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In this click-thru, you will learn how a Manager adds 

a goal within an Appraisal.
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Best viewed in IE or Adobe PDF Reader.
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Click MY EMPLOYEES.
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Click My Employees.
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Locate the direct report, then 

click the link for the appraisal to 

which you want to add a goal.
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goal.

A

Click the Goal Category Tab

Open an Appraisal for a Direct 

Report

2

1



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.

Click the Add Goal Button

Add Details For the New Goal

Manage Weights, If 

Necessary

4

5

3

Add a Goal Within an 
Appraisal

Click Add Goal.
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This tab displays details about goals previously added, either 
by an Administrator via the Performance Workflow, or by a 

Manager, from within the appraisal.
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Click Browse Manager Goals.
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Managers can create goals from scratch, or depending on configuration and access rights, 
Managers may have options for creating goals from existing goals. Options can include 
copying goals from the Goals Library, from your Manager, from your Manager’s direct 

reports, or from goals in past appraisals.
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Click a goal to 

copy all the goal’s 

details to the Add 

Goal screen.
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All details except dates are copied to the 
new goal. Add dates and make additional 

changes, as desired.

Enter a Start Date.
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Enter a Target Date.
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When finished, click 

Submit.
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Details of the new goal display beneath any previously existing goals. In this 
example the appraisal has a scoring component. Notice the goal’s weight is 
0%. We’ll scroll to the top of the screen and click Manage Weights to adjust 

the weight of this goal on the total appraisal score.
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Scroll to the top of the 

screen and click 

Manage Weights.
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field so the total equals 

100.
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Click Submit when 

finished.
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The goal has been added to the appraisal, and the 
weights are adjusted. Note that from this screen, 

depending on permissions, a Manager may have access 
to other Actions, such as Add Journal Entry, Edit, 

Cascade, Retire Goal, and Delete a goal.
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This concludes the 

Add a Goal Within an Appraisal 

click-thru.


