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CREATE A GOAL FOR YOURSELF 

Click “Other” 
under Goals. 

Click “Goals” 
Click “My Goals” 

Click “Assign Goals” 



2 
 

 

Enter in your goal 
information in the 
required fields. 

CONGRATULATIONS! YOU HAVE JUST SET A GOAL! 

Click “Save” 
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ASSIGN A GOAL TO YOUR EMPLOYEE 

- Click on “Goals” 
- Click on “Employee Goals 

Management” 
- Click on “Assign Goals” 

Select your employee’s 
name from the drop 
down menu 
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In the drop down menu (under 
“Goals” select “Other” 

CONGRATULATIONS! YOU HAVE JUST ASSIGNED A GOAL! 

Enter in the goal 
details 
 
Click “Save” 
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To check the status of your 
goal and make updates: 
 
- Click on “Goals” 
- Click on “My Goals” 
- Click on “Update Status” 

UPDATE, DELETE, OR CHECK THE STATUS OF YOUR GOAL 
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UPDATE, DELETE, OR CHECK THE STATUS OF YOUR EMPLOYEE’S GOAL 

- Click on “Goals”  
- Click on “Employee 

Goals Management” 

Click on the plus sign next to 
your employee’s name to 
view the goal details. 


