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HOW
TO SET
THE
GOALS?
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To align individual performance
To business priorities and plan how
to meet job related development

needs

To direct performance which will
deliver shareholdervalue

Toinvolve employees in To provide a framework for
Buisness planning & success measuring & rewarding success

WHYTo agreepriorities and make To providedirection & clarity of
decisions expectation

WE SET
GOALS?

BUSINESS REASONS INDIVIDUAL REASONS

To providemeasures of business To providechallange
and stretchAnd individual success

Tomobilize efforts and
Build committement To provideanchor for feedback

To supportpersonal
development
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Goals: Measurable outputs asked of a person in a given role

Ø A goal helps a unit, a business/function or the company achieve its

overall goals, including:

•Targets (financials, time, quality)

•Improvements (to such things as processes and client relations)

•Resolution of specific problems

•Innovation

•People management/supervisory responsibilities

•Key performance indicators (KPIs)

Ø Some goals take the form of projects; others are ongoing.

03



How to Write Smart Goals?

Exactly what
is my goal?

State
outcomes, not
activities, and

be precise.

What would a good
job look like?
Ensure it is

Is my goal
consistent with

wider team,
business/function
and global goals?

Is my goal Is my goal
traceable?

Specify target
dates,

timescales or
deadlines

realistic and
achievable? Do
we have the

right resources
to ensure that

these are

quantifiable in
numbers or
standards.

realistic?
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How to write SMART Goals | Defining Success Measures

When drafting goals, ask yourself:

§ How will I know that I have achieved this goal?

§ What will I see/what will happen if I achieve this goal?

§ What will the perfect outcome be if I achieve or exceed this goal?

05



Samriddhi – Main Window

GOAL
SETTING
USER
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Samriddhi – Main Window

Loginꢀ Toꢀ –ꢀ Samriddhiꢀ Moduleꢀ  
withꢀ yourꢀ Emailꢀ Id 
ꢀ  
https://samriddhi.airworks.in
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Samriddhi – Goal Setting

Onceꢀ loggedꢀ in, 
Clickꢀ onꢀ Samriddhiꢀ andꢀ inꢀ  
theꢀ dropꢀ downꢀ boxꢀ clickꢀ  
Goal Setting
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Samriddhi – Goal Setting

What are Measurables?
Measurable are responsibility areas that have been created to broadly cover all the roles that

are under the purview of the UNNATI program
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Unnati – Mandatory Goals

What are the different sub - categories of mandatory measurables?

• Customer(ꢀ Internalꢀ andꢀ Externalꢀ ) 
• Environmentꢀ Based 
• Reviewꢀ Mechanismꢀ  

• Functionꢀ Specificꢀ Measurables 
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Samriddhi – Non-Mandatory Goals

What are the different sub - categories of non - mandatory measurables?

• Customer(ꢀ Internalꢀ andꢀ Externalꢀ ) 
• Environmentꢀ Based 
• Operational 

• Peopleꢀ Basedꢀ /ꢀ Personalꢀ Traits 
• Functionꢀ Specificꢀ Measurables 
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Samriddhi – Goal Setting

What are Compulsory Measurables?
There are a set of measurables that have been mapped as compulsory to each role. The

targets against these compulsory measurables will be present in the system.
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Samriddhi – Goal Setting

What are Mandatory
Measurables?

Certain measurables
have been identified as
mandatory for each
role. Each of these
mandatory measurables
will be pre-defined and
targets need to be
entered against those
measurables.

The mandatory
measurables for various
subcategories according
to the user’s role is
available in the system.
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Samriddhi – Goal Setting

What are Non- Mandatory
Measurables?

Non-mandatory measurables are
measurables that are not
necessarily mandatory to be
chosen for the respective role;
however, can be selected in
case any particular measurable
is relevant to the role.

Identify which of these
Measurables (apart from the
Compulsory and Mandatory) are
relevant to the respective roles.

The non-mandatory measurables
for various subcategories
according to the user’s role is
available in the system.
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Samriddhi – Goal Setting

Importance of
EMPLOYEE INPUT

in Goal setting

• To make the goals
professional and
personnel specific

• Increase transparency

• To work on internal
improvements

• To give you an ownership
of your goals



Samriddhi – Goal Setting

How to develop functional roles and
responsibilities in your team?

