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Dashboard 

 

Upon logging into the Talent Management system, the first screen is called the Dashboard.  It is the HOME page for this 

system. The Dashboard provides a central location, giving you easy access to information and tasks that are essential to 

your work.  It is where most navigation of the system will begin. 

The following pages will provide further detail to each section of the Dashboard. The different sections, or widgets, on 

the Dashboard each play a role in navigating the system with ease. 

 

 

 

 

 

 



About Me Widget 

 

¢ƘŜ !ōƻǳǘ aŜ ǿƛŘƎŜǘ ǇǊƻǾƛŘŜǎ ŀ ŎŜƴǘǊŀƭ ƭƻŎŀǘƛƻƴ ǘƻ ŀŎŎŜǎǎ Ƴŀƴȅ ƻŦ ŀƴ !ǎǎƻŎƛŀǘŜΩǎ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ Řŀǘŀ ƛƴŎƭǳŘƛƴƎ ǘƘŜƛǊ 

Talent Profile, Journal, Goals and Performance information.  Also from this task bar, you can send or review Recognition 

notes.   

Profile:  

The Profile icon, when selected, will provide access to a wealth of information on the Associate by launching the 

Talent Profile, which will be discussed later in more detail. 

 



 

Journal:     

The Journal function allows you to create and save notes about yourself or any Associate who reports to you.  

The function gives you the ability to establish who can view the entry besides you.  This can be used throughout 

the year to make notes ƻƴ ǘƘŜ !ǎǎƻŎƛŀǘŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜκŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎΦ  ¸ƻǳ can review your notes prior to 

completing their performance appraisal. 

 

  Using the drop down feature, select the Associate 

 Visibility is assigned by the creator of the note. 

  The creator also has the option to assign a category.  

 

Once a note is written, you have the ability to perform spell check! 



Goals:  

From here, you can view the goal plan.  You can also cascade goals to your direct reports as well as look at 

individual goals for any of your direct reports.   

 In order to cascade a goal to an Associate, you must first add the goal to yourself.  You can do this from the 

Dashboard by selecting the Goals icon.  The above screen is displayed.  Selecting the plus sign next to Add a goal  

opens the below screen allowing you to enter information related to the goal.   

 

The Cascade option also appears in the top left portion of the goal entry screen.  By selecting this option you are 

able to select the Associates you wish to cascade the goal to. 



Performance:  

Using this icon launches your evaluation within the system.  However, it also allows you to search for your direct 

reports evaluations.  This will enable you to see which state of the workflow they are currently in.  If the review 

is in the completed state, you will be able to view it until HR closes out all reviews for the year.  When this 

occurs, you will need to access the historical evaluation from the Talent Profile.  

  

 

 

 

 

 



Recognition:  

 

Recognition allows you to view notes sent to you as well as gives you the opportunity to send notes to others.  

Recipients of a Recognition note will receive an email notification, letting them know they have received kudos.  

This feature can also be used during the 90 Day Face to Face meetings where Associates are asked who has 

helped them be successful. 

To send Recognition 

   

{ŜƭŜŎǘ Ψ{ŜƴŘ wŜŎƻƎƴƛǘƛƻƴ bƻǘŜΩ 



 

 Select ǘƘŜ ƛŎƻƴ ƴŜȄǘ ǘƻ Ψ!ǎǎƻŎƛŀǘŜΩ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ǊŜŎƛǇƛŜƴǘΦ   

  

An easy way to find an Associate is to RUN FILTER.  This helpful tool can be used in many instances throughout 

ǘƘŜ ǎȅǎǘŜƳΦ  ¸ƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴΣ ƛƴ ǘƘƛǎ ŎŀǎŜΣ ǘƻ ŦƛƭǘŜǊ ƻƴ ǘƘŜ !ǎǎƻŎƛŀǘŜΩǎ name, position title or leader.    



  

  

 There is the option to categorize the note as a Recognition or Coaching opportunity. 


