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Frequently Asked Questions (FAQs)

What is the time period for the annual Performance Reviews?
January 1°t— December 31%, 2016

Who participates in the annual Performance Review?

All Non-Exempt level employees and above (excluding hourly employees)
including temporary and interns on Polaris’ payroll hired on or before
12/1/16. Employees hired as of 12/2/16 will not receive a Performance
Review in Workday.

How much can | write in the open text boxes?

You can enter an unlimited amount of text in the text boxes. However, we
want to make sure you focus on conciseness and quality rather than writing
unnecessary details in the text box.

Does Workday have spell-check?

No. if you want to ensure you are spelling words correctly, we recommend
starting in a word document and then cut and paste text into the text boxes
within Workday.

Once | submit my Career Profile, where can | view, edit, and/or add
additional career information?

1. Navigate to your Employee Profile by clicking on your name/picture in
the upper-right hand corner. Click on View Profile. 2

On behalf of: John Doe

. On behalf of: John Doe
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2. From the menu on your profile, click on the Career tab

Job Details Manager History Management Chai Organizations Support Roles Worker History

3. Navigate to the section(s) you wish to edit.

In regards to short-term relocation, are you asking if | will be ready to
move in 0-12 months, or if | am willing and able to move right now for 0-
12 months?

We are asking if you are willing and able to move right now if a short-term
assignment was offered for 0-12 months.

In regards to long-term relocation, are you asking if | will be ready to move
in 12+ months or if | am willing and able to move right now for 12+
months?

We are asking if you are willing and able to move right now for 12+ months.

How do I view and print my current and/or past Performance Reviews?

1. To view a consolidated list of all active goals, click on the Performance
worklet from the Workday homepage
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General Workday Navigation

2. Under My Reviews, you will see a list with your current and past
Performance Reviews. Select the review you wish to view/print.

View My Reviews

Goals (2016) Employee Review: 01/01/2016-12/31/.

2015 Performance Review: 01/01/2015- 12/31..

Do I have to acknowledge my Performance Review in Workday if | don’t
agree with the information my manager entered?

Yes. The acknowledgment step does not mean you agree with what your
manager entered. Rather, you are stating you have taken part in the
process. If you don’t agree with the information entered in your annual
Performance Review, we recommend you discuss with your manager and/or
HR Business Partner. You also have the option to add comments when

completing the acknowledgement step. ?

2016-2017 Performance Year (Last Updated 2/23/17)

» POLARIS

workday.

If ’'m not mobile today but will be in 3+ years, can | be classified as a High
Potential?

No. Since there are many factors that feed into determining potential
(mobility being one of them), this rating is dynamic and can be updated at
any time throughout the year. If you are not mobile now, you would not
receive the High Potential rating. If/when that changes for you, you would
have the opportunity to be rated High Potential in consideration with all of
the High Potential criteria.

To be classified as a High Potential am | required to be globally mobile?
Yes, in most cases. The High Potential rating indicates high mobility without
a lot of restrictions. However, there are many critical roles within each
country so it will depend on the type of role you are in and aspire to bein.
Our business strategy will drive where future positions will be located and
the types of experience needed for these roles. Some will require global
experience, some may not.

If | agree to unrestricted mobility, will | have the opportunity to evaluate
opportunities before | accept the position?

Yes, you will have the opportunity to evaluate the opportunity in total.
Having said that, we do not want individuals to say they are open to
mobility, when they really aren’t. We want an open dialogue between
manager and employee so we can understand the lay of the land and
strategize to match business needs with individual career paths as we
evolve to an $S8B organization.



General Workday Navigation
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When navigating the system, please use the Next and Back buttons found at

the bottom of the page. DO NOT use the back button located in your

Note: Workday is an easy, intuitive system to use. Many of the same browser.

icons will be used throughout the different steps of the performance Back E
management process.

We recommend using the Guided Editor when you start each portion of the

performance review until you become familiar with the system. Add
1. Use the Add icon to add information on a page.
2. To search a pre-populated list, click on the Prompt icon “— | to search
options.
3. Click the Save icon to save the information you added.
4. Click the Undo icon to remove the most recent data entered.

Go to Guided Editor

& simple step-by-step guide

Fields with a red star * are required to be filled out before
you can move on.

You may easily navigate through different sections of your career profile

o

and/or performance review by using the Dropdown Arrow in the

section header at the top of your page. You may also use the golden arrows

to go to the Previous section |:| or the Next section |:|

Core Va\ue

D D back in to edit the information. Click the Edit Pencil to edit.
2016 Performance Goals . . . . .
If you wish to delete the information you entered, click the Delete icon

1. Once you have added a record and clicked out of the box you can go

n

Strengths and Development Needs

found next to the pencil within each record added.

Career
Overall

Summary
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General Workday Navigation

1. You do not need to complete the Career Profile or Performance Review
in one sitting. Information is saved in Workday as you add it.

You're leaving this task. Your changes are saved.

Cancel

2. When you log back into the system and return to your Career Profile or
Performance Review, click on the Continue where | left off button.

Continue where | left off

A simple step-by-step guide

Note: If you have saved information to complete at a later time, please
remember to go back in and submit your information once it is
complete, as it is not visible to HR or your Manager until submitted.

2016-2017 Performance Year (Last Updated 2/23/17)
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Please remember to use the “Save for Later” button so
you do not lose any content. Workday will automatically log
you out after being inactive for 5 minutes. If your content
has not been saved, you may lose it.

Click here to view Contact

Information
General
Arrow Click to view options
Checkbox Click to select (you can select multiple items)
Delete lcon Click to delete information/fields

FOEEREEDE

Dropdown Arrow
Edit Pencil
Prompt lcon
Save lcon

Select Button

Undo Icon

Navigation

Qe

Next Section

Previous Section

Activity Stream

() () (=)

Gray Comment Box

Gray Comment Box
with Lines

Orange Comment Box

Click to view additional details/fields

Click to edit information

Click to view options

Click to save information

Click to select (vou can only select one option)

Click to undo recently entered information

Click to move to the next section

Click to go back to the previous section

There are no camments on this goal’s Activity Stream
There are existing comments on this goal’s Activity Stream

There are existing comments on this goal’s Activity Stream

;



Completing Your Career Profile

Add/Update External & Internal Job History

You can upload your education directly by importing a copy
of your résumé. Click Here for instructions.