1. Determineꢀ whatꢀ needsꢀ toꢀ getꢀ done.ꢀ Makeꢀ aꢀ listꢀ  
ofꢀ allꢀ theꢀ tasksꢀ thatꢀ needꢀ toꢀ beꢀ completed.ꢀ  

2. Identifyꢀ strengthsꢀ andꢀ weaknessesꢀ ofꢀ teamꢀ  
members. 

3. Referꢀ backꢀ toꢀ aꢀ teamꢀ member'sꢀ jobꢀ descriptionꢀ  
andꢀ identifyꢀ functionalꢀ goals. 

4. Getꢀ feedbackꢀ andꢀ timelyꢀ assessmentꢀ toꢀ beꢀ  
conducted. 
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Samriddhi – Goal Setting Window

Apart from the mentioned :

• The member can add any
number of employee
defined measurable.

• The member can add any
number of manager
defined measurables
respectively.
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Samriddhi – Goal Setting
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Samriddhi – Goal Setting

What is a Target?
A target is the result that we want to achieve. This can be a number or a statement, etc. The type
of target that has to be set, is defined in the application against each measurable. However,
certain measurables have been pre-defined as Compulsory or Mandatory. The Compulsory Targets
will be input into the system for the employee to see and cannot be changed by them.



Samriddhi – Goal Setting

How do we set
targets against these

Measurables?

Once the measurables
are identified, select theꢀ  

target type from the
drop down provided and
mention the target
accordingly.

Select Target

ꢀ  
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Samriddhi – Goal Setting

1 

Selectꢀ theꢀ  
categoryꢀ fromꢀ theꢀ  
dropꢀ downꢀ onꢀ theꢀ  

measurables 

2 

Setꢀ theꢀ targetꢀ  
accordingꢀ toꢀ theꢀ  

targetꢀ type 

2

1 3 

Setꢀ theꢀ weightageꢀ  
accordingly 
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Samriddhi – Goal SettingUnnati – Goal Setting

Adding Mandatory Goals
• The Mandatory Targets need to be entered by employee.
• Select the Category for Mandatory Goals.
• Add the weightage accordingly.20



Samriddhi – Goal Setting

Adding Non-
Mandatory Goals

The non-mandatory
measurables and the
targets as well as the
target types need to be
entered by the
employee.

1 2 3 4 5 

Selectꢀ theꢀ  
appropriateꢀ  
measurableꢀ  
fromꢀ theꢀ  

Inꢀ caseꢀ youꢀ wantꢀ toꢀ  
addꢀ aꢀ Functionꢀ  
drivenꢀ measurable,ꢀ  
selectꢀ “Functionꢀ  
Specific”ꢀ fromꢀ theꢀ  
dropꢀ down 

Typeꢀ inꢀ theꢀ  
measurableꢀ  
andꢀ theꢀ  

Selectꢀ theꢀ  
targetꢀ typeꢀ  
fromꢀ theꢀ  

Addꢀ theꢀ  
targetꢀ andꢀ  
theꢀ  
weightageꢀ  
andꢀ save. 

description. dropꢀ down. 
21
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Samriddhi – Goal Setting

Job profile specific measurables and weightage
The minimum measurables required will vary as per your job role .

The mandatory and non-mandatory goals should be aligned accordingly, to match the 100% weightage.



Samriddhi – Goal Setting

• Sum of Weightages are predefined in the system and th
system will prompt in case of mis-match.

• Revisit the goals under mandatory and non-mandatory
categories and make the changes as required match the
preset criteria.
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Samriddhi – Goal Setting

Clickꢀ theꢀ pencilꢀ iconꢀ  
onꢀ theꢀ respectiveꢀ goalꢀ  
toꢀ editꢀ it. 

Onceꢀ changesꢀ areꢀ  
madeꢀ clickꢀ onꢀ Update
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Samriddhi – Goal Setting

Toꢀ reviewꢀ yourꢀ  
goals,ꢀ clickꢀ onꢀ  
Review all Goals

Checkꢀ yourꢀ goalsꢀ  
beforeꢀ finalizingꢀ  
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Samriddhi – Goal Setting

Saveꢀ goalsꢀ andꢀ Finalize.

Clickꢀ “OK”ꢀ toꢀ Finalize. 
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Samriddhi – Goal Setting

Goalsꢀ areꢀ Finalized
Successfully
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Samriddhi – Goal Setting

Theꢀ Approverꢀ nameꢀ isꢀ highlightedꢀ inꢀ Blue
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Samriddhi – Goal Setting

Important to
remember

• Goalsꢀ onceꢀ finalizedꢀ cannotꢀ beꢀ  
edited. 

