
 

 

 

ADP System Instructions & Explanations  
This job aid will outline how to add your 2022 goals and their weightings. 

 

 

1. Sign into ADP Workforce Now 

         1.1 Enter in your User ID and Password to sign into your ADP Account. 

 

 

 

 

2. Navigate to the “Myself” Screen 

2.1 While on the homepage navigate to the “Myself” tab to be presented with a list of options. 

2.2 Then follow these steps to reach the Performance Goals sections: Myself> Talent> Performance Dashboard 

 

 

 



 

 

 

3. Navigate to the current annual review 
3.1 Click the blue arrow next to “Start Now” 

 
 

4. This will take you to the screen where you will begin working on your annual 
review. 
4.1 Click the goals section on the review form. 

 
 
 



 

 

4.2 Click the “actions” button to be provided with a drop down then select “Manage Goals.” 

     4.3 Click the arrow located next to “Attach Goals.” Next – click on the “+” next to “Create Goal”.  

   
 
 
 
 
 
 
 
 



 

 

 

 

5. You will then be able to complete your performance review. 
5.1 You will be asked to provide a rating and comment for each goal and competency. 



 

 

 
 

5.2   You can also provide overall comments at the end of the review. 

 
 
 
 



 

 

 
 
5.3 You will see an overall summary once the review is complete.  

 

 
5.4   Once you complete your review, select “Submit”.  If you would like, you can choose to  
download a copy of the form by clicking the “Actions” button and selecting “Download Form.” 

 
Looking for additional support or resources???   
Information sheets are available in ADP to include 
• ENA Career Levels 

• Employee Education Session Summary (2021) 

• Tip – Receiving Feedback 
 
All of this information can be accessed here: Performance Review  

 
 
 
 
 

https://workforcenow.adp.com/theme/unified.html%23/ResourcesTab/resources


 

 

Performance Goal Weighting 

 
1. Sign into ADP  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Navigate to the “Myself” Screen 

While on the homepage navigate to the “Myself” tab to be presented with a list of options. 

Then follow these steps to reach the Performance Goals sections: Myself> Talent> Performance Goals 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
3. Navigate the Performance Goals page  

       Click the “Reviews and Weightings” section  

 
 
4. This will take you to the screen where you will begin weighting your performance 

goals 
Enter a weight for each goal (except for the Organizational Goal).  When finished click “Save”.  

 