1. You will receive a task in your Workday Inbox to complete your Career

Profile. Under My Account click on Inbox.

(1

On behalf of: John Doe

I On behalf of: John Doe I
View Profile

Home

[ Inbox o ]

Notifications

2. Select the Update Profile: 2016 Career Profile task under Actions in
your Workday Inbox.

Actions 1 Archive

Wiewing: All e Sort By: Newest e o

[Update Profile: 2016 Career Profile: John Doe

2016-2017 Performance Year (Last Updated 2/23/17)
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3. Inorder to complete your Career Profile step-by-step, click on Go to
Guided Editor.

Go to Guided Editor

& simple step-by-step guide

4. Inthe Job History section, enter your external and internal (Polaris) job
history information.

5. Under Job History click the Add icon.
Job History

Add

6. Enter your Job Title:

Job Title *




Completing Your Career Profile

7. Enter the Company name. Click the Prompt icon | under
Company and start typing the Company name into the search bar. Hit

‘enter’ to pull up search results and select the correct option.

» POLARIS | [\ day

10. Click the Arrow

next to Details to add additional job information.

v Details

éponsibilities and Achievements \

Company *

Create New

Location

Reference

8. If the company name does not appear, check the box under Create
New.

Contact Information
Company *

Note: You will only need to enter information under Responsibilities
and Achievements & Location. Adding a Reference and Contact
Information is not required.

Create New

9. Enter the position start date and end date (if applicable).

11. To edit a previously entered position, click the Edit pencil to the
Start Date % right of the job, and adjust the information as necessary.
| ETRE=]
12. When you are done entering information related to this position, click the
End Date
Y, =l Save icon to save the information you just added.

13. Click the Undo icon to remove the most recent data entered.
14. If you would like to add another position, click Add at the bottom of the
page, and repeat the steps above.

15. When you have completed this section, click the Next button.

2016-2017 Performance Year (Last Updated 2/23/17) 7
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Completing Your Career Profile

In this section you will capture critical work experiences, such as global 3. Click the Prompt icon under Experience Level and select the
assignments, experience working with mergers & acquisitions, etc. appropriate option.
Experience Level
Note: Work experience options are liminted to the pre-populated list -
provided. If none apply, leave this section blank. 0-1Year
1-2Years
1. Under Work Experience click the Add icon.
3-5Years
Work Experience o Vemrs
Add
16. Under My Account click on View Profile
— On behalf of: John Doe
2. Click the Prompt icon L—1 under Work Experience to view the list of
work experience options. You are only able to enter one at a time. Use I ghalf of: John Doe I
the Select button to choose the correct option.
Home
Work Experience & - o o
. —
| fiafc u| Notifications
Assignment on Cross A
Functional Teams
. > . .
Change Management 17. Click the Arrow next to Details to add any comments related to this
Experience experience (optional).
Distribution Center
Experience 18. When you are done entering information related to this experience, click
Emerging Market Experience
the Save icon to save the information you just added.
International Assignment
Involvement in Global 19. If you would like to add additional work experiences, click Add at the
—J Projects bottom of the page, and repeat the steps above.

20. When you have completed this section, click the Next button.
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Completing Your Career Profile
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] ] ] ] 3. Click the Prompt icon L—lunder Job Profile:
You can upload your education directly by importing a copy a. Start typing the name of the school in the Search bar.
of your résumé. Click Here for instructions. b. Search a list of schools by State/Province. Click the
State/Province the school is located in, and search a list of

schools for that State/Province alphabetically.
Note: List schools in chronological order, beginning with your High c. Search alist of all schools alphabetically by clicking
School diploma.

Use the Select button to choose the correct school.
1. Under Education click the Add icon. School *
Education =
By State/Province >
Add
All >
| |

2. Enter the Country this school is located in. United States of America is
the default country. If this is correct, move onto the next step. To change
the country, click the X to remove United States of America. Click the

Note: In order to add your High School information, you will need to
check the Checkbox next to Other. High Schools are not included in
the pre-populated list.

Prompticon L under Country and use the Select button to choose
the country the correct location. ) ) =
Cauntry % 4. Click the Prompt icon under Degree and use the Select button to
ountry p— . .
rited Sttes o merica | =) choose the Degree you received from this school.
Afahanist Degree Technical
ghamistan ~
Aland lslands General Equivalency Diploma
U (GED)
Albania
High School (HS)
Algeria
Associate
American Samoa

Bachelor
Master

Master of Business
Administration (MBA)

Doctor of Philosophy (PhD)

Juris Doctorate (JD)

2016-2017 Performance Year (Last Updated 2/23/17) 9




Completing Your Career Profile
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5. Click the Prompt icon L ur_1der Field of Study and use the Select 9. To edit a previously entered school, click the Edit pencil to the
button to choose the correct Field of Study. right, and adjust the information as necessary.
Field of Study
= Accounting 10. If you would like to add another school/degree, click Add at the bottom of
the page, and repeat the steps above.

Actuarial Science
Advertising 11. When you have completed this section, click the Next button.
Aerospace Engineering

African-American Studies

African Languages,
Literatures, and Linguistics

6. Enter the last year you attended this school:
Last Year Attended

>
7. Click the Arrow next to Details and add the Degree Received, first

year you attended (optional), and GPA (optional).

« Details

Degree Received
| v]

First Year Attended

===

-

Grade Average

8. When you are done entering information related to this school/degree,

click the Save icon to save the information you just added.
2016-2017 Performance Year (Last Updated 2/23/17) 10




Completing Your Career Profile
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4. Enter the Completed On date if you are aware of it. Note:

In this section you will add trainings you have completed that directly apply to Month/Day/Year are all required if you enter a date.
your career and future job interests. Training Type *
Communication Skills b

1. Under Training click the Add icon.

TFE]II"IIFIQ Training Name *
ABCM Company Compliance Training

Add

Completed On
01/09/2007 B ]

2. Click the Dropdown arrow under Training Type and select the
appropriate training/category from the pre-populated list.

