
February 1, 2019 - Performance Planning Checklist Task: University Staff 

Steps for Supervisor 
Cornerstone homepage - you will see One (1) Task appear in your My Tasks box for EACH of your Direct Reports 

 
You will see the same task for each of your Direct Reports. 

 Click on the Task 
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 Read the Overview 

 

 Click “Get Started” 
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Review Supervisor Goal Planning Checklist 
 Check off each item once it is finished 

 
*You may click “Save and Exit” to be able to resume the Task at a later time. 

 Click “Save and Continue” once you are finished 
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 Enter your name in Supervisor text box 

 
*You may click “Save and Exit” to be able to resume the Task at a later time. 

 Click “Submit”  
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 Confirmation Page appears, you may now go back to your Cornerstone Homepage 

 

 
Task will now be pushed to the Direct Report for Signoff 

Supervisor is now done with this Task for that Direct Report! 
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Employee/Direct Report Steps 
Once your supervisor submits your evaluation you will see One (1) Task appear in your “My Tasks” box 

 

 Click on the Task 
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 Read the Overview 

 

 Click “Get Started” 
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Review Goal Planning Checklist 
 Check off each item once it is finished 

 
*You may click “Save and Exit” to be able to resume the Task at a later time. 

 Click “Save and Continue” once you are finished 
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Employee Acknowledgement 

 
*You may click “Save and Exit” to be able to resume the Task at a later time. 

 Enter your name in Employee text box 
 Click “Submit” 
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Confirmation Page appears 

 
*You may click “Save and Exit” to be able to resume the Task at a later time. 

 Click “Submit” 
 
 
 

Task is complete! 


