
A decision making framework to 

drive the growth of the 

organization





INDEX

TOPIC SLIDE NO.

Goal Resubmission

Self - Assessment

User

6 - 11

12 - 54

55 - 67

68 - 71

User 72 - 91

How to Set Goal

Goal Setting

Goal Approval 

APPLICABLE ROLE

All

User

Manager

Self-assessment Approval Manager 92 - 104

105 - 108UserSelf Assessment Resubmission

Types of Errors User Awareness 109 - 113



01

HOW 

TO SET 

THE 

GOALS?



WHY 

WE SET 

GOALS?

BUSINESS REASONS

To direct performance which will 
deliver shareholdervalue

To involve employees in
Buisness planning & success

To agree priorities and make 
decisions

To provide measures of business
And individual success

To mobilize efforts and 
Build committement

INDIVIDUAL REASONS

To align individual performance

To business priorities and plan how 

to meet job related development 
needs

To provide a framework for 
measuring & rewarding success

To provide direction & clarity of 
expectation

To provide challange
and stretch

To provide anchor for feedback

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

 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)

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

quantifiable in 

numbers or 
standards.

Is my goal 

consistent with 

wider team, 

business/function 

and global goals?

Is my goal 

realistic and 

achievable? Do 

we have the 

right resources 

to ensure that 

these are 

realistic?

Is my goal 

traceable? 

Specify target 

dates, 

timescales or 

deadlines
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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?
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Unnati – Main Window

GOAL

SETTING

USER
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Unnati – Main Window

Login To – Unnati Module 
with your Email Id

https://unnati.airworks.in
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Unnati – Goal Setting

Once logged in,
Click on Unnati and in the 
drop down box click Goal 
Setting
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Unnati – 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



Unnati – Mandatory Goals
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What are the different sub - categories of mandatory  measurables?

• Customer( Internal and External )
• Environment Based
• Review Mechanism 
• Function Specific Measurables



Unnati – Non-Mandatory Goals
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What are the different sub - categories of non - mandatory  measurables?

• Customer( Internal and External )
• Environment Based
• Operational
• People Based / Personal Traits
• Function Specific Measurables
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Unnati – 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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Unnati – 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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Unnati – 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.



Unnati – 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
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Unnati – Goal Setting

How to develop functional roles and 
responsibilities in your team?

1. Determine what needs to get done. Make a list
of all the tasks that need to be completed.

2. Identify strengths and weaknesses of team
members.

3. Refer back to a team member's job description
and identify functional goals.

4. Get feedback and timely assessment to be
conducted.
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Unnati – 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.

Role Name
Compu

lsory

Compuls

ory 

Weightag

e

Mandat

ory

Minimu

m 

Mandat

ory

Mandato

ry 

Weighta

ge

Mandat

ory 

Weighta

ge 

Range

Non-

Mandat

ory

Minimu

m Non-

Mandato

ry

Non-

Mandat

ory 

Weight

age

Non-

Manda

tory 

Weight

age 

Minimu

m 

Measur

ables

Function Head 5 18% 11 8 60% 4% - 11% 22 6 22% 1% - 6% 22

Leadership 5 18% 7 4 60% 8% - 23% 21 6 22% 1% - 6% 18

Production (Non-

certifying & 

Operational)

5 18% 7 5 60% 6% - 18% 26 7 22% 1% - 6% 19

Sales and 

Relationship
5 18% 11 8 60% 4% - 11% 20 6 22% 1% - 6% 22

Support Functions 5 18% 3 2 22% 6% - 17% 25 8 60% 1% - 6% 23

Certifying Engineer-

GA- Fixed Wing
5 18% 10 9 60% 3% - 10% 26 7 22% 1% - 6% 22

Certifying Engineer-

GA- Fixed+Rotary 

Wing

5 18% 10 9 60% 3% - 10% 26 7 22% 1% - 6% 22

Certifying Engineer-

GA- Rotary Wing
5 18% 10 9 60% 3% - 10% 26 7 22% 1% - 6% 22

Certifying Engineer-

GA-Structure
5 18% 10 9 60% 3% - 10% 26 7 22% 1% - 6% 22

Certifying Engineer-

AMRO-Base 

Maintenance

5 18% 10 9 60% 3% - 10% 22 6 22% 1% - 6% 21

Certifying Engineer-

AMRO-Line 

Maintenance

5 18% 10 9 60% 3% - 10% 23 6 22% 1% - 6% 21

Certifying Engineer-

AMRO-Structures
5 18% 10 9 60% 3% - 10% 22 6 22% 1% - 6% 21
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Unnati – Goal Setting
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Unnati – 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.



