MyGPS Growth, Performance, Success

1. Setting Goals

1.1 Overview

The "Goals" functionality allows you to set up personal or work goals and track their progress.
Your goals can be visible to your leader and co-workers, however you are able to determine
this. As a minimum your goals should be visible to your leader (Manager). You can visit your
"Goals" page by clicking on the tab in the top header of your home screen:

Erents | Gosis | o — @ q.Lllie:[)fm?: 3 2/5

Julie Demo

1.2 Setting up

Start by clicking on "Set a new goal" or, if this is your first time, on "Set your first goal":

. : - _ ; Julie Demo xz
Tasks Feedback Conversations People Events Goals N I
- New Demo Org 2/5

Your goals _—— =

Weekly 1:1s with my direct reports

¥ Personal development Tuesday, February 28
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Choose what type of goal it is:

Choose a type of goal / \

Personal development Work goal

Personal development goals hel Business goals help you stay focused on
improve the skills you need in order contributing to your organization in the
advance in your career. most effectiv

Pick a title for your goal:

Set a new personal development goal

What would be a great next step for you in your career? What are the skills you need to develop in
order to achieve your goal?

Become a better coach h——

% Personal development

Pick a deadline for your goal:

When do you want to complete this goal?

Become a better coach
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Add milestones to your goal. Milestones are remarks, intended to visualise the progress of your
goals. You can add as many milestones you need (1), or remove them by pressing the 'x' if you
need (2). You can also move and re-arrange them in a proper order by dragging the three lines
button (3):

Add milestones to your goal
Milest

Become a better coach

<F Personal development

MILESTONES

Biweekly 1:15 with my direct reports
Understanding my team's needs

More regular coaching sessions

Weekly 1:1s J
Leadership review|

Clicking on "Done" completes the set-up and brings you back to the goals page.

You can click on each goal to see its details:

N - ) @ Julie Demo
Tasks  Feedback  Conversations  People  Events  Goals X PR
N \ew Demo Org 2/5
Your goals Set a new goal

Show 2 completed goals

Mark the completion of the individual milestones by ticking the box to the left:

@ Julie Deme:
Become a better coach
< .
—

[EJ@ svoser 5wy sactrsos

UNderstandng my teants needs
Mare regular coaching sessions
Weekly 115

Leadership review
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2. Give feedback

Click the 'People' tab on your homepage to get an overview of your peers:

Geals @ JT‘QD-QMO 25
7
% Julie Demo

Look for your peers and click on their profile (1) or search for them by name in the search bar

(2):

. s @ Julie Demo
Feedback Conversations People Events Goals Gy B L e

People at New Demo Org 2/5 1 2 ————p | I

My direct reports

4 ) Impraise Culture “ Parvati il Luna Lovegood . Jade Jet
= £\ i

0 Jenny Shen g Dan Price <. Dana Pagee

@ e

HR

@ Dana Pagee
0 Jenny Shen @ Julie Demo

Dan Price v. ; Impraise Culture ﬁ Jade Jet

Once you go to your colleague's profile page, click "Give feedback":

_ Julie Demo
asks Feedback Conversations People Events Goals P
New Demo Org 2/5

Dan Price
HR and Engineering teams

Give feedback

You selected 7 at “Gives credit to others”
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3. How to ask for real-time feedback

Go to your MyGPS home page and click on the blue 'Ask for feedback' tab under the header:

Tasks Feedback Conversations People Events @ JTIE_D.ST?- a5
. ew Demo Org 2/5

Askforfeedback  Givefeedback  Scheduleanevent

Julie Demo

Give your feedback request a title (1) and provide some context for your colleagues (2) in the
two boxes seen below. Pick a title that would let your colleagues know what you are asking for.
For example, you can include a name of a project or a subject of a meeting you just had, like
'Project Orange check-in'.

The context section allows you to ask your colleagues what you would like to get feedback on.
It should include the following:

> what you hope to get out of this feedback request (e.g. 'I am hoping to get some
feedback on my recent presentation’),

> how this feedback will help you in the future (e.g. 'l would like to hear your thoughts in
order to improve my presentations in the future'),

> if and how you will follow up on the feedback received (e.g. | will use this feedback to
inform my manager in the 1-on-1 meeting this month).

Tasks Feedback Conversations People Events @ JT‘EP;E@?. -
‘Ask for feedback Givefeedback  Schedule an event

Ask for feedback About your responses

'U \ The teammates receiving your request.
Title Project Orange check-in R i

1. Off track
2 To be improved

=) \ 3 Keep working
Context Please, tell me how | performed in Project Orange! 4. About average

5. Getting there
G 6.Good

7. Great

8. Superstar

‘They will also have the ability to leave an
optional comment.

Get feedback about

Get feedback from
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Choose the skills and competencies you want to get feedback on by clicking on the right-hand
side of the 'Get feedback about' box (1) to make your selection (2). Real-time feedback requests
are meant to be short check-ins done frequently, so we suggest choosing three to four skills at
most: These are set to our Organisational Values & Behaviours.

(g:‘ Julie Demo

Custom topics Produces high quality output

Pl ocution > Gets things done

T [ —— Learns from past experiences

Ask for feedback 2

e rk Ke thi impl
Title Project Orange checkiRSEE eeps things sinple
People Prioritizes well to meet objectives

Management
Gathers relevant information if

Context Please, tell me how | (R tEeY et} necessary

Customer Makes timely decisions
Management Skills

Get feedbackabout 4] :- E

Optional: By clicking in the 'Get feedback about' box, you can type in a question of your personal
preference open-ended question like the one seen below:

What did 1 dowel? < — =

To choose whom you would like to get feedback, click on the 'Get feedback from' box (1) and
select your colleagues from the black box that pops up (2). Remember to select people you
have been working with closely so they would give you meaningful feedback.

