
Manager Creates and Assigns a Goal
Creating and assigning goals to employees can be done anytime throughout the year, 

as well as, during the evaluation period.
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1. Select My Team to display 
your Manager functions.

2. Click Employee Summary 
from the Quick Links.
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3. On the Employee Summary page, 
search for and/or select the name 
of the Direct Report whose goal 
you are assigning.

4. On the Employee’s Public Info 
page, click Show More.

3

Manager Assigns an Employee Goal



5. Click the Goals link.

6. On the Goals page, ensure 
the current Review Period is 
selected. 

7. Click the Add button.
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8. On the Add Goal page, 
create a new goal by 
entering the required and 
optional information 
(Goal Name, 
Description, Start Date, 
Target Completion Date, 
Category, Status, 
Success Criteria).

Note: Library Goals were not 
entered at the time this job 
aid was created.

9. When finished, click 
Save and Close.
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Manager Manages Employee Goals
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10. The Manager can take 
actions on the Goal by 
checking the box of the 
goal that will be used 
and Clicking Actions.

11. Select the Action (Copy, 
Cancel, Delete) you’d 
like to take on the Goal.
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12. To copy, check the box 
next to the Goal name 
and select Copy.

13. On the next page, under 
Copy To, click on the 
Goal Plan field, and 
select Employee Goal 
Plan.

14. Click Save and Close. 

Note: This will copy the goal 
into the goal plan to create 
another version of the goal.
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15. To cancel, check the box 
next to the Goal name 
and select Cancel.

Note: Canceling a goal will 
change the goal status to 
cancel and stop it from being 
an active goal in your goal 
plan. After a goal is canceled, 
it can only be deleted. No 
other action can be 
performed.
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16. To delete a goal, check 
the box next to the Goal 
name and select Delete.

17. A prompt will ask if you 
want to continue, select 
Yes.

Note: Deleting a goal will 
completely remove it from 
your goal plan. Once a goal 
is deleted, it will be erased 
from the system.
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