
 
 

How to Review and Sign off on Development Plan 

Prior to completing this task it is highly suggested that you meet with your supervisor for a 
one-one-one to discuss your goal progress and Competency Descriptions. Here, your 
supervisor will determine whether you need a development plan. 

If you do not need a development plan, the comments will state, “No development plan 
needed at this time”. You will still need to sign off. 

*If you do need a development plan, it is recommended that your supervisor open their 
performance review task during your one-on-one to create a development plan together.  

1. Sign in to Cornerstone from the TitanHub > Staff Resources > Cornerstone 

 

 

 

 

 

 

 

 

2. From the Cornerstone Homepage, go to Performance > Performance Reviews 
 

 

 

 



 
 

 
3. From your Performance Review Summary page, click on the task. 

 

 

4. Review the Overview. 

 

 

 

 

 

 



 
 

5. Click on “Get Started”.  

 

 

 

6. If you DO NOT have a Development Plan, click on “Save and Continue”. 

 

 

 

 

 



 
 

7. In the Sign-off section, view your manger’s comments, sign off, and click “Submit”. 

 

 

8. A pop-up will appear. Click “Submit” again. NOTE: You will not be able to make 
changes after you submit here. 

 

 



 
 

 

9. If you DO have a Development Plan, review it here,  then click “Save and Continue.” 

 

10. On the sign off page, review your manager’s comments, enter your own comments if 
desired then sign off and click “Submit”. 

 



 
 

11. A pop-up will appear. Click “Submit” again. 

 

 

12. Begin working on your development plan as needed. 