18

Unnati – Goal Setting

How do we  set 

targets against these 

Measurables?

Once the measurables

are identified, select the

target type from the

drop down provided and

mention the target

accordingly.

Select Target 



19

Unnati – Goal Setting

3

2

1

Select the 
category from the 
drop down on the 

measurables

Set the target 
according to the 

target type

Set the weightage 
accordingly

1

2

3
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Unnati – Goal Setting

Adding Mandatory Goals
• The Mandatory Targets need to be entered by employee. 

• Select the Category for Mandatory Goals.

• Add the weightage accordingly.
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Unnati – 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

Select the 
appropriate 
measurable from 
the drop down

2

In case you want to 
add a Function 
driven measurable, 
select “Function 
Specific” from the 
drop down

3

Type in the 
measurable and 
the description.

4

Select the target 
type from the 
drop down.

5

Add the target 
and the weightage 
and save.



Unnati – 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.
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Unnati – Goal Setting

• Sum of Weightages are predefined in the system and the 

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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Unnati – Goal Setting

Once changes are 
made click on Update

Click the pencil icon 
on the respective goal 
to edit it.



To review your 
goals, click on 
Review all Goals 

Check your goals 
before finalizing 

Unnati – Goal Setting

24
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Unnati – Goal Setting

Save goals and Finalize.

Click “OK” to Finalize.
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Unnati – Goal Setting

Goals are Finalized 
Successfully
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Unnati – Goal Setting

The Approver name is highlighted in Blue



Important to 
remember

• Goals once finalized cannot be 
edited.

• Once goals finalized, it will further 
move for manage approval.

• Manager have the option for 
rejection and  approval of all goals.

• Self assessment will be done by the 
employee and ratified by the 
reporting manager basis the goals 
set.

• The achievement will have to be 
noted against the targets in the 
system.

Unnati – Goal Setting

28
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Unnati – Goal Approval

GOAL

APPROVAL

MANAGER
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Unnati – Goal Approval

• Login into the Unnati website.
• Click on Unnati. 
• From the drop down menu choose Approval
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Unnati – 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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Unnati – Goal Approval

There are 4 options 
available on the top right 

corner of the screen 

Send back 
selected 

Approve All Save
Freeze 

selected
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Unnati – 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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Unnati – Goal Approval

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

If there are changes to be made by the employee and 

you have to send back a few goals for correction 

Make the required 
changes 

Add the remarks in 
the highlighted box 

Tally the weightage 
and tick check box  

accordingly

Save the input & 
Click on Send back 

Selected
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Unnati – Goal Approval

Note : 

You can add the Approver 
Overall input and Assign 
Additional goals to the 
employee before sendback

You can also click on the 
Freeze selected option to 
freeze the goals that should 
not be edited further by the 
user before selecting 
sendback
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Unnati – Goal Approval

The selected inputs will be sent back to the respective 

employees for correction and resubmission



38

GOAL 

RESUBMISSION
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Unnati – Goal Resubmission

Once the employee gets a send back notification from the manager, the 
mentioned inputs need to be changed respectively as per requirement
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Update the 
goals

Tally weightage 
and Review all 

goals again

Click on Finalize 
to resubmit the 
updated goals

Unnati – Goal Resubmission
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Unnati – Goal Setting

Once your Goals gets an Approval ,The 
Approver name is highlighted in Green
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Unnati – Self Assessment

SELF

ASSESSMENT

USER



43

Unnati – Main Window

Login To – Unnati Module with your Email Id 
https://unnati.airworks.in
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Unnati – Self Assessment

Once logged in,
Click on Unnati and in the drop down box click Self Assessment 
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Unnati – Self Assessment

Rating scale  
• This screen pops up for the user to understand the objective of each rating ranging from 

1 to 5 depending on which the Approval can be finalized
• Note : For using rating 3,4 and 5 you must have a strong reason which can be evaluated 

objectively
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Unnati – 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.