Training Type # . > . . .
e vpe | 5. Click the Arrow next to Details and add a description and duration
| I ~ if the training (optional).
ﬂ}hange Management \ A De‘[a”s
Communication Skills Description
(O —— -~
Compliance !
Finance Training Duration
[ e Y
Global/Culture !
Hourly Performance Review 6. When you are done entering information related to this training program,
Q_eadermip ) i . . X .
click the Save icon to save the information you just added.
3. Under Training Name, enter the name of the training.
7. To edit a previously entered training, click the Edit pencil to the
Note: For core Polaris trainings (i.e. PLDP, SAPL, Next Generation, right, and adjust the information as necessary.
etc.) please enter “Polaris” as the course name in the Training Name 8. If you would like to add another training, click Add at the bottom of the
field: page, and repeat the steps above.

Training Type *

| , , 9. When you have completed this section, click the Next button.
PLDP 1 - Polaris Leadership Dev..

Training Name *

Polaris

2016-2017 Performance Year (Last Updated 2/23/17) 11




Completing Your Career Profile

In this section you will add your language abilities and overall proficiency for
each language.

Note: Add all languages that apply, including your native language.

1. Under Language click the Add icon.
Languages

Add

2. Click the Prompt icon under Language and use the Select button to
select an option.

Language #*
0 =

Arabic A

Bengali
Czech
Danizh

English

3. For each language entered, you are required to enter an Ability level.

Click the Prompt icon L under Ability, then select the appropriate

Overall Ability using the Select button
Ability # & Overall

Overall: Advanced

Overall: Beginner

Overall: Fluent

Overall: Intermediate

2016-2017 Performance Year (Last Updated 2/23/17)
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workday.

When you are done entering information related to each language,

click the Save icon to save the information you just added.

To edit a previously entered language, click the Edit pencil to
the right, and adjust the information as necessary.

If you would like to add another language, click Add at the bottom of
the page, and repeat the steps above.

When you have completed this section, click the Next button.

&)



Completing Your Career Profile

In this section you will add any applicable certification(s) you have achieved.

(next).

Note: If you have any patents, you will add them in the Awards section

1. Under Certifications click the Add icon.

Certifications

Add

2. Enter the Country where this certification was achieved. United States of
America is the default country. If this is correct, move onto the next step.
To change the country, click the x to remove United States of America.

Click the Prompt icon

under Country and use the Select button

to choose the correct location.

Country %

E United States of America

Afghanistan
Aland Islands
Albania
Algeria

American Samoa

B

2016-2017 Performance Year (Last Updated 2/23/17)
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Click the Prompt icon under Certification and find the certification
name either by typing in the , searching by Issuer,
searching by Country Region, searching for an international
certification on the Global menu, or by searching All alphabetically.

Use the Select button to choose the correct certification.
[Eertiﬁcati{:n *
By lzsuer >
By Country Region >
Global >
All *

Use the New Certification checkbox to add a new certification, and
enter the Name and Issuer.

New Certification
Mame * N

Communication Certification

Issuer *

US Communication Board
\ J

Enter the Issued Date and Expiration Date (if applicable)
Issued Date

/0D / E
Expiration Date
/0D / ==

&) -



Completing Your Career Profile

6. To edit a previously entered certification, click the Edit pencil
to the right, and adjust the information as necessary.

7. When you are done entering information related to each certification,

click the Save icon to save the information you just added.
8. Click the Undo icon to remove the most recent data entered.
Add
9. If you would like to add another certification, click Add

at the bottom of the page, and repeat the steps above.

10. When you have completed this section, click the Next button.

2016-2017 Performance Year (Last Updated 2/23/17)
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In this section you will add any applicable work related awards and/or patents
you have earned.

1. Under Awards click the Add icon.

Awards

Add

2. Click the Prompt icon under Type, and use the Select button to
categorize as either an Accomplishment or an Award.

Type *
I B

Accomplishment

Award

3. Enter the Title of the award/accomplishment.
Title *

Sponsor/lssuer

4. Enter the name of the institution/organization that issued the
award/accomplishment in the Sponsor/lssuer box.

Title *

Sponsor/lssuer

e



Completing Your Career Profile

5. Enter the date the award/accomplishment was received in the Start Date

field. You can disregard the End Date field under Details.

1. To edit a previously entered award, click the Edit pencil to the
right, and adjust the information as necessary.

2. When you are done entering information related to each certification,

click the Save icon

3. Click the Undo icon

to save the information you just added.

to remove the most recent data entered.

Add

4. If you would like to add another award, click Add at the
bottom of the page, and repeat the steps above.

5.  When you have completed this section, click the Next button.

2016-2017 Performance Year (Last Updated 2/23/17)
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After entering your information for each step in the Career Profile process,
you will be taken to the Career Profile Summary page. Here, you will see a
summary of your entire updated Career Profile. Be sure to read through all
of the information and ensure that it is correct and up-to-date. Use the Edit

pencil to make any necessary changes. After you have confirmed that

the information is accurate and up-to-date, click Submit at the bottom of
the page.

Once | submit m
Career Profile, where

can | view, edit, and/or

add additional career

information?

&) -



Completing Your Career Profile

(After
12/22/2016)
You can update your Job History and Education using “Upload My
Experience” by uploading a copy of your résumé into Workday.

1. Navigate to your Employee Profile by clicking on your name/picture in
the upper-right hand corner. Click on View Profile.

On behalf of: John Doe

On behalf of: John Doe

2. From the menu on your profile, click on the Career tab

Benefits. Pay ime Off Contact Personal Performance l Carees

3. Under the Professional Profile tab, click on “Upload My Experience”

Contact Personal Performance Career

rience Career Interests Job Interests Travel Relocation

Complete your profile in minutes.

