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• Click the link for the performance plan 
under Item to access the performance 
plan for the employee.

To access the performance management 
portal: 

1. Click the 3 dots in the top left corner.
2. Click “Performance Management 

Portal” at the bottom of the menu.

• AppState Careers can be accessed from 
the Office of Human Resources’ home 
tab. 

• Use your AppState login and password 
to access the App State Careers system.

Login to AppState Careers
Access the Performance 

Management Portal
Access the Performance 

Plan 

System Access and Performance Management Portal
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• Enter Goal Name
• Enter description of the goal
• Enter the goal weight
• Click “Add Entry” to add a new goal

• Enter weight for shared Organizational 
Values Goal (not pictured)

❑ You can add up to 4 individual goals.
❑ All weights on this page must equal “50” 

• Enter weights for the 5 shared 
Institutional Goals

• Enter optional comments or suggestions 
for improvement

• Supervision Goal – Enter “0” if the 
employee is not a supervisor

❑ All weights on this page must equal “50” 

Enter weights & comments 
for Institutional Goals

Enter Individual Goals

Enter Goals, Weights, and Comments
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• Enter professional development goal

• Click “Add Entry” to add a second 
professional development goal (2 max)

• Click “Save and Continue”

Enter Professional 
Development Goals
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• Click “Complete” to submit the performance plan 
to the Second-Level Manager for review and 
approval

• You will get a pop-up window to confirm you want 
to complete the plan

• Once you click “OK” in the pop-up window, you will 
not be able to edit the plan

Finish Up and Submit

Finishing Up
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Questions related to performance 
management can be sent to 
performance@appstate.edu

QUESTIONS

mailto:performance@appstate.edu

