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Editing Goals in Workday By
for Employees
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KenCrest

Your Dreams. Our Mission.

This guide provides a step-by-step approach to editing previously created goals in
Workday, ensuring you effectively manage your professional development. By

following these instructions, you can easily update your goals and track your progress
towards goal achievement.

1 From the Home page on the Workday Click the "Profile" icon to go to your profile.
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2  Click "View Profile"
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3  Click on "Performance
Employee ID 100027
Supervisory Organization ~ KenCrest Cente
Job Histo
i Position Employment S
Business Title Employment S
Edit Job Profile Employment S
Employee Type Regular
Job
. Management Level Employee
[6]  compensation Skills e
Time Type Full time
@ Benefits
FTE 0.00%
Edit
[ Absence Location ® 960a Harve
@ Pay Hire Date 03/06/2025
[  contact Feedback Original Hire Date 03/06/2025
8/ parseml Continuous Service Date  03/06/2025
El SR Length of Service Oyear(s), 2Zmo
Time in Position 0year(s), 2mo
Time in Job Profile Oyear(s), 2mo

e

Contact Information - Public
Work Address

© 960a Harvest Drive Suite 100 Blue Bell, P




4  Click on the "Edit" button.

Employment Speci

((Actions )

ot

ditems SortBy: ~
View Goal
A tabili
o= coouniRoRY, Goal * Accountability
ad In Progress Performance
@ Deseription * KenCrest employees are responsible to meet or exceed the expectations of both external a
Get DSP Level 3 certified plete all tasks timely and accurately; promote collaboration and assistance to and with cow
E o Not Started Pl on PTO; or Prior to taking PTO, employee communicates clearly to their supervisor and cov
absence.
©  Benefits Innovation Category  * Performance
Performance
B Absence Status  * InProgress
) B Training and Skills Improvement
Tralaing Relates To (empty)

[  contact

Organization Alignment  Accountability (Public)
A Personal

Weight 0
m Performance

Due Date * 12/31/2025
Career

Associated Reviews (empty)

Feedback

b4

Track By (empty)

Milestones 0items

5 Click on the goal you want to edit. In this example, we are editing the goal "Get
DSP Level 3 certified".

Individual Goals Donald Duck (100027) =0

4items Sort By: ~
Edit Goal
Accountability Goal #|Fomast ~ B I U A~ Y =
In Progress Performance
Accountability
Get DSP Level 3 e
4
Not Started Professional
Description * | Formet  ~ B I U A ~ > "
Innovation KenCrest employees are responsible to meet or exceed the expectations of both external and internal
Performance customers. We expect an Employee are able to complete all tasks timely and accurately; promote col-
laboration and assistance to and with coworkers, such as Taking on colleagues' tasks when they are
Training and Skills Improvement out on PTO; or Prior to taking PTO, employee communicates clearly to their supervisor and coworkers
Training what support will be needed in the time of their absence.

Category *‘ X Performance

Status * ‘ In Progress v ‘

Relates To I

Organization Alignment | X Accountability (Public)




6 Click in the text box for the item(s) you want to edit and make edits / updates.
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Description * | Formet  ~ B I U A& ~

Innovation Achieve levels 1, 2 and 3 NADSP certification
Performance

Training and Skills Improvement [
L P Category * | x Professional Development H—]
Training

Status * | Not Started

<

select one

Relates To Not Applicable

s Not Starter!
Organization A

In Progresg

Weight Completed

At Risk
Due Date | T87 3172825 ]
Associated Reviews (empty)
Track By Percent v
Minimum Percent I 100 1
Target Percent I 100 J
Maximum Percent | 1] }
Actual Percent | 0 ‘

7 When all edits have been made Click "Submit". This will send the goal to your

supervisor for approval.

Target Percent | 100 ‘
Maximum Percent I 0 }

Actual Percent I 60 ‘

Milestones 3 items

| =) Achieve Level 2 certification

*Milestone Due Date Status
| Achieve level certification 10/31/2025 Mot Start
| ‘ 89/85/2025 [ ‘ % In Progre
Achieve level 1 certification 08/01/2025 Complete

(Comtrtaer ) (ot )




Alert! You are unable to make any added changes to the goal until your supervisor
has approved your submitted changes.



