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	This video shows you how to cascade a goal to the Performance Management Plan to a subordinate employee
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	In this example, you are a manager with new employee who supervises.  To simplify the goal creation you are assigning one of your goals to Barbara, the new Supervisor.  This is known as cascading a goal.  When you cascade a goal you can assign the goal to multiple people.

Let’s get started by clicking on the Home screen drop-down and select Goals from the drop-down menu.
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	The Goals screen displays.  From here select the checkbox of the Goal you want to cascade to the new supervisor.  If you do not see the goal in your list, you can add it by using the Create a new goal button.  In this example the goal, “Develop or break one habit to strengthen and improve your supervision or leadership skills by September 30th” is there.  Don’t worry if it is not perfect, you are able to make modifications to the goal later.  Now select the button called Cascade Selected.  
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	The Select Recipients screen displays.  Now all we have to do is to select any employees you are assigning the goal.  In this example it is only Barbara.  So let’s select the check box by her name and then the next button.
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	The edit goal screen displays.  From here you can change the goal and the measurement.  But this is a mandatory goal for all supervisors so it needs to be sent as is.  Click the cascade button to assign the goal to the new supervisor.  
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	The goal has been cascaded.  Now let’s check to make sure it is has been cascaded to Barbara by clicking on the magnifying glass next to Barbara’s goal plan  
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	The Goal plan for Barbara displays.  The goal now displays in April to September section of her goal plan. Now let’s learn about who to contact if you need help.
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	[bookmark: _GoBack]For assistance contact Rachel Grafton at 303-757-9230.  This concludes this presentation.  
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This video shows you how to cascade a goal to
the Performance Management Plan.
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Cascading a goal means to assign one of your goals to another persan, such as a direct report. You can assign the same goal to multiple people and you can modify the goal before assigning it to make it more
‘appropriate. To cascade a goal, you can use the Cascade Goal wizard fo help you through the process,

To do so:

1. From your Goal Plan, select the checkbox of the goal you want to assign. You can select more than one at 3 time.

2. Cick Cascade Selected from the top of the page.
A popup window opens to Step 1 of the wizard.

3. InStep 1, select the checkboxes of the people to whom you want to assign the goal. You can select more than one person. Then click Next.

Alternately, if you don't see the person you want on the page, diick the Find Other User link to search for the person.

‘Optional: In Step 2, make any changes to the goal details that can make the goal more relevant to the assignee. For example, modify the Task st or change the due date.

When you're finished, click Cascade.
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