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1. Log into Ceridian Dayforce.

• The Select Role pop-up box appears.   Select Employee – Time Entry.  Click Next.

• The Home screen displays, click on the Performance icon to open the performance module.

2. Click on the Development Plans tab icon on the toolbar.
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3. To add a new development goal - click Add Plan.

4. The Add Plan screen displays. Enter the details of the goal.

Add Plan Details: 

1. Name: general name of the
development goal.

2. Description: describe your goal
using the SMART criteria. Be as
descriptive as possible.

3. Purpose: select a purpose for this
development goal from the drop
down list.

4. Purpose Description: should
outline what the desired learning
outcomes should be.

5. Start Date and Due Date: indicate
the timespan for the goal.

Note: ensure that you have a conversation with your Supervisor, prior to adding new development goals. 



5. Once goal details have been completed - click Next.

6. Click Finish.

Toronto and Region Conservation Authority    |    3


	Blank Page
	Blank Page