Ask for feedback

Title / 4 @ Dan Price
2 .

Sales & Jenny Shen

Context Engineering §) DanaPagee
Customer Support Q Impraise Culture

Everyone '3 Jade Jet

Get feedback about

1 \
Get feedback from

Once you have chosen your colleagues, you can scroll to the bottom of the page and click on
'Ask for feedback' to complete your request. Notifications about the request will be
automatically sent to you colleagues!
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4. Leaders —Set up an event

4.1 Pick the template

Start by clicking on "Schedule event". Then, choose "Start from an empty event" (Always
choose this option).

@ Julie Demo

Choose a type of event

Peer review Performance review Manager review

[rere o]

4.2 Title, Context, Start & End dates

1) Fillin the title of the review (name of event);

2) Provide instructions for the participants in the "Context" field. Explain the 'Why-What-
How' of your review;

3) Choose the start date and the deadline. On the start date, an invitation will be sent to all
participants. By default, MyGPS will send reminders to the event participants who
haven't completed their tasks. They will be sent 48, 24 and 4 hours before the deadline.

@ Julie Demo

Schedule a feedback event

Name of the event 1 Self-Assessment Q2

Context This self-assessment review will serve as a basis for your

performance review discussion with your manager. Take
your time and give your honest evaluation on your
performance in the past quarter

Start date I |
3

Deadline I |
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4.3 Participants

Clicking on the "Event participants" field (1) will pop-up a window where you can select who
will participate in the review. You can search for people by name (2) or select/deselect entire
teams (3). Don't forget to include the People and Culture Admin option (4).

@ Julie Demo

Event participants 1 I

2
HR > Select everyone 3
Peer-matching Sales @ Julie Demo -
Engineering @ Dan Price
Customer Support '~§ Jenny Shen
Design g‘ Dana Pagee

Enable peer-matching
Product o Impraise Culture 4

Everyone @ Jade Jet

Feedback exchang

You can perform reviews for 1 staff member. Select the staff member's name and your name.

Or you can perform reviews for multiple staff, for example your team. Just select the names of
the people you would like to send the event to.

4.4 Topics/Questions

In this section, you can choose what topics the participants are going to give feedback about -
either choose a topic from your company's competency library (1) (Organisational Values and
Behaviours) or write your own, custom questions or topics (2). You can also set the way they
would be answered (Scale 1 to 5; Choose a drop down or open ended answer).

@ Julie Demo
Topics 2 I IE 1
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4.5 Feedback Flow

The next step of the setup is configuring the feedback flow (this is only relevant if you are
setting up this event for more than 1 person) - set each participant to receive feedback from
the Generic/Survey/P&C account as shown in the screenshot below. The self-assessment can
only be activated when someone receives feedback. Therefore, by simulating the survey-
account to give feedback to the participants, the self-assessment will be enabled for them.

@ Julie Demo g

- ] o m,
Jenny Shen (]

‘ ‘ h | Participants

3 people
9 minutes

Self-assessment

4.6 Enabling Self-Assessment

@ Julie Demo

@ Julie Demo
(&' Jenny Shen

@5‘ Dana Pagee

o Impraise Culture

Enable self-assessment by ticking the box. You also have the option of setting a reminder for
completing the self-assessment. It will be sent out on a date and time of your choosing:

Once you enable the self-assessment, you will have the possibility to create alternative

qguestion for the self-assessment. Example:

» Original version: \What has your colleague done well?

» Self-assessment version: What have | done well?

Self-assessment

D Ask participants to complete Self-Assessment

D Allow managers to see their employees’ self-assessment when reviewing them

Reminder date
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4.7 Adapting questions for Self-Assessment (optional): Go back up
to the question to enable

Including a Self-Assessment will let you set alternative versions of the questions/topics you add
to the review:

Configure question

Question or topic Learns from past experiences

DShow alternative version during self assessment

Self-assessment I Have | learned from past experiences?

How should this question be answered?
® Withascalefrom1to 8
Ask for a comment
By choosing from a dropdown

With an open-ended answer

. , - , ) ; ) @‘ Julie Demo
Feedback Conversations People Events Goals Go to Adm @
.
Ask for feedback Schedule an event

Self-assessment

1 D Ask participants to complete Self-Assessment

Allow managers to see their employees’ self-assessment when reviewing them

Reminder date

2|

4.8 Report Sharing

In this section, you can choose who will receive the reports once the review ends. Besides the
participants and their managers, you can add "observers" that will receive all reports. You must

. . P&C Admi
also include our company P&C Admin account. min

When participants fill in their reviews, they will be notified who will have access to their reports
after the review.

Important: It is mandatory to share the reports with somebody. If you don't set report sharing,
the system will not create reports and all data from the review will be lost!
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f Julie Demo
Tasks Feedback Conversations People Events Goals Go to Admin @ New Dema Orea /5
lew Demo Org 2/5
Ask for feedback Schedule an event

Reporting options

Share the reports with
The participant
The participant's manager
| Add an observer

4.9 Additional Settings

In the last step of the setup, you can allow participants to skip questions or decline giving
feedback altogether. When you are done, click "Schedule event" and you will be taken to the
Event Summary page, where the course of the event is displayed on a timeline and all setup
details are listed.

( Julie Demo
Tasks Feedback Conversations People Events Goals Go to Admin @ I
New Demo Org 2/5
Ask for feedback Schedule an event

Additional settings

Allow participants to decline giving feedback
Allow participants to skip certain questions in feedback
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