Upload My Experience

4. You will be asked to upload a file. Click on Select files.

Drop file here

or

Select files

2016-2017 Performance Year (Last Updated 2/23/17)
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5. Select your résumé document and click Open.

/=) Choose File to Upload
A
@Uv| . » Computer v kchris (\\polarisind.com\Homes$\Medina) (

Organize « Mew folder

. Mame
Wi Favorites

Bl Desktop ﬂg John Doe Resume.docx l

1= Recent Places

m

4 Downloads
& OneDrive i

Once the document has been uploaded, click OK.

You will be asked to review your Education and Job History. Use the

Edit pencil to make any necessary changes. Once you have
confirmed that the information is accurate and up-to-date, click Submit
at the bottom of the page.

Note: This process will complete the Job History and Education
portions of your Career Profile. You will still need to update the
remaining portions of the Career Profile through the Action in your
Workday Inbox. For instructions on completing this additional
information, click here.




Completing Your Self-Evaluation @ POLARIS w@oy

Complete Self-Evaluation 3. Review the description for how to complete the Self-Evaluation.

1. You will receive a notification in your Workday inbox to complete a self- mplete Self Evaluation Self Evaluation: 2016 Performance Review (Mgr Prompt for Overall Goals Rating): Jane Doe n 287
evaluation. Access your inbox by going to the top right corner and
clicking on the My Account icon. A dropdown list will appear that
includes your Inbox. Click on Inbox.

]

wth he screens and process.

On behalf of: Jane Doe : youe pri

01/01/72016- 12/31/2016

process. Tis evalustion wi heip you focus on specfic sspects of yourjod perdormance in 2016, including your unue strengthe, deveiopment needs and future career and job terests

customers. matrx masagers, e

i pactners ancl 15 manager Prior 1o caibeaton enter the § Biock 1afg n S overal section and aave the evabiaton Do not subimit the review urti casbraton = fal as you may need 1o make

My Account
I On behalf of: Jane Doe
View Profile S G
Home
- o 4. In order to get step-by-step instructions on how to complete your Self-
noox

Evaluation, click on Go to Guided Editor.

2. While in your Inbox, under Actions, click on the task Self-Evaluation:
2016 Performance Review.

Actions 1 Archive

Viewing: All & Sort By: Newest > o Go to Guided Editor

& simple step-by-step guide

Self Evaluation: 2016 Performance Review (Mgr Prompt
for Overall Goals Rating): Jane Doe

7 day(s) ago - Effective 12/31/2016

2016-2017 Performance Year (Last Updated 2/23/17)




Completing Your Self-Evaluation

In this section you will reflect on goals for the current year (2016).

Add

1. Click the Add button to add each goal.

2. To pull in an existing goal, click the Use Existing Goal checkbox.

Use Existing Goal

Goal *
Format  ~ B I

=
I»
L4
&
L3
b

3. Then, click the Prompticon and select All Valid Goals for
Selection to view previously entered goals.

Employee’s annual

Use Existing Goal L
performance rating is

represented through the

Polaris 9 Block rating,

which is a combination of

‘ All Valid Goals for Selection b

values representation and

performance on goals.
Click here to view the

Polaris 9 Block ratings

2016-2017 Performance Year (Last Updated 2/23/17)
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4, Use the Select button

N\

workday.

next to the goal you wish to pull in.

Use Existing Goal

2016 Test Goal #1

& All Valid Goals for Selection

e

5. You may now adjust the information previously entered for that goal, or

add additional information.

Use Existing Goal

X 2016 Test Goal #1 =

Goal *

Format B I U A | W
2016 Test Goal #1

Description

Fomat +~ B I U A E %

Test Only

Category

X Best in Powersparts =
PLUS

Due Date

Status.

Click here to view
additional information on
Aligning Individual Goals

to Support Polaris’

Strategic Objectives

@)



Completing Your Self-Evaluation
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6. Inthe Comment box, provide a short response on whether you met,
exceeded, or missed your goal.

Employee Evaluation

Click the Edit Pencil to the right of each question to respond.

Comment

Foomat ~ B I U A ~

&
]

Click the Edit Pencil to the right of each question to respond.

Click here to view information on

7. If you do not have any goals to pull in, and/or if you want to add new
Career Preference Levels

Add

Polaris Potential Ratings

goals, click the Add button

for each additional goal.

Career Interests

Under Career Preference click the Prompt icon “— | and select the
highest career preference you hope to attain within Polaris.

*Note: It is not necessary to add comments to the Career Interests field.
Your career interests will be noted in the Job Interests field.

8. Click Next when you are done entering and updating all goals.

Note: You Are NOT required to fill this section out.

However, if you would like to provide feedback on how you displayed the Job Interests

Under Job Interests use the Prompt icon — | to select the job
profile(s) that interest you. Be sure these job interests are related to your

core values during the calendar year, click the Edit Pencil in the
Overall section on the Summary page at the end of your self-evaluation and

enter your comments at the bottom of the page.

Overall

Employee Evaluation
Comment

Normal W B I U A v

i
&
LY

Click here to view information on
Polaris Core Values

2016-2017 Performance Year (Last Updated 2/23/17)

long-term career goals, and interests that you may realistically prepare
for.

*Note: You may search for jobs by Job Profile or Job Family Group. You
may also type the position into the search field.

Job Interests
| B]

Job Profiles »

By Job Family Group >

@)



Completing Your Self-Evaluation

Travel Preferences

Click the Edit Pencil
NOT select Maybe). If you select Yes, select the percentage of time you

to answer these questions. Select Yes or No (DO

prefer to travel.

Are you willing to travel?

| I ~]

What amount of time?

Click here to define:
Short-Term Relocation

\ 100% )

Long-Term Relocation

Relocation Preferences

Click the Edit Pencil to answer these questions. Select Yes or

No. If you select Yes, click on the Prompt icon and select all
locations that apply. To add multiple locations, click on each location
individually in the pop-up window.