• The goals against which there are specific inputs will have to be backed by data.
• In case the discrepancy arises due to absence of any supporting data, the same will 

have to be resolved through discussion with your manager.
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Unnati – Self Assessment

File Attachments
You can upload one or 
more files for each 
Self – Assessment 
subcategory

Choose the respective 
attachments with 
respect to your 
assessment 
measurable from your 
folders and click 
Upload
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Unnati – Self Assessment

Select the assessment level - Delivered, Partially Delivered or Not 
Delivered for each Goal 
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Unnati – Self Assessment

If you select partially delivered or not delivered in this quarter then these goals will be 
added to your next quarter goals.
• If you select Partially delivered, then the rating will be limited to 2.
• If you select Not delivered, then the rating will be limited to 1.
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Unnati – Self Assessment

Compulsory goals are non editable for the users.
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To review your self –
assessment, click on 
Review all 
Assessment

Check the self-
assessment before 
finalizing 

Unnati – Self Assessment
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Unnati – Self Assessment

• Note : You can also add an Overall input and Overall attachment for your
self – assessment before finalizing

• Once all Goals are filled with Achievement details; click the Finalize button.



53

Unnati – Self Assessment

Your Self Assessment is Saved Successfully. 
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Unnati – Self Assessment

The Approver name is highlighted in Blue
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Unnati – Self Assessment Approval

ASSESSMENT

APPROVAL

MANAGER
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Unnati – Assessment Approval

• Login into the Unnati website.
• Click on Unnati. 
• From the drop down menu choose Approval
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Unnati – Assessment Approval

• Click on Assessment Approval. 

• Select the employee who’s self assessment you want to approve
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Unnati – Self Assessment

Rating scale  
This screen pops up for the manager to understand the objective of each rating 

ranging from 1 to 5 for finalizing the approval.
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Unnati – Assessment Approval

There are 3 options 
available on the top right 

corner of the screen 

Send back 
selected 

Approve All Save
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Unnati – Assessment Approval

If there are no changes to be made, Click on Approve All to approve all 

self-assessed goals
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Unnati – Assessment Approval

You have approved the self-assessed goals successfully.
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Unnati – 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 
Make the required 

changes 

Add the remarks in 
the highlighted box 

Tick the checkbox 
accordingly  and 

Click on Send back 
Selected
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Unnati – Assessment Approval

The selected inputs will be sent back to the respective 
employees for correction and resubmission
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SELF-ASSESSMENT 

RESUBMISSION



65

Unnati – Self-assessment Resubmission

• Once the employee gets a send back notification from the manager, the Returned
self-assessed inputs need to be changed respectively as per requirement .

• The user can view the returned goal details from the drop-down which appears by 
clicking the ‘+’ on the left side 
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Update the self-
assessment

Tally weightage and 
Review all 

Assessment again

Click on Finalize to 
resubmit the 
updated self-
assessment

Unnati – Self-assessment Resubmission
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Unnati – Self-assessment Resubmission

Once your Self-assessment gets an Approval ,The 
Approver name is highlighted in Green
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TYPES 

OF ERRORS
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Unnati – Types of errors

Employee Input is same 
Make sure the Employee input is entered as per your

goal targets and remains non-repetitive

SAMPLE
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Unnati – Types of errors

Mismatch in Target and Employee input 
Make sure your targets are aligned as per the description and employee input

SAMPLE
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Unnati – Types of errors

Inappropriate Targets
Specify your targets as per the Target type mentioned

SAMPLE 1

SAMPLE 2
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Unnati – Types of errors

Similar Targets
Make sure to set your targets as per your specific goals and inputs

SAMPLE




