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Performance & Talent 

Management combines tools and 

processes that allow employees 

to focus and integrate their goals 

with the organization’s strategic 

objectives and direction. 
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Reporting Introduction

Analytics and Reporting from 

SuccessFactors can help our 

organization with: 

• Efficient Access. At-a-glance global 

views of the entire organization's 

performance, including goal achievement, 

performance review ratings, and 

compensation live in one location 

• Insightful Tools. Powerful analytics let 

managers easily view and understand 

critical performance management trends 

and information 

• Straightforward Views. Clear, easy to 

understand dashboards illustrate summary 

results while linking to the underlying data 

• Flexible Output. Move data to 

spreadsheets for additional analysis
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Reporting

Managers need in-depth 

information at their 

fingertips in a flexible, 

meaningful, and intuitive 

format to make critical 

decisions quickly, without 

having to rely on others to 

extract large amounts of 

data from their personnel 

systems. 

5



SuccessFactors Confidential.  For internal use by licensed SuccessFactors customers only.

© 2008 SuccessFactors Incorporated. All rights reserved.   SuccessFactors, and the SuccessFactors logo are registered trademarks of SuccessFactors Incorporated in the United States. 

Getting Started with Reports

• Access the online 

performance 

management system 

using your Web Browser. 

• SuccessFactors’ secure 

online system provides a 

central location to 

manage and store Goal 

Plans and Review Forms.

• To get started with 

planning, click in the 

Reports tab.  The 

Dashboards opens.  
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Dashboards

Dashboards provide 

summary performance 

information viewable in a 

visually intuitive graphical 

display, where users can 

click on any chart to drill 

into a list view of the data 

behind the chart. 

Dashboards include:

• Summary

• Performance

• Goals
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Dashboard Features

8

SuccessFactors provides 

Dashboards for use by 

managers throughout the 

year.

Dashboards provide a  

summary-level view of 

information about teams, 

business units, and the 

organization.

Filter options are available 

to allow you to focus on 

just the information you 

need.

Smart Tip:

Depending upon your configuration, additional Dashboards pertaining to your business 
processes may have been created.  Be sure to select the Dashboard drop-down to view 
all your Dashboard options.
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Dashboard Features
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1. View Available Dashboards -
Use the drop-down menu to 
select a Dashboard from the list.  
Dashboards change throughout 
the year as new processes 
start.  

2. Filter Options - Filter the data 
to show levels of the 
organization, processes, and 
select the audience. 

3. Date Options - Use the Date 
Options to select the date range 
to be displayed in the charts.  

4. Update the Data - Click the  
button to refresh the data 
displayed in the charts.  

5. Filter Summary - The Filter 
Summary displays a summary 
of your filters for review.

6. Drill Down Into Details -
Dashboards are interactive.  
Click on a chart segment, 
underlined text, or chart label on 
the Dashboard to reveal 
underlying data in a report 
format.

1
2 3

4
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Dashboards

Filter options allows 

managers to filter 

Dashboards and report 

results by department or 

team. 

Filter results display data 

based upon options 

chosen. 

Filtering the analysis 

enables managers to spot 

trends and exceptions 

within the data. 

Note: Your selections are summarized in the Filter Summary area.
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Using Filters

To use filters:

1. Click the expand 

button.

2. Select the reporting 

structure to report on 

using the show 

criterion.

3. Use View Filters to 

segment areas of the 

organization.

4. Click the update 

button.

1
2

3

4
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Interacting with Dashboards

Reports enable managers 

to take action by emailing 

individuals or extracting 

the data to Microsoft Excel 

for advanced reporting.

Dashboards are 

interactive enabling 

managers to drill down to 

underlying data. 

Clicking on a chart display 

or chart segment reveals 

the underlying support 

data organized by team, 

form, or other critical 

process. 

12



SuccessFactors Confidential.  For internal use by licensed SuccessFactors customers only.

© 2008 SuccessFactors Incorporated. All rights reserved.   SuccessFactors, and the SuccessFactors logo are registered trademarks of SuccessFactors Incorporated in the United States. 

Dashboard Result Report Table

Dashboard table 

includes results of the 

chart segment: 

1. Save the table as a 

report for access 

later.

2. Use the report tools 

to download the 

report table to 

Microsoft Excel. 

3. Email participants 

listed on the report 

table.

13

21

3



SuccessFactors Confidential.  For internal use by licensed SuccessFactors customers only.

© 2008 SuccessFactors Incorporated. All rights reserved.   SuccessFactors, and the SuccessFactors logo are registered trademarks of SuccessFactors Incorporated in the United States. 

Analytics

Analytics draws data from 

every SuccessFactors 

module, enabling extensive 

views into the performance 

of the entire organization, 

including goal 

achievement, performance 

review ratings, and 

compensation.  

Managers are able to drive 

performance management 

from all levels, eliminating 

the problems associated 

with having one person or 

team own the process.
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Using Analytics

15

1. Reports Center - Reports are 
organized into groups.  Select a 
category to view reports by 
Process Status & Documents, 
Performance & Assessments, 
Goals, Employees, or  Misc. 
Reports.  Reports Center also lists 
all reports by employee or type.

2. All Reports by Subject - View 
reports organized by process or 
subject.

3. All Reports by Type - Reports 
organized by report type and 
output.  The report types provide 
differing features and outputs.