Note: If you are open to relocating anywhere, please only select “Any
Location”

Click Next when you are done entering your Career Preferences.

2016-2017 Performance Year (Last Updated 2/23/17)

1. Click on the Edit Pencil
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to include any overall comments you
would like to add as it relates to your overall performance throughout the
previous calendar year.

2. Click Next when you are done entering any comments.

Click here for information on
How Employees Are Evaluated

and Compensated at Polaris

1. Review your answers for each section. Once you have completed the

self-evaluation and are satisfied with your responses, scroll to the bottom
and click Submit.

*Note: You do not have to complete the self-evaluation at one time.
Rather, you may click Save for Later to finish it at a later time.

m Save for Later Close

2. Upon submitting your self-evaluation, it will be directed to your manager

for review. Click Done

Success! Event submitted Self Evaluation: 2016 Performance Review (Mgr Prompt for Overall Goals Rating): Jane Doe -
7 day(s) ago - Effective 12/31/2016

Up Next
John Doe

Manager Evaluation: 2016 Performance Review (Mgr Prompt for Overall Goals Rating): Jane Doe — Complete Manager Evaluation for Performance Review

Details and Process

]
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2. Under View, click on Goals.

Goals will be added and managed through the Performance worklet. View o My Reviews

Note: This is a change from past years, as you are not defining your cosls SR LR

future year’s goals at the time you write your review. This change R ———

enables you to ensure that your individual goals align with the goals of

your team, business/function, and support the overall Polaris strategic

objectives. Be sure to align with your manager to make sure you are On this page, you will see a list of all of your active goals. These goals
planning to work on the right things for the upcoming year. are organized by calendar year, going off of the due date. If no due date

was assigned, these goals will be in the uncategorized section.

3. To add a new goal, click the Add button under the Uncategorized Goals
1. From the Workday homepage, click on the

section.
n John Doe &0
E Individual Goals Goal Details Archived Goals

Onboarding Personal Pay Benefits

Information

Time Off Directory External Links Workday Help
Documents

Uncategorized (Due Date is Blank)

4. On the next screen, click the Add button

2

'\Ll_! 4,,
o O t 5. Define the goal title under the Goal section. We recommend adding the
calendar year at the front of the goal title to easily recognize the
Inbox Talent Performance Custom Reports performance year it relates to.
Goal *

Nomal ~ B I U A «

]
&

Click here to view information on
Setting Future Goals in Alignment with Polaris’ 2017 Test Goal (A)
Current Business Objectives
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Add/Edit/Maintain Goals

6. It may be helpful to provide further detail of each goal in the Description
section.

Description

Normal — ~ B I

[=
>
£
(I
Cj
L3
-

7. Each goal should be assigned to a category to help link the goal to
Polaris’ strategic objectives. To assign a category to a goal, click the

Prompt icon — | and select the appropriate category from the
dropdown list.

Categnry Best in Powersports PLUS

Development

Global Market Leadership

Note: We've introduced a new Growth through Adjacencies
goal category this year called
“Development,” which supports

Inventory Optimization

you defining goa|s based on the IE‘EAN Enterprize az Competitive
ang vantage

development opportunities that

may have mentioned in your Strong Financial Performance

performance review.

Click here to view additional
information on
Aligning Individual Goals to
Support Polaris’ Strategic

Objectives

2016-2017 Performance Year (Last Updated 2/23/17)

» POLARIS

workday.

8. Remembering the importance of having Time-Bound goals using the
SMART format, goals should be assigned a Due Date.

Category

X Development

Due Date
[1273172017 2 ]

9. Under Status, you can indicate the current status of the goal, which
should be updated throughout the year as you work on it. Click the

Dropdown Arrow under Status and select the most applicable
option.

Status

| < Click here to view

information on
Tracking Goal

Not Applicable

Progress Throughout
Mot Started the Year
In Progress
Completed

10. When you are done entering information for this goal, click the Save

icon to save the information you just added.

11. To edit a previously entered goal, click the Edit pencil to the right,
and adjust the information as necessary.

12. To add a new goal, click the Add button and follow the steps above.
When you are finished, click Submit at the bottom of the page.

m Save for Later Cancel
22
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: N\
» POLARIS |, (day

3. Goals are added and edited by category. To edit a goal for the current

1. If you need to update your goal(s) at any time throughout the year, you year, click the Edit button under Goals.

can do so on the Individual Goals menu of the Performance worklet. Individual Goals Goal Details Archived Goals
Click on the Performance worklet on the Workday homepage:

- Goals
Add Edit
Onboarding Personal Pay Benefits
Information
u % 4. Here you will see a detailed list of all goals you added for the current
/ | year. To edit, click the Edit pencil to the right of the goal you wish
Time Off Directory External Links Workday Help to edit, and make ChangeS as necessary.
Documents
Goals
[ ]
W) g/ o
(S I 8 t Goal * D
2017 Test Goal (A)
Inbox Talent Performance Custom Reports

5. When you are finished making all changes to your goal, click on the

On this page, you will see a list of all of your active goals. These goals are
organized by calendar year, going off of the due date. If no due date was
assigned, these goals will be in the uncategorized section.

Saveicon to save these changes.

6. Once you have saved all changes to the goal(s) you wanted to edit, click
Submit at the bottom of the page to finalize these updates.

m Save for Later Cancel

2. Under View, click on Goals

View My Reviews

Goals (2016) Employee Review: 01/01/2016-12/31/...

2015 Performance Review: 01/01/2015- 12/31..

2016-2017 Performance Year (Last Updated 2/23/17) 2 23
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> POLARIS 1 dby

Managing Goals Here you will see a consolidated list of all of your active goals —in a

1. To view a consolidated list of all active goals, click on the Performance simplified view. There are less details such as the goal description.

worklet from the Workday homepage
~ Note: Seeing all active goals may help employees recognize that they
%% have some goals that are outdated; if this is the case, please see the

O

Benefits

Onboarding Personal
Information

Employees can also add or edit goals while in the Goal Details view.

