
www.allnex.com

Setting Goals & Continuous Performance
SuccessFactors User Guide 

8 February 2020



Before we start ....... a reminder

• Calibration meetings are finalized; 

• Now is the time for:
- Manager 1:1 Meeting /conversation with employee

- Manager shares information with employee by sending to next step Employee Acknowledgement

- Employee  needs to acknowledge and push to next step (Completed step)

Deadline: End of February
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Goals Timelines 2020 cycle
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Event Deadline Actions

2020 Goal setting End of March Set goals – lock goals

2020 Continuous 
performance

ongoing Tracking achievements 
towards goals 
throughout the year

2020 Mid-year review June-July - Conversation to go 
through goals

- Comments can be 
entered

- Goals can be adjusted if 
required 

Performance review 
(end of year)

Will start end 
of November

Step 4

Merit and GBR 
Recommendations

Step 1

Setting 
Goals

Step 2

Continues 
Performance

Step 3

Performance Review, 
competency and 

Leadership ratings. 
Calibration



Setting Goals

• Access goals through the dropdown or the Goals tile on the 
SuccessFactors home page
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Setting Goals

• Setting goals is important to our growth; it creates ownership and 
accountability to drive success

• Goals should be aligned to the ‘overall allnex goals’ 
     ---🡪 EBITDA, Cash Management (e.g. working capital), SHE, Operational Excellence

-🡪 numbers are not set yet

• Create effective goals by using the SMART principles – see next slide
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SMART principles  

Specific rather than general. Detailed, particular, and focused on your 
situation/opportunity. End result plainly stated. Avoid vague, inexplicit 
language

Specific

Measurable in quantity, quality or results. Quantifiable and qualitative. 
Indicate when it will be reached and how it will be measured. Be 
specific.

Measurable

Achievable within the review period. Practical and achievable, but 
challenging.  Should motivate employees to reach results and identify 
the barriers (if any).

Achievable/ 
Attainable

Relevant/Result oriented. Commitments should indicate an 
activity/performance that produces results and indicate which 
result/contribution to be achieved – needs to be linked to the cascaded 
commitments

Relevant 
/Results 
oriented

Time bound. Commitments should have realistic deadlines and 
timelines associated with them. Ensure that not all commitments are at 
the same due date.

Time bound
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Individual Goals and Goal Library

• Setting goals is the first step in 
the process

• Click on ‘Add Goal’ and choose 
between Personal Goal & Library 
Goal
- Personal Goal:  to create customized goals or 

- Library Goal:  to choose amongst some pre-set 
SMART goals with metrics. These can also be 
individualized. 
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Setting a individual Goal or a library Goal

8

• Create no more than 5 goals
(a warning will be given, but not a hard stop; if you still do you will 
have problems at year-end). 

• Fill in the name of the goal and a 
more detailed description of the 
goal and how to achieve it. 

• Select weighting that adds up to 
100% for all your goals. 



Goal Milestones
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• You can add ‘Milestones’ to 
goals 

• This way you can divide the 
goal in smaller targets to be 
achieved throughout the 
year.



Sharing Goals with others

• Individual Goals : Can be cascaded by the 
manager to your subordinates/team; 

the individual can still customize if needed 
e.g. site specific goals

• Team Goals – Can be assigned to a team 
(unable to be changed by employee) 

       **Advise to use Team Goals with caution and only on specific 
occasions as cannot be customized or followed up on** 
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Cascade Goal
Manager can share their own personal goals with any other employee
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The purpose of a cascade might be when a manager needs 
others to work on a goal:

1. On Homepage of Goals; Tick the personal goal to cascade

2. Under Action; Click on Cascade

3. New window pop up, Click on the recipients (employee)

4. Click on Next

5. New window pop up to Edit Goal Details

6. Click on Cascade

❖ Cascade Goal can only be done from a Manager’s Personal 
Goal

❖ Goal Details can be different from Manager’s hence it is 
editable



Goals: Other

• Goals can be edited, deleted, 
moved up and down and also 
indented (major goals and 
sub-goals)

Note: only when your Goal Plan is in Unlocked status

• View goal detail to see any changes 
that have been made to the goal. 
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Goals: New Hires

• Goal plan to be created upon hire date (for the ones that are 
performance eligible…….)

