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Logging in to SuccessFactors

My Apps
e Signin to my.urbn.com and navigate to SuccessFactors by clicking on the
SAP SuccessFactors Icon < SAP

Accessing the Performance Review Form

e The Performance Review Form may be accessed from the navigation drop-down menu

by selecting Performance

Careers
Recruiting
Onboarding
Company Info

My Employee File

Reperts

e Click on the FY 19 Performance Review in the SuccessFactors

FY19 URBN Performance Form

inbox

The Route Map below indicates which stage the Review Form is in currently.
The Support and Resources section includes a list of documents to support the employee and manager in completing
the Review form.

Complete the entire form or click on each section title to go directly to that section.

Route Map

Assessment
‘ Employee Evaluation [l

3 Actior

Performance Form Shortcuts
In the upper right-hand corner there are several shortcut icons:

e Actions is used to spell check the form @0

Supporting

e History keeps track of the form’s current stage

e Printicon to print individual sections or the entire form
e The PDF icon saves the form as a PDF
e  Saves the form

e The attachment icon to add any supporting documents as comments are limited to 4,000 characters
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Part I:

Partl:LY Goal

Manager: For each Goal. rate the Employee’s progress and include any comments.

LY Goal Achievement

Ensure that any Goals that were set in FY19 are listed in this section
Remember, this section will include Statistical, Development and Job Goals

If any Goals are missing, click + Add Goal

Achievement

0als, this inoludes Statistio

Jevelopment and Job Goals

rate your progress and inol comments.

Enter the Goal Name, Desired Outcome, Weight, and if necessary, change the Start and End date
Click Save Changes

Repeat the above steps for each FY19 Goal that needs to be added

Weight of all goals combined should equal 100%

* Goar s

* Dezten e

Wt u
St o22018
Due o019

il + At Mt

Goals can be deleted or edited using the trash bin or pencil icons

For each goal, use the buttons to rate. Hover over the ? to see a definition of each rating
Include any comments regarding specific examples to support the rating

Continue to add additional goals or rate existing goals

Click on Other Detail to shrink the bottom portion of the goal section

Employee Comments

P | D [sze ~|| Az
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Part I1: Fiscal Year Highlights and Opportunities

Use Fiscal Year Highlights to talk about contributions and accomplishments beyond what was already recorded in the

goal section goals.

Use the Opportunities sections to indicate areas to focus and improve on in based on this year.

These are both required fields and are limited to 4,000 characters.

* Employee Fiscal Year Highlights

* Employee Opportunities

This s a required fi

Bl =

This is 2 required field. The form will not route f it is empty.

Part III: Career Aspirations and Developmental Goals for the Current Fiscal Year

Use this section to talk about future growth and career with the company, and any type of developmental goals for the

to explore in the upcoming year.

This is a required field and has a 4,000-character limit.

lubrp_ent Goals for Current Fiscal Year

This is 2 required field. The form will not route if it is empty.

Updated 01/28/19
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Part IV: Overall Comments

This section may be used to make any general observations or summarize for the previous year.

This is not a required field, but still has a 4,000-character limit

Part V: New Goals for the Coming Year

At this point add suggested goals for FY20

o Click + Add Goal
e Click Add Goal to enter the required information for each New Goal or use the SMART Goal Wizard, for help

in creating a Goal

eate
select & goal from goat library

ing SMART Goal Wizard

e Enter the Goal Name, Desired Outcome and Weight. Then click Save Changes
e Complete these steps for each New Goal that you want to add
e Each Goal must be given a weighting to support its impact to the business. Total weight of all goals must equal
100%
These Goals will be automatically pushed to the FY20 Goal Plan, which will remain open and editable throughout the

year to facilitate touch base conversations or amended at any time.
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Saving, Closing & Sending to Manager

e Select Save and Close at any time to return and complete your Self-Review

e *Note: If Cancel is selected, all changes will be lost, and the system will return to the Forms page

e When the form is complete, click Finalize Form

Alex Anderson has not signed yet

e Add any comments and click on Send to Next Step

You're about to send this form to the next person(s) specified in the workflow.

Forward Form to Alex Anderson

Email Notification Comments

Here is my self-evaluatior|

The form will now be available to your manager to review and complete.

Support and Resources

Additional support and resources are available on the Community site under Life & Career, Talent, Performance

Technical Support

For additional technical support, contact sfsupport(@urbn.com

6
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SuccessFactors Manager Instructions

Access the employee review form in your inbox SuccessFactors inbox. The employee’s ratings and comments will be
displayed. Complete each section of review form, completing your ratings and adding comments to the manager’s

comment boxes.

Part I: LY Goal Achievement

e These should be the Goals that were agreed upon for FY19

e Remember that this section should include all Statistical, Development and Job Goals

®  Make any needed updates to the Goal. Edit Goals if necessary, by clicking the Pencil lcon, then click Save
Changes

e Rate each goal and add any comments

e Click on Other Details at the bottom of the screen to hide the goals details

w to choose the rating for the goal achievement: Did Not Meet, Partially Met or Met, E‘ 3.0 - Met Expectations
2@l Az

Part I1: Fiscal Year Highlights and Opportunities

This section is used to document any highlights and achievements from the previous year as well as to identify

opportunity areas. The employee comments show above the box for manager comments.