• Onceꢀ goalsꢀ finalized,ꢀ itꢀ willꢀ furtherꢀ  
moveꢀ forꢀ manageꢀ approval. 

• Managerꢀ haveꢀ theꢀ optionꢀ forꢀ  
rejectionꢀ andꢀ ꢀ approvalꢀ ofꢀ allꢀ goals. 

• Selfꢀ assessmentꢀ willꢀ beꢀ doneꢀ byꢀ theꢀ  
employeeꢀ andꢀ ratifiedꢀ byꢀ theꢀ  
reportingꢀ managerꢀ basisꢀ theꢀ goalsꢀ  
set. 

• Theꢀ achievementꢀ willꢀ haveꢀ toꢀ beꢀ  
notedꢀ againstꢀ theꢀ targetsꢀ inꢀ theꢀ  
system. 
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Samriddhi – Goal Approval

GOAL
APPROVAL
MANAGER
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Samriddhi – Goal Approval

• Loginꢀ intoꢀ theꢀ Samriddhi website. 
• Clickꢀ onꢀ Samriddhi .ꢀ  
• Fromꢀ theꢀ dropꢀ downꢀ menuꢀ chooseꢀ Approval
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Samriddhi – Goal Approval

• Click on Goal Approval.
• For approving the goals submitted by team members , from the drop

down list select the employee.
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Samriddhi – Goal Approval

Thereꢀ areꢀ 4ꢀ optionsꢀ  
availableꢀ onꢀ theꢀ topꢀ rightꢀ  

cornerꢀ ofꢀ theꢀ screenꢀ  

Send back
selected

Freeze
selected

Approve All Save
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Samriddhi – Goal Approval

• You can view the goals in detail by clicking the ‘+’ symbol on the left
side.

• If there are no changes to be made, Click on Approve All to approve all
the submitted goals.
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Samriddhi – Goal Approval

You have approved the employee goals successfully.
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Samriddhi – Goal Approval

Makeꢀ theꢀ requiredꢀ  
changesꢀ  If there are changes to be made by the employee and

you have to send back a few goals for correction

Addꢀ theꢀ remarksꢀ inꢀ  
theꢀ highlightedꢀ boxꢀ  

Tallyꢀ theꢀ weightageꢀ  
andꢀ tickꢀ checkꢀ boxꢀ ꢀ  

accordingly 

Save theꢀ inputꢀ &ꢀ  
Clickꢀ onꢀ Send back

Selected
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Samriddhi – Goal Approval

Note :
Youꢀ canꢀ addꢀ theꢀ Approver
Overall input andꢀ Assign
Additional goalsꢀ toꢀ theꢀ  
employeeꢀ beforeꢀ sendback

Youꢀ canꢀ alsoꢀ clickꢀ onꢀ theꢀ  
Freeze selectedꢀ optionꢀ toꢀ  
freezeꢀ theꢀ goalsꢀ thatꢀ shouldꢀ  
notꢀ beꢀ editedꢀ furtherꢀ byꢀ theꢀ  
userꢀ beforeꢀ selectingꢀ  
sendback
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Samriddhi – Goal Approval

The selected inputs will be sent back to the respective
employees for correction and resubmission
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GOAL
RESUBMISSION
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Samriddhi – Goal Resubmission

Onceꢀ theꢀ employeeꢀ getsꢀ aꢀ sendꢀ backꢀ notificationꢀ fromꢀ theꢀ manager,ꢀ theꢀ  
mentionedꢀ inputsꢀ needꢀ toꢀ beꢀ changedꢀ respectivelyꢀ asꢀ perꢀ requirement 
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Samriddhi – Goal Resubmission

Updateꢀ theꢀ  
goals 

Tallyꢀ weightageꢀ  
andꢀ Review all

goals again 

Clickꢀ onꢀ Finalize
toꢀ resubmitꢀ theꢀ  
updatedꢀ goals 
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Samriddhi – Goal Setting

Onceꢀ yourꢀ Goalsꢀ getsꢀ anꢀ Approvalꢀ ,Theꢀ  
Approverꢀ nameꢀ isꢀ highlightedꢀ inꢀ Green
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Samriddhi – Self Assessment

