
Goals - Manager Approve

Goals (Manual Method)
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Click 'My Team.'

1/6



Click 'Goals and Performance.'
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In the field below, you may need to

click the expand carat to the right for

the employee whose goals you would

like to approve.

If the employee's profile is already

expanded, click 'Next' to continue.
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Click '0 of # completed' under

Performance Goals for the employee

whose goals should be approved.
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Click 'View details.'
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This section will allow you to

'Approve' your employee's goals.

You may also click 'More Actions'

(i.e., the ellipses), then select

'Request for Information' from the

menu that appears.

*NOTE: Clicking 'Reject' from the 'More

Actions' menu will delete all employee goals

submitted. If you would like changes made

before approving, 'Request for Information'

may be a more appropriate choice.
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Congratulations! You have reviewed your employee's goals.
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