These are both required fields and have a 4,000-character limit.

I Highlights and Opportunities
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Part III: Career Aspirations and Development Goals for Current Fiscal Year

This section is used to ensure that there is a development conversation as part of the annual process and that the

manager and employee has an opportunity to set developmental goals for the employee.

Managers should add their comments below the employee comments.

Part III: Overall Comments

This section is optional but may be a place to provide an overall summary of the previous year or to help set a vision and

inspiration for the upcoming year.

Part III: New Goals for the Coming Year

The employee and the manger should discuss and formalize goals for the upcoming year. Using information from the

Opportunities and Career Aspirations and Developmental goals section, along with any fiscal or business goals.
Goals stay open for the entire year and do not need to be completed as part of the annual review process.

Managers may close the form before finalizing goals.

Saving, Closing & Printing

e Click Save and Close at any time, to complete the Review at another time

Cancel

b 5 =

*Note: Clicking Cancel will exit the Review Form without saving and return to the Forms page

At this point in the process you should NOT select Finalize Form. This button will close out the form and send it to

your Employee. They will be able to see any information that you have entered.

57
Cancel & Return to Form

<
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When you are satisfied with the Review Form, print copies of the Review for your

3Actions (O Histo.v

conversation with the employee.

e Choose the print lcon and select the print options below

e Select the print options and print to review with the employee Sections to include

Al Sections
["] support and Resources
Part I LY Goal Achievement

Part Il Fiscal Year Highlights and
Opportunities

Part Ill: Career Aspirations and Development
Goals for Gurrent Fiscal ear

Part IV: Overall Comments
Part V: New Goals for the Coming Year

signatures

[ include section introductions

|| Include sections details (where applicable)

Signing & Sending to Employee

e  Once the Review and Goal conversation has been completed, make any changes necessary to the form, then

select Finalize Form

Manager.

Alex Anderson has ot signed yet

e Choose Send to Next Step to sign off on the review

Youre about to route this form to another person to gather signatures. This form s sent In read-only format, and goes to your recipient's Inbox. A copy of the form is also sent to your En Route folder

Forward Form to Alex Anderson

9
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Closing

e Sign the form to close it

Alex Anderson has ot signed yet

This is the final opportunity to go back and make any changes to the form.

e To review the form once more or make additional changes, click Cancel & Return to Form

e Ifclosing the form, click Sign

Youtre about to submit this form for completion. A copy of the form will be sent to your Completed folder.

cocet s o |

Completed forms can be found by clicking on Completed in My Forms. -

Al Formsg
In Progress
Completed

Form Status

Remember, the new Goals that were created will be automatically pushed to the FY20 Goal

Plan, which will remain open and editable throughout the year. It can be accessed by you or

your Employee to facilitate touch base conversations or amended at any time by choosing Goals

from the drop down. Performance
Careers
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Managing the Org Chart

Finish Your Profile Review Performance

Your Org Chart can be accessed by choosing Company Info from
the drop down or by. clicking on the Org Chart tile on the home

O
I 1
Ci l Review
page. pi S

Home

Goals Manage My Team Team Summary Org Chart
If there are changes that need to be made to the Peformance Ll!l
. Careers [Lounch e}
Org Chart, please have the manager email Recruting 5 & .

Reports Metrics Available Direct Reports
1 needs attention! (37 total)

SFSupport(@urbn.com Employes Flss

& 0
My Profile PN, ¢ Requisitions
Awaiting Approval

Visibility to Skip Level Appraisals

Managers have access to review Skip Level Employees. On every managers’ homepage the Performance Form Status

tile will show the status of the appraisals for the direct reports of your direct reports as allow you to view the form.

e Double click on tile to expand it

o

Q Search for actions or people

Finish Your Profile Review Performance

s (% 2

Complete Reviews
Due Anytime All overdue

Manage My Team Team Summary Org Chart l Performance Form Statusl

Completed ]

Manager Evaluation

5 & 4

Reports Metrics Available Direct Reports

: - Employee Self Evaluation
4 need attention! (39 total)

1
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e Click on Select All to see a complete list of the employee appraisals for your direct reports

e Tosee the reports in a certain status, click on that status

Select All

Completed _|I

@

Manager Evaluation

- Employee Self Evaluation

e Click on Document ID to be taken to the form

! Select All
Completed -

Manager Evaluation

89.1%

41

Employee
Self
Evaluation

*~ Employee Self Evaluation

Carol Clark Manager Ev...  Alex Anderson Urban
Robert Richardson 293825 Employee S... Robert Richardson Urban
Tina Thomas 293828 Employee S... Tina Thomas Urban
Xenon Xandruszki (... = 293834 Employee S...  Xenon Xandruszki (... = Urban
Zachary Zubov (Dept... | 293836 Employee S... | Zachary Zubov (Dept... = Urban

The form will open in a separate window and will be shown in its current state.

The form is view only and will not be able to be edited.
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