SELF
ASSESSMENT
USER
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Samriddhi – Self Assessment

Onceꢀ loggedꢀ in, 
mriddhi andꢀ inꢀ theꢀ dropꢀ downꢀ boxꢀ clickꢀ Self Assessment
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Samriddhi – Self Assessment

Rating scale
• Thisꢀ screenꢀ popsꢀ upꢀ forꢀ theꢀ userꢀ toꢀ understandꢀ theꢀ objectiveꢀ ofꢀ eachꢀ ratingꢀ rangingꢀ fromꢀ  

1ꢀ toꢀ 5ꢀ dependingꢀ onꢀ whichꢀ theꢀ Approvalꢀ canꢀ beꢀ finalized 
• Note : For using rating 3,4 and 5 you must have a strong reason which can be evaluated

objectively
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Samriddhi – Self Assessment

Fill the Rating, Achievement and Assessment, Assessment input and the required
supporting records as attachment against each Goal set in the Goal Setting exercise.

• Theꢀ goalsꢀ againstꢀ whichꢀ thereꢀ areꢀ specificꢀ inputsꢀ willꢀ haveꢀ toꢀ beꢀ backedꢀ byꢀ data. 
• ꢀ Inꢀ caseꢀ theꢀ discrepancyꢀ arisesꢀ dueꢀ toꢀ absenceꢀ ofꢀ anyꢀ supportingꢀ data,ꢀ theꢀ sameꢀ willꢀ  

haveꢀ toꢀ beꢀ resolvedꢀ throughꢀ discussionꢀ withꢀ yourꢀ manager. 
46



Unnati – Self Assessment

Fileꢀ Attachments 
Youꢀ canꢀ uploadꢀ oneꢀ orꢀ  
moreꢀ filesꢀ forꢀ eachꢀ  
Selfꢀ –ꢀ Assessmentꢀ  
subcategory 

Chooseꢀ theꢀ respectiveꢀ  
attachmentsꢀ withꢀ  
respectꢀ toꢀ yourꢀ  
assessmentꢀ  
measurableꢀ fromꢀ yourꢀ  
foldersꢀ andꢀ clickꢀ  
Upload
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Samriddhi – Self
Assessment

Selectꢀ theꢀ assessmentꢀ levelꢀ -ꢀ Delivered, Partially Delivered or Not
Delivered forꢀ eachꢀ Goalꢀ  
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Samriddhi – Self Assessment

Ifꢀ youꢀ selectꢀ partially delivered orꢀ not delivered inꢀ thisꢀ quarterꢀ thenꢀ theseꢀ goalsꢀ willꢀ beꢀ  
addedꢀ toꢀ yourꢀ nextꢀ quarterꢀ goals. 
• Ifꢀ youꢀ selectꢀ Partially delivered,ꢀ thenꢀ theꢀ ratingꢀ willꢀ beꢀ limitedꢀ toꢀ 2. 
• Ifꢀ youꢀ selectꢀ Not delivered,ꢀ thenꢀ theꢀ ratingꢀ willꢀ beꢀ limitedꢀ toꢀ 1. 
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Samriddhi – Self Assessment

Compulsory goals are non editable for the users.
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Samriddhi – Self Assessment

Toꢀ reviewꢀ yourꢀ selfꢀ –ꢀ  
assessment,ꢀ clickꢀ onꢀ  
Review all
Assessment

Checkꢀ theꢀ self-ꢀ  
assessmentꢀ beforeꢀ  
finalizingꢀ  
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Samriddhi – Self Assessment

• Noteꢀ :ꢀ Youꢀ canꢀ alsoꢀ addꢀ anꢀ Overall input andꢀ Overall attachmentforꢀ your 
ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ ꢀ selfꢀ –ꢀ assessmentꢀ beforeꢀ finalizing 
• Onceꢀ allꢀ Goalsꢀ areꢀ filledꢀ withꢀ Achievementꢀ details;ꢀ clickꢀ theꢀ Finalize button. 
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Samriddhi – Self Assessment

Yourꢀ Selfꢀ Assessmentꢀ isꢀ Saved Successfully.ꢀ  
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Samriddhi – Self Assessment

Theꢀ Approverꢀ nameꢀ isꢀ highlightedꢀ inꢀ Blue
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Samriddhi – Self Assessment Approval

ASSESSMENT
APPROVAL
MANAGER
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Samriddhi – Goal Approval

