Adding or Updating Existing Goals in Saba/Halogen

Individual goals entered on an Annual Review will automatically be added to the colleague’s Saba/Halogen Talent Profile
once the managerhas signed-off and saved the review as “Final”.

Accessing Goals in Saba/Halogen
Login to Saba/Halogen at https://halogen.hshs.org/Halogen/welcome.jsp

Selectthe single sign on button tologin without enteringa username and password.
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HSHS Colleagues Click Here for Login [ ]

Users that do not have a HSHS network login will need to enter your Halogen username
and password below.

Forgot username?
Forgot password?

[ Remember usemame

There are two methods for accessing goalsin Saba/Halogen. The firstis using the Goal Tile shortcut on the Home page.
The second is navigating to the Goal page directly. Both methods are detailed below.

Using the Goal Tile Shortcut

1. Selectthetile of anexistinggoal to update the progress, status oradd comments.

2. Selectthe +signto create a new goal

3. Select“All Goals” toreview all goals that do not have a status of completed orcancelled. Toview completed or
cancelled goals use the toggle at the top to turn on the view thatincludes completed goals.
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Title of Goal #1

Mo due date

All Goals (3 ]

The fields of entry on a new goal or to update on an existing goal are detailed below:

1. A Goal Titleisarequiredfield
2. Include adescriptionaboutthe goal to be accomplished and startand completion datesif known.
3. Linkto goalsfrom a previousannual review process, if desired.
4. Dragthe radiodialina clockwise direction toindicatethe percentage of progress onthe goal.
5. Selectthe status of the goal.
6. Addcommentsabout milestones or progresson the goal.
‘. Tteofcoal#r @
Due date 15 Weight %
10% o
This is a new goal that | added outside of the annual review process. 9
. onrack A ALTIsk Start date m Completed date o)
0 Not on Track @ Mo Flag Set
In Progress A @ Linked goal A
o
Additional details »
‘eated date: 12/19/18  Last modified: 12/20/18
D Send me areminder ' day(s) before the due date
7 day(s)
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Comments »

Add new comment @

7. Commentsadded mustbe Saved.

Comments »

Add new comment
Type your comments and updates on the progress of goal here.

6 Save Cancel

8. Updates made to any fields on the goal page mustbe Saved with the Save buttoninthe upperright corner of
the goal page.

Using the Goal Page to Add or Update Goals

1. Selectthe pull-down menu nexttothe users’ name inthe upperrightcorner
2. Selectthe Edit Profile sub-menu.

@ Hi, [Cnlleague Name 6

Colleagues Name
Position
Manager
Department

 Edit Profile @

3. The My Performance section opens
Selectthe Goals tab.

5. Clickon any column headingtosort by that column. Selectthe same column heading again and it changesthe
sort orderfrom ascending to descending.

&
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(] Colleague Goal [5]

| Add Options
[6)

Modified Date | Created ue Date Status

Displaying 1-12 of 12

6. Hoverthe mouse overa columnheadingto get the pull-down menuto add columns of goal related information
to this screen. Add the Status column so that the status of all goals are easily viewable.

Created [EDUB Date Status
opsig | 44 SoAscending
%} Sort Descending
9/25/18 ' % Complete
Weight
912518 Entered By
Medified Date
92817 Created Date
Due Date
w2817 [[] Start Date
[[] Category
9128117 [7] Completed Date
Status
9/21116 [F] Process
Adding Goals

1. Colleagues may collaborate with their manager outside of the Annual Review process and add goals to be

trackedin Saba/Halogen.
2. Theabove stepsare followed to access the Goal Section.
3. Selectthe Add button.
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Adda Goal Title. Thisisa requiredfield.

Add a description of the goal to be accomplished.

Update the date fieldsif known forthe goal being entered.
Update the Status of the goal.

Selectthe OK buttonto Add the new goal.
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Add Goal

Celleague: | Name

Weight: I:I

O - Tite: |

Description:

Linked To: @ None

@ Start Date:

[J Send me a reminder |7

Then every |7

@ Stats:
Percent Complete:

Last Medified: 11/25/18

Category: None

Due Date: Completed Date:

day(s) before the due date.

day(s).

Progress Flag
O @ onTrack O A AtRisk
O @ NotonTrack @ ® Mo Flag Set

6 OK Cancel

Updating Existing Goals

Selectthe Colleague Goal Title and the Goal Details window will open.

1.
2. Updatedates, ifapplicable.
3. Update Status, if applicable.
4. AddCommentsaboutgoal progress, if applicable.
5. SelectOKto save the updates.
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Goal Details

x

e * Title: |Advance Patient Experience |

Description:

Goal Related Behaviors:

Process:
Linked To:

e Start Date:

e Status:

Percent Complete:

Last Modified:
Comments

o Add a comment...

Goal: To improve Patient Experience as measured by HCAHPS (hospitals) or Press Ganey (medical
practices).

Outcome: We will achieve the HCAHPS or Press Ganey Scores based on the Performance v
Improvement Grid.

Throughout the year, collaborate or share with your leaders 1 or 2 ideas of how ITS might help A
improve our patients’ experiences within our HSHS ministries. Because the work you do on a daily

basis impacts our colleagues at the Local Systems who take care of our patients, please share the v

HSHS 2016 Annual Performance Review Process

& None Category: None
Due Date: Completed Date:
[ 5end me a reminder |7 day(s) before the due date.
Then every |7 day(s).

Completed v Progress Flag
O ® onTrack O A AtRisk

0% W
- O @ NotonTrack @ @ No Flag Set

9/21116 Created Date: 9/21/16

e | OK | | Cancel |
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