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In this click-thru, you will learn how to create 

Employee Goals as an Employee and a Manager 

via Continuous Employee Goal Management.
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Enter a Goal Name.
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Click the Goal Score Type drop-down and 

select a score type, such as Percentage 

Complete or No Score.
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Enter a short 

Description.
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Depending on configuration and access rights, you may have options for creating goals from 
existing goals. These options would display in the Import section. Regardless of the method 

you choose, follow the tips provided to create goals that meet the SMART (Specific, 
Measurable, Attainable, Relevant, Time-bound) standard.

This user does not have access to import goals. We’ll demonstrate adding a goal from scratch. 
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Enter a date to begin work on the 

goal in the Start Date field.
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Enter the date you anticipate completing the 

goal in the Target Date field.
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If desired, check Private to hide the goal 

from users who are not directly involved 

with any appraisal the goal may be linked 

to at a later date. Scores and ratings are 

always private, regardless of this option.
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The Employee Goal is added. You can click View All to return to the Employee Goals screen. You can also 
click Edit to make changes, or click More Options to Change Status, Retire Goal or Delete the goal. If 

your Manager created the goal for you, you would not have access to Edit, Retire Goal, or Delete.

Next we’ll demonstrate how a Manager adds an Employee Goal for a direct report. We’ll be logged in as 
the Manager of the Employee we used in Step 2.
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This screen demonstrates the Dashboard after the 
Manager has logged into Deltek Talent Management.
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Employee added in Step 2 displays in the grid.
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Click Browse Library.
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Depending on configuration and access rights, a Manager may have options for creating 
goals from existing goals. Options can include copying goals from the Goals Library, from 

your Manager, from a Manager’s direct reports, or from your past completed goals. 
Regardless of the method you choose, follow the tips provide to create goals that meet 

the SMART (Specific, Measurable, Attainable, Relevant, Time-bound) standard.

We’ll demonstrate copying a goal from the Goals Library. 

Add an Employee Goal as an 

Employee

Add an Employee Goal for a 

Direct Report as a Manager

Overview

1

View Goals on the Employee 

Goals Screen from the 

Manager and Employee View

2

3

4

Create Employee Goals



Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

Add an Employee Goal as an 

Employee

Add an Employee Goal for a 

Direct Report as a Manager

Overview

1

Click a goal to copy all the goal’s 

details to the Create New Employee 

Goal screen.

G

View Goals on the Employee 

Goals Screen from the 

Manager and Employee View

2

3

4

Create Employee Goals



Click the numbered circles to move to 

the first step in each phase. 

Use the arrow keys or PgUp/PgDn keys 

to move through each step and sub-step.

Overview

1

Enter a Start Date for the goal.

H

All details except dates are copied to the 
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perhaps one with the same 

larger strategic objective.
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If desired, check Private to hide it from users 

who are not directly involved with any appraisal 

the goal may be linked to at a later date. Scores 

and ratings are always private, regardless of this 

option.
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Click Submit when 

finished.
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The Employee Goal is added for the direct report, 
Reine Hiring Manager. You can click View All to 

return to the Employee Goals screen, click Edit to 
make changes, or click More Options to Change 

Status, Retire Goal or Delete the goal.
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Note that the Manager has access to all Actions, such as Edit, Change Status, 
Retire Goal and Delete. Manager access to these Actions is determined by the 

code and cannot be modified by an Administrator.

Let’s log in as the Employee and jump to the Employee view of this screen 
(Performance >> My Goals) to view Actions available for the Employee.
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Create Employee Goals click-thru.
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