• Loginꢀ intoꢀ theꢀ Samriddhi website. 
• Clickꢀ onꢀ Samriddhi .ꢀ  
• Fromꢀ theꢀ dropꢀ downꢀ menuꢀ chooseꢀ Approval
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Samriddhi – Assessment Approval

• Click on Assessment Approval.
• Select the employee who’s self assessment you want to approve
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Samriddhi – Self Assessment

Rating scale
Thisꢀ screenꢀ popsꢀ upꢀ forꢀ theꢀ managerꢀ toꢀ understandꢀ theꢀ objectiveꢀ ofꢀ eachꢀ ratingꢀ  

rangingꢀ fromꢀ 1ꢀ toꢀ 5ꢀ forꢀ finalizingꢀ theꢀ approval. 
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Samriddhi – Assessment Approval

Thereꢀ areꢀ 3ꢀ optionsꢀ  
availableꢀ onꢀ theꢀ topꢀ rightꢀ  

cornerꢀ ofꢀ theꢀ screenꢀ  

Send back
selected

Approve All Save
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Samriddhi – Assessment Approval

If there are no changes to be made, Click on Approve All to approve all
self-assessed goals
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Samriddhi – Assessment Approval

You have approved the self-assessed goals successfully.
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Samriddhi – Assessment Approval

If there are changes to be made by the employee and you have
to send back a few self – assessed goals for correction

Makeꢀ theꢀ requiredꢀ  
changesꢀ  

Addꢀ theꢀ remarksꢀ inꢀ  
theꢀ highlightedꢀ boxꢀ  

Tickꢀ theꢀ checkboxꢀ  
accordinglyꢀ ꢀ andꢀ  

Clickꢀ onꢀ Send back
Selected
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Samriddhi – Assessment Approval

The selected inputs will be sent back to the respective
employees for correction and resubmission
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SELF-ASSESSMENT
RESUBMISSION
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Samriddhi – Self-assessment Resubmission

• Onceꢀ theꢀ employeeꢀ getsꢀ aꢀ sendꢀ backꢀ notificationꢀ fromꢀ theꢀ manager,ꢀ theꢀ Returnedꢀ  
self-assessedꢀ inputsꢀ needꢀ toꢀ beꢀ changedꢀ respectivelyꢀ asꢀ perꢀ requirementꢀ . 

• Theꢀ userꢀ canꢀ viewꢀ theꢀ returnedꢀ goalꢀ detailsꢀ fromꢀ theꢀ drop-downꢀ whichꢀ appearsꢀ byꢀ  
clickingꢀ theꢀ ‘+’ꢀ onꢀ theꢀ leftꢀ sideꢀ  
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Samriddhi – Self-assessment Resubmission

Updateꢀ theꢀ self- 
assessment 

Tallyꢀ weightageꢀ andꢀ  
Review all

Assessment again 

Clickꢀ onꢀ Finalize toꢀ  
resubmitꢀ theꢀ  
updatedꢀ self- 
assessment 
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Samriddhi – Self-assessment Resubmission

Onceꢀ yourꢀ Self-assessmentꢀ getsꢀ anꢀ Approvalꢀ ,Theꢀ  
Approverꢀ nameꢀ isꢀ highlightedꢀ inꢀ Green
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TYPES
OF ERRORS
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Samriddhi – Types of errors

Employee input is same
Makeꢀ sureꢀ theꢀ Employeeꢀ inputꢀ isꢀ enteredꢀ asꢀ perꢀ your 

ꢀ goalꢀ targetsꢀ andꢀ remainsꢀ non-repetitive 

SAMPLE

69



Samriddhi – Types of errors

Mismatch in target and employee input
Makeꢀ sureꢀ yourꢀ targetsꢀ areꢀ alignedꢀ asꢀ perꢀ theꢀ descriptionꢀ andꢀ employeeꢀ input 

SAMPLE
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Samriddhi – Types of errors

Inappropriate targets
Specifyꢀ yourꢀ targetsꢀ asꢀ perꢀ theꢀ Targetꢀ typeꢀ mentioned 

SAMPLE 1

SAMPLE 2
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Samriddhi – Types of errors

Target is same
Makeꢀ sureꢀ toꢀ setꢀ yourꢀ targetsꢀ asꢀ perꢀ yourꢀ specificꢀ goalsꢀ andꢀ inputs 

SAMPLE

72




