
Goals - Add a New Goal
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Click 'Me'
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Click 'Career and Performance'
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Click 'Goals'
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Click 'Add'
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Enter Goal Name
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Enter Description of Goal
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Please do not make any changes
to this field. The dates and status
auto-generated are correct for this
performance appraisal.
Click 'Next' to continue
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Click 'Save and Close' when
completed
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Congratulations! You have
successfully added a Goal.
Typically employees add 3-5 goals
so complete this process as many
times as necessary. 
Once you are satisfied with your goals click
'Submit' and they will be sent to your
manager for approval. 

If you are dissatisfied you may click 'Discard
Changes' to start the process again. 

Note: Once your goals are submitted you will
not be able to make any changes until your
manager approves them.

Click 'Next' to complete.
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Congratulations! You have successfully added a goal.

To view this walkthrough again, click 'Self-Help' and search 'Add A

Goal'.
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