Archiving Goals section of this job aid.
Pay

Time Off Directory External Links Workday Help
Documents

o

)

-

9 9

O

Inbox Talent Performance Custom Reports

2. Under View, click on Goals

View My Reviews

Goals (2016) Employee Review: 01/01/2016- 12/31/...

2015 Performance Review: 01/01/2015- 12/31..

3. From the Goals page, click on the Goal Details tab

John Doe €1

Individual Goals Goal Details Archived Goals

2016-2017 Performance Year (Last Updated 2/23/17) 24
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3. A PDF will then generate. Print the paper copy by clicking the print icon

1. To print your active goals while in the Performance worklet from the in Adobe:

Workday homepage, click on the Print icon E

John Doe = =5 09:22 AM
0212302017

P 1of1
Individual Goals Goal Details Archived Goals 9 POLARIS "
‘Goal Details
, | il oo
Uncategorized (Due Date is Blank) Gosl Secten [ [ o | Goal Catogory [ sew Dve Date
Uncategorized (Due Date is Blank)
2017 Calendar Year (] Test goal #1  Best in Powersports PLUS Not Staned 12312017
Add a T w45 LA et 2 Competis 1 Py vz
2016 Calendar Year
2015 Calendar Year
2014 Calendar Year
2017 Calendar Year
Add Edit
Goal
Test goal =1 ' Note: When you print goals Individual Goals or Goal Details, all active
Deaczipion goals will print. This may mean that if you have not archived any goals
Test goal #1

from previous years or those that are no longer applicable, they will
also print because they are seen as active in the system. Please see

2. Once you click on the Print icon, you will be asked to confirm the goals the Archiving Goals section of this job aid.

you want to print. Select the option(s) you desire and click Print:
a. Individual Goals will export all detail associated with each
active goal
b. Goal Details will print a brief table-view list of the goals with
limited detalil
c. Archived Goals will print a table of all goals that are no longer
active

Print

Select Al Clear All

2016-2017 Performance Year (Last Updated 2/23/17) 25
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Archiving Goals Here you will see a list of any goals you have previously archived, as
You can archive goals to no longer show outdated/obsolete goals as active. well as an option to add new goals to your archived goals list.
7. Click on Archive Goals

4. From the Workday homepage, click on the Performance worklet

John Doe €2

Individual Goals Goal Details Archived Goals

©

Onboarding Personal Pay Benefits Archive Goals
Information

u % 8. Toward the top of the page, you will see a list of all active goals. Use the
» Checkbox under the archive column to select each goal that is

: . , outdated/obsolete.
Time Off Directory External Links Workday Help

Documents Active 4items

| ' l/ Archive Goal

-

9 9

O

[}‘l 2016 Test Goal #1

Inbox Talent Performance Custom Reports

2016 Test Goal #2

5. Under View, click on Goals 2016 Test Goal #3

View My Reviews 2017 Test Goal (&)

Goals (2016) Employee Review: 01/01/2016- 12/31/...

9. Once you have selected all of the goals you want to archive, click OK at
the bottom of the page.

John Doe €8 10. The goal(s) you archived will now appear on the Archived Goals tab.

2015 Performance Review: 01/01/2015- 12/31..

6. From the Goals page, click on the Archived Goals tab

Archived Goals 1item

Individual Goals Goal Details Archived Goals

S Bl

2016 Test Goal #1

2016-2017 Performance Year (Last Updated 2/23/17) > @ 26
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Add/Edit/Maintain Goals

2. Under View, click on Goals

We encourage you to track your progress toward completing each goal by . | | .
View My Reviews

reviewing and clarifying goals and expectations with your manager, adding

comments on the progress you’re making on the goal, and updating the Goals (2016) Employee Review: 01/01/2016-12/31/..

status of each goal throughout the year.
2015 Performance Review: 01/01/2015-12/31...

Using Comments/Activity Stream to Track Progress Toward Goals

You and your manager can add comments on each of your goals in order to On this page, you will see a list of all of your active goals. These goals are
track progress throughout the year. Both comments that you make and that organized by calendar year, going off of the due date. If no due date was
your manager make will be visible to both of you when you view the goal(s) assigned, these goals will be in the uncategorized section.

in Workday.

3. You will see a comment box to the right of each goal:

Note: The Activity Stream/Comments do not automatically pull into Goals
performance review templates.

. . . . o Add Edit
1. You can view your active goals and add/view comments in the Individual '

Goals menu of the Performance worklet. Click on the Performance
worklet on the Workday homepage: Goal *

: 2017 Test Goal (A)
n 0 Description
Onboarding Personal Pay Benefits
information A comment box with lines shows that there are already
| | E comments on this goal.
» A comment box without lines shows that no comments have yet
Time Off Directory External Links Workday Help been made on thls goal'
Documents
°
) -
4
7
Inbox Talent Performance Custom Reports

2016-2017 Performance Year (Last Updated 2/23/17) a 27
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4. To view existing comments, click the comment box to the right of each Updating Goal Status to Track Progress Toward Goals
goal. An Activity Stream will appear with all existing comments. You should update the Status of each goal throughout the year to show
rogress.
Activity (2) \ Prog
Type @ to tag someone 1. You can update the status of each goal to track progress by Editing your

goal (Click Here for instructions on how to edit your goals).

Jane Doe

Test comment 2

2. While on the edit screen of the goal you wish to provide an updated

John Doe

Test comment 1 L
J status, click the Dropdown arrow under Status and select the
applicable status from the dropdown list:
5. To add a comment to the Activity Stream, click the box directly below Status
Activity and begin typing: | "
Activity (2)
lType "@" to tag someone. Not Applicable

6. When you are done writing your comment(s) click Post Hot Started

Activity (2) In Progress

Test comment G Completed

3. Once you have selected the new Status of this goal, click the Save icon

Note: You cannot use the tag functionality (“@Name”) to share your
comment with another person. to save your changes.
4. When you are finished, click Submit at the bottom of the page

m Save for Later Cancel

2016-2017 Performance Year (Last Updated 2/23/17) 28



Employee Acknowledgement of Review Discussion
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7. Click the Submit button at the bottom of the page.

m Send Back Save for Later Close

The Acknowledgement task confirms participation in the
2. Click on the Action in your Workday Inbox to complete the review process. Once the manager submits the Manager

acknowledgement. Acknowledgement task, final review becomes visible to
employee via the Employee Acknowledgement task. The
employee will receive a task in Workday to acknowledge
participation in the review process. Once both parties
acknowledge the review, it becomes part of the employee
record in Workday. Both the Employee and Manager may
add comments to the Acknowledgement task before

1. As the final step in the performance review process, you will need to
acknowledge that you were given your review, and discussed the review
with your manager.

