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• Click on ‘Performance’ 

in HR connect self 

service



• Click on ‘Objectives’



• Add a progress update 

(comment) to an 

objective by clicking 

‘progress’ 



If you added 

progress updates 

earlier in the 

year, they will be 

visible here

• Click on ‘add progress 

details’ to add a new 

progress update

(Note: you can add 1 

progress update per day)



• Choose a status, for 

example ‘in progress’ 

when the objective is still 

ongoing or ‘’completed’ if 

you have finished the 

objective

• Scroll 

down



• Add a ‘percentage 

complete

• Add the progress update 

under ‘comments’ 

evidencing what you have 

done 

• Click ‘save’



• A box ‘changes have been 

saved’ appears

• Click on ‘back to 

objectives’ to add ratings to 

completed objectives



• Click on the objective you 

have completed and would 

like to add a rating to



• Scroll down 

completely



• Add the ‘actual completion 

date’ 

(Note: best to only add an actual  

completion date after the EOY 

conversation took place, as 

completed objectives would drop off 

from your active objectives list)

• Select appropriate rating

• Click ‘save’

(Note: information on rating 

descriptors can be found on the MYC 

intranet pages)

https://staff.napier.ac.uk/services/hr/workingattheUniversity/MyContribution/Pages/My-Contribution.aspx


• Once you have added ratings to all 

completed objectives, you can 

download a PDF document. This 

gives you an overview of all ‘active’ 

current objectives,  You could email 

this to your line manager for End of 

Year preparation
Previously completed 

objectives can always be 

found under ‘all’
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