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Creating your Goal  

1. Access View Profile by clicking on your profile image located on top right 

corner. 

 
 

2. Access Performance tab from main menu and click Edit icon under 

Individual Goals. 

 

 

3. Click Add under Items.  

 

 

 

4. Complete the below information and click Done. 

• Enter your goal in the Goal text box 

• Enter a Description, if desired 

• Select a Category: Performance or Development 

• Enter Status and a Due Date  

• Ignore the “Supports” field – Leave Blank 

• Click on Do Another to continue adding goals or Done when 

finished entering your goal(s) 
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5. Review Goal(s) and make necessary changes if needed. 

6. Click on to delete Goal if needed. 

7. Click Submit when you are ready to send your goals to your 

manager/supervisor for approval or click Save for Later. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   

The goals will then be sent to your manager for review. Your 

manager can approve, modify, or add additional goals as 

needed.  Once a manager approves or modifies a proposed 

goal or adds a new one, it will appear under your Performance 

Tab. Check the Performance Tab regularly to see which 

goals have been approved, modified, or added and to update 

the progress made on your goals. 

 


