the Rate box to select rating 
from drop down menu.

4. Write feedback on goal progress and 
achievement in the text box.
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At the Annual Review Period

Actions

Step 2:  Supervisor Adds Goals for 
Next Year
1. Write a SMART goal – up to 100 

characters. (Not intended to be 
a theme with goals written in 
the specific text box).

2. ‘Specific’ is an optional section 
where you may provide 
additional descriptive detail or 
context as necessary.

Step 3: Supervisor Completes 
Review, Discusses with Employee and 
“Submits’ review online
1. Discussion includes what the 

goals are, what needs to be 
done, and how their success is 
measured.

4

Tips

• Goals that are proposed 
by the supervisor in the 
performance appraisal are 
automatically linked to the 
next performance 
assessment.

• Goals that are proposed 
by the supervisor in the 
performance appraisal are 
automatically shared with 
that supervisor so the 
supervisor may review and 
provide feedback to the 
employee.
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At the Annual Review Period

Actions

Step 4:  Employee Accesses 
Goals

1.Once the performance 
review is submitted, the 
goals are available for the 
employee to access

2.Click on the My Goals Tab to 
see list of goals

Edit: add detail and/or make 
changes to goal, actions, 
measures, time frame

Share Goal:  click on 
person/email you would like to 
share your goal with.  If the 
origin of the goal is from your 
supervisor in the performance 
evaluation, Tandem shares that 
goal with the supervisor for 
you.

Status Updates:  provide status 
updates on goals

Report: print pdf

Tips

• Search for a particular 
goal by ID, name or 
status

• May add a goal at 
anytime during the 
year

• Goals may be 
expanded by clicking 
on the plus sign

• Click in each box to 
indicate what goal 
summaries you want 
to print
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Tips
• Goal reference on each 

page.
• Goal name and Specific 

text are displayed exactly 
as the supervisor entered 
them in the performance 
appraisal.

• Goal may NOT be 
changed.

• The other fields may be 
revised.

• Text box with formatting 
capability.

• If you copy & paste into 
TandemPerform, use the 
eraser (in the formatting 
bar) to ensure correct 
formatting on print out.

Actions

Step 5:  Employee Adds 
Details to the Goal using 
SMART framework

1. Employee changes the 
status to reflect the 
correct status of the 
goal.  The goal status 
defaults to In Process.

2. Status Options:
1. Proposed
2. Planned
3. In Process
4. Cancelled 
5. Completed

3. A goal may NOT be 
deleted.

At the Annual Review Period
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Actions

Step 6:  Employee Identifies 
Measures (Measurable 
Tab) & Actions 
(Achievable Tab)

1. Identify the measures and 
for the goal and confirm 
they are correct with your 
supervisor.

2. Outline the plan of activities 
that need to be completed 
to achieve the goal.

At the Annual Review Period
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Tips

• Consider both qualitative 
and quantitative 
measures when 
identifying what success 
looks like for the 
employee.

• You may mark the 
section complete as a 
way of keeping track of 
where you are in the 
SMART process.
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Actions

Step 7:  Employee Identifies Relevancy 
of the goal

1. Choose the category(s) that the 
goal is associated with.  This 
provides context for how the goal 
relates to business objectives 
and/or skill and behavioral 
development.
This information also provides 
important information for talent 
planning.

2. Identify the assessment the goal is 
based on as appropriate.  Is it based 
on the annual review?  A multi-rater 
assessment?  Some goals may not 
be associated with an assessment; 
rather than may be added as they 
align with the department or 
organizational objectives.

3. Identify the evaluation where this 
goal will be reviewed. This link 
defaults to the next assessment 
unless you change it.

4. ** If employee has 2 jobs, be sure 
to choose correct assessment for 
the goal.**

At the Annual Review Period

Tips

** If an employee has more 
than 1 job**

1. Do NOT click the box that 
says Evaluate on 
Assessment

2. Because the timing of the 
2 evaluations may be 
different, wait until 
approx. one month 
before your next review 
and then identify the 
correct assessment to 
link the goal with.

3. If you need help, contact 
your HR business partner 
to assist you.
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Actions

Step 8:  Employee Identifies 
Timeliness of Goal

1. Add the start and target 
date for goal 
completion.

2. Set the reminder type to 
receive reminders from 
TandemPerform to 
update the goal.

At the Annual Review Period
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Tips

1. The reminder type 
defaults to monthly if you 
do not change it.

2.  Automated goal reminders 
are independent of the 
weekly reminders you 
receive TandemPerform 
to complete performance 
assessments.
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Tips

• Summary includes all 
information entered on the 
SMART tabs.

• All updates during the year 
are captured on the 
summary page.

Actions

Step 9:  Employee Views 
Summary of Goal

1. Review summary to 
ensure the information 
is correct.

2. Go to the appropriate 
tab to make any 
necessary changes.

At the Annual Review Period
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Share Goal for Feedback/Viewing

Actions
1.  Click on the goal you are 
interested in.  You have the 
option to:
• View Goal:  see what the 

employee has written.  
Easiest to review the 
Summary tab.

• View Team:  see who else is 
providing feedback- if others 
have provided feedback –
then it will be on the 
summary page.

• Status Updates:  provide an 
update/feedback about the 
goal.

• Print the summary report

Tips

• Search for a particular 
goal by ID, person, goal 
name or status

Sharing goals enables others to provide feedback on your goal progress and achievement.  
This is a way to gather targeted performance feedback from others in addition to your 
supervisor.
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During the Year

• Anytime there is a change in status to the goal (or adding a goal), it should prompt a 
conversation and update between the supervisor and employee
 At a minimum, check in’s should take place quarterly

• Goal Updates
 When updating a goal, you have editing capability to change the update at any time
 The employee cannot edit another person’s update to the goal

• When you add a goal during the year, you will need to link it to the next assessment so that 
it may reviewed by your supervisor.  Do this on the Relevant tab.

• When you add a goal during the year, you will need to Share it with your supervisor.  Click 
on the Share goal icon (under actions) and enter your supervisor’s email.
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