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Quick Guide – Adding Goals for Your Employees 

Navigation 
 
NOTE: To be used prior to annual review cycle.  Go to Performance in the left hand menu and click on Goals.  To 
access your employee’s goals, click on Team Goals. To add a goal to a review that is in progress, see Adding 
Goals to a Review that is in Progress.  
 

 

Adding Goal for a Single Employee 
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Adding a Single Goal for Multiple Employees

Managing Your Multi-Employee Goal 
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Adding Goals to a Review that is in Progress 
 


