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STEP 1

Type "Add Goal to Employee" into the search bar on your home page of 
Workday and select the appropriately named task
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https://impl.wd12.myworkday.com/maryfreebed/d/home.htmld


STEP 2

Click on Add Goal to Employees…
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STEP 3

CREATE A NEW GOAL: Ensure the "Create New Goal" option is selected and
 then choose the employees you would like to add this goal for. 

This is multi-select and can be added to multiple people at a time.
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STEP 4

Click on Submenu 'My Team' to view your direct reports or start typing names
 into the search bar to add the New Goal to their profile. 
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STEP 5

Select all employees you would like to add the New Goal to and then select
 OK. 
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STEP 6

Add in as much detail as possible for the goal, but the only required field is
 the free-text space labeled "Goal"

Ensure the check box for "Editable" is selected so you as a leader, and the employee assigned 
the goal, can make updates or edits to this goal.
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STEP 7

Click on Category to select the appropriate pillar (Finance, People, Quality,
 Service and Growth) to associate the goal with. 
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STEP 8

You can also align a personal/departmental goal with an organization goal,
 but using the "Organization Alignment" menu and viewing "My Organization
 Goals" 

This is not a required field.
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STEP 9

Once the goal is fully filled out, you will "Submit" the task. 

NOTE: you can add multiple goals at a time - see the "Add" button where you can do multiple 
goals in one page and assign to multiple employees.
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STEP 10

COPY EXISTING GOAL: Instead of creating a goal, you could cascade the
 organizational goals to employees by selecting the "Copy Existing Goal"
 option when Adding Goal to Employees. 
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STEP 11

In the menu, select "My Organization Goals" and you can multi-select those
 to cascade to your team. 
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STEP 12

Click on Submenu Mary Free Bed (Kent Riddle)
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STEP 13

Click on Submenu April FY 2025 Goals (this name will vary depending on the
 goals and fiscal year your organization falls in to)
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STEP 14

Multi-Select goals you would like to include and then select the "Employees"
 box to select who on your team to cascade to. 

15 of 21



STEP 15

Click on Employees and then select "My Team" for your direct reports, or start
 typing in names to add employees and once done, select OK. 
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STEP 16

Click on Category to select the appropriate pillar (Finance, People, Quality,
 Service and Growth) to associate each organizational goal with. 
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STEP 17

Click on Submit at the bottom of the screen to send goals to employees
 profiles. 
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STEP 18

To find goals on employees' profile, select a member of your team on the
 homepage of Workday. 
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STEP 19

Click on Performance tab on the left-hand side menu of the employee profile. 

STEP 20

Click on Individual Goals

20 of 21



STEP 21

Any goals that have been sent by the leader will appear on this screen, and you
 can view each by selecting goals from the menu. 
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