
Intro to Performance Module
A Guide to Navigating the Performance Module



What We’ll Cover Today

● Performance Management Cycle
● Performance Management Timeline
● How to Access
● Performance Module Home Page
● Detailed Walk Through Each Step
● Other

○ Printing Completed Reviews
○ Cascading Goals as a Supervisor 
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Performance Management Cycle

09/30/2
2 3

Goal Setting and Planning

End Year Review

Feedback and Check-Ins

Feedback and Check-Ins

Mid Year Review



Performance Management Timeline
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# Description Stage

1 Employee Suggested Goals Planning

2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In

4 End of Year Final Review - Employee Self-Review

5 End of Year Final Review - Supervisor Manager Review

6 Employee Confirmation



How to Access

5

Log into myTC and select Employee 
Resources. 

Navigate to the Human Resources 
section and click the Performance 
Management link



Performance Module Home Page

Your 
Performance 
Reviews

Current Step

Your Team’s 
Performance 

Reviews

Performance Review Name
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Home Screen – Employee View
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Home Screen – Supervisor View
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Home Screen – Supervisor View
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Umbrella View for all Direct Reports
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Viewing Archived Performance Reviews - Employee

In the About me tab, click the 
Performance review link

You will see all of your performance reviews 

Change the status to 
ARCHIVED and click 

Search
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Viewing Archived Performance Reviews - Manager

In the My team  tab, click the 
Performance reviews link

Change the status to 
ARCHIVED and click 

Search



Step 1: Employee Suggested Goals
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# Description Stage

1 Employee Suggested Goals Planning

2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In

4 End of Year Final Review - Employee Self-Review

5 End of Year Final Review - Supervisor Manager Review

6 Employee Confirmation



Employee Performance Review Home Screen 



Employee Performance Review Home Screen 



Employee Performance Review Home Screen
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Click through each tab to take you through 
different sections of the performance review

This will instruct you on what to do in that 
section.



Job Responsibilities

1/6/21 17

This pulls from the 
Job Duties listed on 
the Job Description

Click when you’re 
ready to move to 
the next section



Goals & Objectives
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Inputting Goals

1/6/21 19



1/6/21 20

Delete Goal

Move to Next Section



Areas of Strength (Optional)
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Development Plan
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Development Plan
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Move to Next Section



Next steps
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Next steps (continued)
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The next step of 
the Performance 

Review



Step 2: Supervisor Finalization of Goals
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# Description Stage

1 Employee Suggested Goals Planning

2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In

4 End of Year Final Review - Employee Self-Review

5 End of Year Final Review - Supervisor Manager Review

6 Employee Confirmation



Step 2: Supervisor Finalization of Goals
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Click through each tab to review what your 
employee input in each of the different sections



Step 2: Supervisor Finalization of Goals
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As a supervisor, you will be able to review all the goals and development plan items 
that the employee suggests for themselves. You can make updates as needed.



Next steps (continued)
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Step 3: Mid – Year Check In
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# Description Stage

1 Employee Suggested Goals Planning
2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In

4 End of Year Final Review - Employee Self-Review

5 End of Year Final Review - Supervisor Manager Review

6 Employee Confirmation



Mid Year Check In
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Mid Year Check In
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• Review Each Section
• Add Comments as needed

• Save & Share → will be viewable by all
• Save as Private → only viewable by you

• Cannot delete goals at this time
• Recommend to write a comment if no longer applicable

• Can add new goals/items



Step 4: End of Year Final Review - Employee
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# Description Stage

1 Employee Suggested Goals Planning

2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In

4 End of Year Final Review - Employee Self-Review

5 End of Year Final Review - Supervisor Manager Review

6 Employee Confirmation



Step 4: End of Year Final Review - Employee
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Employee should review each section. You can add your comments against each item in each section.



Step 4: End of Year Final Review - Employee
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• Cannot Rate (Supervisor Only)
• Can add comments



Step 4: End of  Final Review - EmployeeYear
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Step 5: End of Year Final Review - Supervisor
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# Description Stage

1 Employee Suggested Goals Planning

2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In

4 End of Year Final Review - Employee Self-Review

5 End of Year Final Review - Supervisor Manager Review

6 Employee Confirmation
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Supervisor should review each section. You can add the final comments that your employee 
input and also add your own comments against each item in each section.

End of Year Final Review - Supervisor
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• Cannot Rate
• Can add comments

End of Year Final Review - Supervisor
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You can also add 
comments as needed.

You will see what the 
rating the employee has 
given themself for each 
goal.

You will add your own 
rating for them 
against each goal.
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Continue to review each section and add comments as needed

End of Year Final Review - Supervisor
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You will be able to rate 
the employee one last 
time. 

This averages out all the 
ratings in the Goals & 
Objectives section.
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You will be able to read 
the employee’s final 
comments.

End of Year Final Review - Supervisor

You will be able to write 
your own final 
comments for the 
employee.

You will move the 
review to the final 
stage: Employee 
Confirmation.



Step 6: Employee Confirmation

44

# Description Stage

1 Employee Suggested Goals Planning

2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In

4 End of Year Final Review - Employee Self-Review

5 End of Year Final Review - Supervisor Manager Review

6 Employee Confirmation
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Employee Confirmation
You can review the final 
comments of your 
supervisor. 

On the Next steps tab, 
be sure to click Go to 
next step to complete 
the review process for 
the year
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Viewing Completed Performance Reviews
In the About me tab, 
click the Performance 
review link

You will see all of your performance reviews 

Change the status to 
COMPLETE and click 

Search



Printing Completed Performance Reviews
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Sample: PDF Version of Completed Review
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Cascading Goals as a Supervisor

Go to the Performance Module home page

Hover over the ‘My team’ on the top left and click 
‘Organizational Chart’

Step 1 Step 2

Click your own name on the organizational chart
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Cascading Goals as a Supervisor

Click the Performance header. 

Locate your current review. Under Status find Current. 
From the ‘I want’ drop down menu, choose Cascade 
Objectives

Step 3 Step 4

You will be presented with a listing of your goals and 
your team members
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Cascading Goals as a Supervisor

Choose the radio button(s) for the applicable 
goal(s) and team member,  and click Next

Step 5 Step 6

On the next page, confirm the goal/team member 
combination and click Next
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Cascading Goals as a Supervisor

Your goals have now been cascaded to the 
appropriate team member

Click Close

Step 7
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Questions?
Contact HRISTeam@tc.columbia.edu