Actions 2 Archive

Viewing: All e Sort By: Newest W R

Employee Acknowledgement - Performance Review: sub_mlttlng; these comments will become a part of the
John Doe review.
3. Inthe Acknowledgement section, click the Edit pencil . Reminder: Managers and Employees must acknowledge review

discussion by March 17, 2017

4. Under Employee Acknowledgement click the Prompt icon
below Status.

Employee Acknowledgment

Status *
‘ I._ I Click here to view Do | have to
= acknowledge my

Performance Review in
) Review Discussion Workday if | don’t
5. Click the Select button next to | acknowledge. agree with the

information my
manager entered?

information on

Manager & Employee

6. Click the Save icon to save your acknowledgement.

2016-2017 Performance Year (Last Updated 2/23/17) 29



Appendix

OD SharePoint Site
Performance Management Timeline

Performance Management Training Slides
Workday Job Aids (Self Evaluation, Career Profile, Goals, etc.)
Definitions & More!

Find it at:
Polaris Intranet > Resources > Human Resources > Organization
Development > Employee Resources

Organizational Development

Welcome to the Organization Development site!

Org Development Mission:

1 m e

Employee Manager Human Resources

University of Polaris (LMS)
Recorded Training Videos

Find it at:
Polaris Intranet > Employee Resources > University of Polaris

R

&) UNIVERSITY OF POLARIS

2016-2017 Performance Year (Last Updated 11/22/16)

» PGLARIS

workday.

Inbox

Receive tasks in your Workday Inbox to complete:

e Self-Evaluation
e Career Profile

\l I/'

o=

Performance

Use the Performance worklet to:

e Manage Goals
e View All Performance Reviews

Workday Help
Documents

Visit the Workday Help Documents worklet for:

e How to complete general tasks in Workday
Updating personal information, time off, etc.
e Performance Management Job Aids



https://polarisind.sharepoint.com/sites/hr_orgDev/Employee/SitePages/Home.aspx
https://lms.latitudelearning.com/home/main.aspx

Appendix

» POLARIS

workday.

Annual Performance Review & Compensation Process Questions

pmcompprocess@polaris.com

General Workday Questions

workdaycommunications@polaris.com

2016-2017 Performance Year (Last Updated 11/22/16)
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Appendi
PRETER workday.

<> POLARIS

Definitions for Career Preference Levels

Employees should consider these levels and responsibility definitions when
indicating their Career Preference:

Level Responsibility
Individual Contributor Leading self
Supervisor Leading sub-team under manager
Manager Leading individuals and/or supervisors
Director Leading leaders
VPIGM Leading departments within business/function
EVP/SVP/President Leading business/function
CEO Leading enterprise

2016-2017 Performance Year (Last Updated 11/22/16) a 32
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Performance (Goals

1
Exceeds /
Outstanding

2
Meets /
Satisfactory

3
Needs

Improvement
/ Missed

» POLARIS

workday.

Polaris 9 Block — Performance & Values

A
Significant Strength

Values

B
Meets / Satisfactory

C
Significant Development Required

Strencth / Exceeds (Al)

Meets / Exceeds (B1)

Significant Development / Exceeds (C1)

Recognized by others as being an
example of excellence

Consistently demonstrate both
superior performance and strong
Polanis values in every day
assignments

Can count on to consistently deliver
results

Consistently exceed performance and
values expectations in all areas

Consistently exhibit superior
performance

Demonstrate Polans values

Can count on to consistently deliver
results and exceed performance
expectations 1n all areas and values
expectations 1n most areas

May not have experienced many
different situations yet to exhibat
values or new to their role

Consistently exhibit superior
performance

Can count on to consistently deliver
results

Inconsistently and msufficiently
demonstrate Polans values in every day
assignments

Exceed performance expectations in all
areas. but does not meet values
expectations in most areas

Strencth / Meets (A2)

Meets / Meets (B2)

Significant Development / Meets (C2)

Consistently meets performance
expectations, occasionally exceeding
them

Recognized as consistently
demonstrating strong Polaris values
in every day assignments

Individuals still mastering some key
skills and responsibilities may receive
this rating

Consistently meet performance
expectations, occasionally exceeding
them

Demonstrate Polaris values. Meet
values expectations in most areas
Individuals recently promoted or
hired may receive this rating and may
require some time and experience,
coupled with coaching

— Consistently meets performance
expectations, occasionally exceeding
them

- Inconsistently and msufficiently
demonstrate Polaris values in every day
assignments

- Does not meet values expectations in
several areas

Strength / Missed (A3)

Meets / Missed (B3)

Cannot count on to consistently
deliver results

Recognized as consistently
demonstrating strong Polaris values
in every day assignments

May be overwhelmed with changing
role or expectations

Cannot count on to consistently
deliver results

Demonstrate Polaris values. Meet
values expectations in most areas
May need frequent guidance,
prodding or oversight to produce
results

May be overwhelmed with changing
role or expectations

Cannot count on to consistently deliver
results

Inconsistently and msufficiently
demonstrate Polaris values in every day
assignments

May need frequent guidance, prodding
or oversight to produce results

2016-2017 Performance Year (Last Updated 11/22/16)

“New Hire” rating may be used for those employed less than 6 months at time of the annual performance review (Polaris Hire Date of 6/1/16 or later).
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o> POoOLARIS