4. Saved Reports - Saved Reports 
organizes your saved reports.  
Once you customize a report 
through filters or reporting options, 
click the save report button to save 
a copy of the report setting here.  

5. Scheduled Reports - Use the 
Scheduled Reports folder to 
download and manage scheduled 
reports.  To download a completed 
report, click the name of the 
completed report and save it to 
your local system.  

1
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Analytics

SuccessFactors provides 

several detailed reports 

that include in-depth 

analysis about key 

processes and forms. 

Downloadable reports 

make it convenient to 

further manipulate the data 

offline using Microsoft 

Excel.

Reports are generated by 

the system according to 

criteria and presented in a 

spreadsheet format with 

charts and graphs. 
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Analytics

Analytics are organized 

into categories of process 

and topics of interest.

Analytic types include 

spotlight, list, and classic 

reports.
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Analytic Types

18

Spotlight List Views My Goals 

Spotlight reports are at-a-glance 

graphical representations of 

statistics about one very focused 

subject, such as the number of 

completed reviews.  All the 

information is presented on one 

page. 

Provide detailed views into the 

numbers behind the Dashboards 

for employees, forms, and 

performance factors.  Each list 

focuses on only one topic, such 

as employees, and allows you to 

sort and drill through the data so 

that you can quickly view the 

information you want. 

Provide in-depth analysis about 

key processes.  These reports 

are generated by the system 

according to your criteria and 

presented in a spreadsheet 

format.  You can easily download 

the generated report, making it 

convenient to further manipulate 

the data offline.
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Reports

1. Select a Report - Click on 
the Reports tab.  Select the 
List Reports.  Select the Goal 
List Report link.

2. Refine as Needed - Expand 
the Filter Options to filter the 
data shown by business vs. 
development goals, date, 
individuals, teams, and 
business units.  Expand the 
Date Options to change the 
date range of the report.

3. Select the Data to be 
Displayed - Use the Display 
Options setting to add and 
remove columns of data on 
the report.

4. Generate the Report - Click 
the button to generate the 
report results.  NOTE: 
Depending on the 
parameters and amount of 
information included in the 
query, the request may take 
several minutes to complete. 

1

2

3

4
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Reports

Report Table includes 

results of the form query 

displayed. 

Use the report tools to 

download the report table 

to Microsoft Excel.  Once 

you have downloaded the 

report details, peruse the 

details of the report to find 

out information regarding 

the employees listed.  

Save the report query for 

later use.  Name the report 

settings.  The saved 

settings are available on 

the Saved Reports section 

menu.
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Reports

Use the display options to 

change the columns of 

information. 

Use filter options to control 

the information displayed.
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Actionable Reporting

Dashboard table 

includes results of the 

chart segment: 

1. Save the table as a 

report for access 

later.

2. Use the report tools 

to download the 

report table to 

Microsoft Excel. 

3. Email participants 

listed on the report 

table.
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Reporting for Goals Management

Managers actively monitor 
progress toward goals 
across their team and 
organization.  Reports 
provide a view of aligned 
goals to assess whether 
there is appropriate 
momentum, progress, and 
where action is needed to 
ensure delivery of key 
objectives.

SuccessFactors reporting 
information:
• Goal Dashboard

• Goal Alignment Report on the 
Goal Tab

• Goal List

• Goal Search

• Goal Alignment Spotlight

• Goal Ratings Report

• Goal Status Report

• Goal Summary Report
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Reporting for Development

24

Managers actively 

monitor their team’s 

development.  Reports 

provide a view of a 

team’s growth and 

talent/potential.

SuccessFactors 

reporting information:

• Development Dashboard

• Performance Potential 

Matrix
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Reporting for Performance Process

25

Managers may use reports to 
review progress and make 
decisions to redistribute 
resources to ensure corporate 
priorities are being met.   
Reports provide senior 
managers the opportunity to 
assess whether there is 
appropriate momentum and 
take action to ensure delivery of 
key objectives by year end.

SuccessFactors reporting 
information:
• Performance Dashboard

• Performance Potential Matrix

• Ratings Distribution by 
Hierarchy  

• Ratings Summary  

• 360 Overall Rating, Detailed 
Ratings, and Comments Report  

• Overall Ratings Report  

• PA Overall Rating, Detailed 
Ratings, and Comments Report 
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Reporting for 360 Evaluations

26

Managers may use the 

360 evaluation 

reporting to monitor 

progress of the 

evaluations and view 

the gap analysis and 

bench strengths of their 

team.

SuccessFactors 

reporting information:

• Detailed 360 Report on 

Performance Tab

• Ratings Summary  

• 360 Overall Rating, 

Detailed Ratings, and 

Comments Report    

• Anonymous 360 Status 

Report 
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Reporting for Process Management

Managing the processes 

and ensuring timely 

completion provides 

managers and HR 

administrators the tools to 

ensure the success of the 

Performance Processes for 

the organization.

SuccessFactors reporting 

information:
• Summary Dashboard

• Form List  

• Overdue Document  

• Form Status Summary  

• Aggregate and Individual 
Workflow Status  

• Detailed Document Search  

• Deactivated User Inboxes  

• Anonymous 360 Status 
Report  

• Form Status Report 
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