
 

PERF ESS 3 

 

How to.......add or update Progress against your objectives and actions 

 

 

Purpose: 

 

This guide describes how to add Progress to your existing strategic and personal development objectives 

and actions.  

 
 

Logging in to YourHR: 

 

To log into YourHR, please refer to the How to...Log in to YourHR Guide (ESS 1) After login you will be 

presented with the Employee Self Service Homepage. 

 
 

 Select Goals and Performance from the options at the top of the screen 

 

 
 

Your annual and personal development objectives and associated actions will have been added and 

approved at this point. If not, please see; 

 

 ‘How to ….. add your Annual objectives’  

 ‘How to ….. add Actions to your objectives’ or 

 ‘How to .....complete your Personal Development Plan (PDP)’ 

 

 Your objectives will be displayed as below. You will need to use the scroll bar on the right to see 

all of them. 

 

 

 

 

 



 

 

 This Guide covers two areas:- 

o Adding Progress to your Actions 

o Adding Progress to your overall Objectives 

 

 You will add progress to your actions regularly but may only want to add progress to the overall 

objectives before your 6 and 12 monthly reviews 
 

Adding progress against actions 
 

 Click on Actions beside the relevant objective. The following screen will appear: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on the arrow to the right of the relevant action, under the title Progress. The following 

screen will appear: 

 

 

 

 

 

 

 

 Click on the Add Action progress details. The screen below will be displayed:  

 

 

 

 

 

 

 

 



 

 

 

 The original objective to which the action is attached will be displayed and the current date. This 

date can be amended if required 

  

 Click on the dropdown arrow beside Status and select the relevant option from;  

o Cancelled 

o Completed 

o Deferred 

o In progress 

o Not started 

 

 Give an indication of Percentage complete 

 

 Add details of progress, if appropriate, under Comments. Click Save 

 

 Click Back to actions to return to the main screen 

 

 Repeat the process for the remaining actions in the list 

 

 When all progress has been added for all your Actions, click on the X in the top right hand corner 

and you will return to the Home screen 

 

 

To update progress against actions 
 

 Select Goals and Performance from the options at the top of the screen 

 

 
 

 

 Your objectives will be displayed as below. You will need to use the scroll bar on the right to see all 

of them. 

 

 

 

 

 

 

 



 

 

 Click on Actions beside the relevant objective. The following screen will appear: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on the arrow under Progress beside the action you wish to update. The following screen will 

appear: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on the Add action progress details button 

 

 Select the relevant status from the drop down list 



 

 

 

 Update Percentage complete  

 

 Add details of progress, if appropriate, under Comments  

  

 Click Save 

 

 The updates should be on the screen and there will be a message saying Changes have been 

saved 

 

 Click on Back to action progress and then Back to Actions. Continue updating progress against 

your actions in the same way. 

 

Adding progress against objectives 

 

 Your objectives will be displayed as below. You will need to use the scroll bar on the right to see all 

of them. 

 

 Click on Progress beside the relevant objective. The following screen will appear: 

 

 

 

 

 

 

 

 

 

 Click on Add objective progress details at the bottom of the screen 

 

 Complete this screen as you would for Actions above and Save 

 

 The screen above should now be populated with your progress and there will be a message saying 

Changes have been saved 

 

 Click on the X in the top right hand corner and you will return to the Home screen 

 

 



 

 

 

To edit or update progress against objectives 
 

● Your objectives will be displayed as below. You will need to use the scroll bar on the right to see all 

of them. 

 Click on Progress beside the relevant objective and you will see the following screen: 

 

 

 Click on Add objective progress details and complete the screen as you would for updating 

Actions, i.e. update status, percentage complete and Comments as required 

 

 Choose Save  

 

 The screen above should display your updated progress and there will be a message saying 

Changes have been saved 

 

 Click on the X in the top right hand corner and you will return to the Home screen 
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