• Manager/Employee must ensure that at minimum 1 goal is entered into 
the system, even if the hire is only arriving in the month of December

• Managers must remember to lock goal(s) when they are final
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Goal Locking
       To lock goal setting for employees

1. On Home page: click on Home dropdown list and go to Goals

2. Select Goal Plan 2020

3. Click on the arrow next to your name

4. Click on your direct reports

5. Click on Lock Goal Plan to lock all the goals after agreement 
between manager and employee.

❖ Goal Locking occurs ‘AFTER’ manager and employee have held a 
meeting to discuss and agree on the individual goals

❖ If the  status says ‘Goal Plan is Unlocked’ it is editable by 
employees; any sub-sequent changes will be viewable

❖ REMEMBER: Goals can only be edited when they are unlocked, 
no edit is allowed after they are locked by the manager. 

❖ However, if goals are locked the employee will be able to 
comment and track progress
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Development Plans
       How to create development plans for employees

1. On Home page: click on Home dropdown list and select 
Goals

2. Select Development Plan

3. Click on Add Goal

4. Populate Add Goal Box-Save Changes

5. Once a Development Plan is established. The plan is 
editable and can be tracked.

Development Plan:

❖ Next action to take after performance discussions are 
completed and part of goal setting for 2020.

❖ Supports ongoing performance discussions and 
documents further development of people

❖ Year over year carryover (unless deleted) to support 
long-term development.
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Development Plans
       Development Tracking

1. Status:  Allows Development activity to be tracked

2. Purpose: Defines scope of development plan, ie; skill gap, 
competency, future growth

3. Competencies: Select competencies to support development

4. Milestones: Establish target dates to monitor and record 
activity
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Performance discussions should include a development discussion

Encourage employees to think & act upon their development

Best-in-class development supports a blended learning 70-20-10 model 

Document what was discussed / action plan (helps to identify overall needed courses; 
follow up; ISO audits)

Development discussion

LEARN FROM

EDUCATION
LEARN FROM

RELATIONSHIPS
LEARN FROM

EXPERIENCE

Learn through real-life 
on-the-job and off-the-job 

experiences.

Learn by leveraging the 
experience, knowledge 
and expertise of others.

Learn from classic or 
format training.



Mid Year Review

• Mid year review should take place around June – July timeframe

• Manager and employee to go through status of goals, discuss and 
potentially document comments in the system

• If there is a need for an update of a particular goal, manager will 
need to unlock goal plan, adapt goals, and lock goal Plan again
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Continuous Performance

• Continuous Performance is a 
tool to follow up on your goals 
and also track activities and 
achievements throughout the 
performance year. 
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Activities and Achievements

• Track activities related to goals

• Track achievements towards goals 
and also link to activities

• Use this as a tool to keep track of 
what you have completed 
throughout the year

• Achievements will be visible in the 
performance form (at end of the 
year when this is open) 
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Continuous Performance - Feedback

• The system provides also an opportunity to ask for feedback from others, as well as giving feedback to someone in the 
company. Managers can also ask for feedback about the employee. 

• Feedback you have asked for about yourself will be visible only to you, but you can share it with your manager.

• Feedback the manager has asked for will be visible to both employee and manager. 
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Next steps
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   Step 3. Goals should be 
discussed with your 
manager and agreed.

Step 1. Employee and 
Manager participate in 
upcoming training presented 
by your local HR Manager.

Step 5. Alert Manager once 
goals are inputted.

Step 5. Alert Manager once 
goals are inputted.