Values Drive Performance Management

Polaris Values highlight expected behaviors in delivering goals. The Values are
based on our Guiding Principles of Best People, Best Team, Safety & Ethics
Always & Customer Loyalty:

Value Definition Value Definition
= Help each other be nght, not wrong — be positive = Communicates effectively to achieve results
» Promote constructive conflict and debate without . » Inspires, empowers, guides and motivates
Team Player - Leadership .
antagonism » Recognizes and celebrates successes
= Support team decisions and Polans as a whole » Exhibits self-confidence

= Acts and behaves consistent with one’s word

» Acts honestly and earns trust

» Operates with respect for the well being and life
balance of others

* Values and supports innovation
Innovation » Challenges the status quo Integrity
» Takes nsks and locks for unconventional solutions

= Takes responsibility for development of self and - Drives quality and confinuous improvement

others . -
Employee . - - - Passion for - Operates with a sense of urgency
Development TR 28 GEEE T B2 A S (e 62 Excellence - Strives consistently to achieve the highest
EELIIET 22 standards

» Focuses development to drive business results

« |dentifies issues

Customer = Delivers value for the customer Problem » Makes timely decisions/recommendations,
= Actively pursues customer inputs executes
Focus : Solver -
» Listens and adapts to meet customer needs » Uses sound, strategic judgment

L]

Values simplicity

2016-2017 Performance Year (Last Updated 11/22/16) 2 34
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Goals Drive Performance Management

An individual’s goals should be aligned with department goals & overall in
support of Polaris’ strategic objectives

€D POLARIS

Vision & Strategy

Fuel the passion of nders, workers Polaris will be a ghly profitable, customer centric, $88 global
and outdoor enthusiasts around the enterpnse by 2020, We will make the best off-road and on-road
world by delivering innovative, high vehicles and products for recreation, transportation and work
quality vehicles, products, services supporting consumer, commercial and military apphcations.
and expeniences that enrich their Our winning advantage is our innovative culture, operational
lives. speed and flexbility, and passion 1o make qualty products

that deliver value 1o our cusiomers

Strategic Objectives

Best In Powersports PLUS Global Market Leadership Strong Financial
Performance

Growth through Adjacencies LEAN Enterprise Is :
Competitive Advantage Product & Quality Leac
LEAN Ente

GROW SALES>$8 Billion by 2020 | 12% CAGR  INCREASE NET INCOME>10% of Sales by 2020 | 13% CAGR

Individual Goals Lead to Delivering Our Strategic Objectives

2016-2017 Performance Year (Last Updated 11/22/16) ? g 35
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S POLARIS
How are Employees Evaluated & Compensated at Polaris?

9 Block (9B) Rating Potential Rating
Looks back at prior year’s performance based on Looks forward & makes prediction based on
Goals + Values (Static rating) current data as to where an employee can take

their career (Dynamic rating)

 Values (How)

g‘ Al B1 C1
w

A2 B2 C2
2

A3 B3 C3

New Hire {employed <6-mo.)

Performance and Potential tie Individual and Company
Performance to Short- and Long-term Rewards

2016-2017 Performance Year (Last Updated 11/22/16) a 36
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S» POLARIS

Manager & Employee Complete Review Discussion (Complete in Feb./Mar. 2017)

=" "KEW! Future Goal Flanning Profit Sharing: Mar. 10, 2017

S Manager Business |

Ewvaluation Evaluation N Compensation Review Acknowledge
Functiomn - i, . S

& Career & Assess Calibratio Planning Discussion Participation

Planning Potential afiration

» Review performance
& comip.

+ Discuss & finalize
new gosls

+ Discuss career
aspirations & potential

Review Discussion

Facilitate a quality discussion between manager & employees
ook back at goal accomplishments/misses & values representation with overall summary

Review compensation & recognize how it reflects overall performance & values
Finalize goals for 2017 performance year & plan to manage throughout the year

Discuss career interests/aspirations, how those tie to potential & what development could look like
Plan follow-up discussions as needed to monifor track goals, as well as fo discuss career/development

Review Discussions Must Be Completed By March 10, 2017 (Profit Sharing Day)
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Setting Future Goals Based on Polaris’ Business Objectives

@ POLARIS

Setting Future Goals Based on Polaris’ Business Objectives

Aligning Goals to Polaris’ Business Objectives How to Successfully Set Goals
Employees and managers work together to define The SMART goal format _enables you have a clear
individual goals based on Polaris’ business plan for how to accomplish your goal:

- - . . Specific Clearly defined actions & outcomes
Polaris Business Objectives =Pe | ~early

Defining the goal objective with results

l Measurable that can be measured
. - - Goals should be attainable but should
Business/Function Goals Achievable Az lroizla s
Measures outcomes/impact instead of
Results-Focused activities
Team pa ent Goals Time-bound Specific, clear date of completion
Individual Goals What do | want to accomplish?

When do | want to do it?
How am | going to get it done?

Goals Link Individual Performance to Company Performance

2016-2017 Performance Year (Last Updated 11/22/16) ? 38
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a» POLARIS

How Does Potential Tie In?

Potential ratings make a prediction about an employee’s ability, aspiration &
engagement towards taking on critical leadership roles in the future

Managers assess aspiration, ability & engagement when assessing potential
Inputs from career discussion, self-evaluation, manager evaluations & input from matrix partners

Employee has ability, aspiration, and engagement to fill
critical leadership roles, Highly mobile. Willing to take
career risks and stretch assignments to gain skills in
preparation for larger roles. Highly agile.

Aspiration
Employee has ability and engagement to fill critical

leadership roles. Aspires to advance but has limited
career agility andior mobility. May take select career

Employee can take on expanded roles a
additional responsibility beyond the current
lewviel. May have critical skill sel. Enhances
gkills as buginessiunclion evolves,

Employee is & key contributor, good fit
for current level and respansibility.

New Hire
Focus on improving surrent Hired te Polaris bess than
performance G-months ago

Potential is the Look Forward That Accounts for Long-Term Capability & Desire
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