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Creating Goals in Workday for
Employees
This guide provides a step-by-step process for setting personal goals within Workday.
By following the instructions, users can effectively create individual goals to evaluate
and track your progress against objectives. The goals that you create are available for
you to add to your performance reviews and development plans.

1 Use the Search box and type in My Individual Goals to navigate to the My
Individual Goals screen.
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2 Click "My Individual Goals"

Alert! All employees will have three prepopulated goals: Accountability, Innovation
and Training and Skills Improvement. These are organizational goals that are
expected of all KenCrest employees. The description for each of these goals can
be found in the description section of the goal as noted in the screenshot below.
You are not able to archive, delete to edit these goals. You cannot make edits to
these goals.
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3 Click the Add button to add a new goal.

Alert! The sections marked with a red * asterisk are required fields and must be
completed.
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4 Click in the "Goal" text box and add a name of the goal.

5 Click "Description" text box to enter a description for the goal. Try to be specific.
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6 Click "Category" text box to select an appropriate category for your goal. You can
add multiple categories if applicable. Select the goal you want to align to by
clicking on the menu to expand.

7 Click on the "Status" text box to select a status to indicate the level of completion
of the goal. This can be edited and updated as you make progress toward
completion.



6

8 Click the "Relates To" text box if you want to align the goal to a related item such
as a KenCrest competency, competency category or feedback received from a
peer or supervisor. Sect as appropriate by clicking on the menu to expand it. This
is not a required field, so you do not have to complete it.
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9 If you would like to link this goal to a specific organizational goal, select a goal in
the Organizational Alignment field. This allows you to connect the goal to one of
the three organizational goals. This field is not required for completion.

If you want to add a level of importance relative to all of your goals, you can weigh
each goal in the level of importance. in the "weight" field. This is optional for
completion.

10 Click the "Calendar" text box to add a due date to indicate when you will complete
the goal.
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11 Select the date by clicking through the calendar util you get to the month / year
you are looking for.

12 Click the "Track By" text box to identify how you want to measure progress on
your goal completion. You can select percentage, amounts or units. This is an
optional field for completion.
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13 The screen below shows an example if you select percentage of how you will fill it.
in

14 Click "Submit" button to submit the goal. This will send the goal to your supervisor
for approval.
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Alert! You will see the goal listed on your "My Individual Goals" showing it as
pending approval until it is approved by your supervisor. You cannot make edits to
the goal until it is approved.