Step 6. Manager will lock 
goals.

Step 4. Employee will create 
goals in Success Factors (Goals 
Tab).

Step 2. Employee should 
consider goals based on their 
scope of responsibility.



How to prepare for this training?
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Action for local HR: 

▪ Send invitation(s) to attend local training

▪ If needed translate the presentation in your local language

▪ Run through and get yourself familiarized with Goal Setting & Continuous Performance

▪ Local training should take place any time NOW, and should be finished by Feb 18th 
🡪 Deadline is  End of March for employees & managers to finish

▪ During training, focus particularly on:

• Setting challenging & high quality goals (see annex)

• Continuous performance functionality & benefits

• Start setting individual goals NOW

▪ Any question, reach out to your regional leads:

• Julianne Remvik– EMEA

• Tina Collins – Americas

• Careena - AP
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Annex 

- examples of SMART Goals

- some guidance for mgrs on how to conduct a good 1:1 meeting
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Examples - SMART goals 

linked to BU/function

> Safety, Health, Environment

• Operate all plants in accordance with legal and safe procedures and practices and meet SHE goals; 
meet OSHA recordables below target of X

> Growth & Customer Satisfaction

• Deliver BU NPI  of X

• Identify at least 2 M&A potential targets

• Innovation: meet timely all milestones related to project X 

• customer responsiveness – complaint handling within X days

• grow territory sales by X% compared to last year

• sign 2-year contract at ‘ABC’ with Y% marginal income

• Number of customer complaints below X

> Operational Excellence

• Productivity & plant utilisation improvement of X by end of quarter Y

• savings of X $ ,  purchasing savings of x$ by end of quarter Y

• quality improvement by implementing project X by end of june

• BU inventory days below X days for region A,B,C, D,…. in every quarter
25



Examples - SMART goals

✔ Manufacturing / Business / supply chain/ R&D: 

✔ Achieve a xx first time right on all batches produced this year, decrease refrigeration usage in operation X by X% and 
thus create an annual saving

✔ Encourage optimal trade-off between cost and service level – BU quality CCIR%

✔ Ensure smooth flow products to customer e.g. reduce number of out of spec material with X%

✔ Manage working capital days – reduce DSO with x number of days for customer portfolio

✔ Encourage optimal trade-off between cost and service level – BU quality CCIR%

✔ Functional areas

✔ Provide 100% response to all customer care improvement reports in xx days or less, achieve xx% resolution of 
customer inquiries within 24 hours

✔ Deliver timely critical KPI information to the BU’s, in order to take necessary measures where needed

✔ Support legal entity optimization project by closing Legal entity C… 

✔ Lead/ contribute to project X (e.g. SAP, SF, …)  in country/region C to ensure successful implementation by <date> 

✔ Ensure timely financial reporting at introduction of new ERP
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Examples -NON SMART Goals

Ensure all customers are satisfied Not specific, measurable, time bound

Complete all work assignments on time Not specific, measurable

Increase sales by 300%  Not specific, measurable, time bound

Reduce Defects Not specific, measurable, time bound
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Role of the manager

• Provide meaningful comments on performance and results; 
show employees you noticed their efforts 

• Provide concrete examples to substantiate

• Document employee performance 

• Reinforce expectations and accountability

• Assess strengths and opportunities for development

• Differentiate employees based on performance for recognition, 
merit, career development



Effective Meeting

Set the stage

Encourage questions

Focus on performance

Discuss ratings

Listen actively 

Summarize opportunities

Create action plan



Desired Outcome of conversation

• Understanding/Agreement between your employee and 
yourself about the rating(s)
(Discussion includes competencies, behaviors, leadership  & 

potential)

• No surprises, employee feels evaluated fairly

• Work relationship is maintained or improved

• Discussion is  a balance between past performance and the 
employee’s development for the future 

• Enhances both performance and engagement



Development  examples
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Thank you for your attention
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