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Performance Development Plan



Create a Performance Development Plan

 Anytime Document allows the line/talent manager to provide constructive feedback about the 
employee’s performance, and to focus on progress toward goals

 Employees acknowledge receipt of the Anytime Document

 CV360 records the date of the Anytime Document completion



The 
Performance 
Management 

Process

• Manager creates Performance 
Development Plan for employee

• Manager completes Manager 
Questionnaire to establish goals and 
comments on employee progress 
towards goals

• Manager completes all relevant sections 
in consultation with Talent Approver and 
submits Performance Development Plan 

• Employee completes the Employee 
Questionnaire acknowledging receipt of 
Performance Development Plan and 
submits



Create a Performance Development Plan

On the home page, navigate to My Team1

2 Select Show More



Create a Performance Development Plan

Select the Performance Quick Action from the 
Career and Performance section3



Create a Performance Development Plan

Select employee’s name4



If an employee name does not appear 
-or-

If a former employee’s name is included in the current list

Contact Department Admin/Payroll Coordinator for assistance to update Talent 
Manager designation.

Troubleshooting



Create a Performance Development Plan

In the Performance 
Documents section, 

select the +Add button
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Create a Performance Development Plan

9

Choose the Review Period and select appropriate 
Performance Development Plan document name6



Create a Performance Development Plan

7
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Ensure the correct name 
appears in the Manager field

Note: The Start 
Date and End 

Date fields must 
correspond to the 
appropriate PDP 

timeframe



Create a Performance Development Plan

Select the 
Submit button

11
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Performance Development Plan
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Enter Purpose, Start 
Date the End Date of 

PDP

Note: The Start 
Date and End Date 
must correspond 
to the term of the 
PDP. The term can 

be extended, if 
necessary.



Performance Development Plan
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Manually enter 
(free text or 
copy/paste) 

Performance Goal 
information in the text 

box and select the 
appropriate Targeted 

Competencies

Note: There are five identical Performance Goals sections. Only 
Performance Goal 1 is required.



Performance Development Plan
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Document the applicable 
actions or workplace 

behaviors the employee 
must approve and include 
any relevant attachments

Repeat for each 
Performance Goal  

(allowed a maximum of 5)



Performance Development Plan
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Document the applicable 
support and resources to 

be provided to the 
employee and include any 

relevant attachments

Repeat for each 
Performance Goal  

(allowed a maximum of 5)



Performance Development Plan
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Document the activities and 
progress completed by the 
employee and include any 

relevant attachments

Repeat for each 
Performance Goal  

(allowed a maximum of 5)



Performance Development Plan
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Select the Final Status for 
the Performance Goal.

Repeat for each 
Performance Goal  

(allowed a maximum of 5)



Performance Development Plan
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At the bottom of the section, 
select Save and Close

Note:
 Selecting Save and Close saves the document for ongoing editing until it is submitted.

Selecting Cancel does not auto save any changes.



Adding Attachments
Performance Development Plan
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In the Attachments section, 
upload any supporting 

documentation 
then select Save

Examples: previously completed manual evaluations, etc.



Submitting the completed Performance Development Plan
Performance Development Plan
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At the top of the page select Submit

Note: Once the Performance Development Plan has been submitted, 
it can no longer be edited!
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