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Workday Performance Management: Goal Setting 

This job aid includes steps for the following: 

1. Goal Setting 

2. Edit Goals  

3. Add Additional Goals 

Please refer to the SMART Goals Worksheet on the HR Performance Management site to help create 
objective goals for every team member. Keep in mind that goals can and should be revisited throughout the 
performance management cycle.   

 

Goal Setting 

The goal setting process starts with a manager task.  

Manager Steps 

1. Log into Workday and click on the Meet with Employee for Goal Setting task.  

2. Read through the instructions to understand the process. Schedule a meeting to discuss goals with 

each of your employees.  

3. Once you have met and discussed goals in 

detail with your employee, return to the task in 

Workday and click Submit.  

4. The employee will have a task in Workday to 

enter their goals.  

 

  

https://www.mines.edu/human-resources/performance-management-2/
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Employee Steps 

1. Click on the Set Goals for Current Academic Year task.  

2. Read the help text then click on Get Started.  

3. Scroll down and click Add to enter new goals. Note: Previous goals may be listed here. Review 

these and update the Status appropriately. 

a. Goal: Enter your SMART goal. The format for goal setting is the same as 

the format completed for performance reviews. 

b. Description: Enter any notes about progress or changes that happen 
throughout the year.  

c. Category: Click to select Performance 
Objective. Note: This makes the 
performance objective available under 
Add Existing in the future. 

d. Status: Select the appropriate status for 
your goal. For most goals you will select 
On Track. 

e. Due Date: Select date.  
f. Click Add to enter additional goals.  
g. Click Next. 
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4. On the Review and Submit page, review the goals. Once you have entered all the goals, click on 

Submit to send the goals to your manager to review and approve.  

 

Manager Steps 

1. Click on the Manager Evaluation: 

Goal Setting task.  

2. Click on Get Started to review the 

goals the employee entered.  

3. Scroll down to review the goals and 

ensure they reflect what you discussed 

and that they are SMART. Click Next.  

 

 

 

 

 

 

 

4. On the Review and Submit page, do one of the following: 

a. Click Submit to approve the goals entered.  

b. Click Send Back to have the employee make edits.  

 

 

 

 

Employee Steps 

1. Once the manager approves the goals, 

the employee will receive a task. Click on 

Get Started.  

2. Click Next. 
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3. Click the Status drop down and select Acknowledge Review and Agree. Add notes in the Comment 

field, if applicable.  

4. Click Submit. You have successfully completed the goal setting process! 

 

Edit Goals 

1. Click on your profile on the top right of your Workday screen and click View Profile.  

2. In the left menu, click on Performance.  

a. On the right, under Individual Goals, select the goal and click Edit.   

b. Click Edit.  

3. Select the goal you want to update.  
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Add Additional Goals 

All employees can add additional goals in Workday throughout the year. Follow the steps below:  

1. Click on your profile on the top right of your Workday screen and click View Profile.  

2.   In the left menu, click on 

Performance.  

a. On the right, under 

Individual Goals 

b. Scroll down to click Edit  

c. Click Add.   

3. Enter the details of the goal in the 

Create Goal section.  

a. Goal: Enter your SMART 

goal.  

b. Description: Enter any 

notes about progress or 

changes that happen 

throughout the year.  

c. Category: Click to select 
Performance Objective. 
Note: This makes the 
performance objective available under Add Existing in the future. 

d. Status: Select the appropriate status for your goal. 

e. Due Date: Select date.  

f. Click Add to enter additional goals.  

g. Click Submit. 

h. The goal is sent to your manager for approval.  

 

4. The Manager will receive a notification and task to review the 

newly added goal.  

a. Review the goal. Take one of 

the actions below: 

b. Click Send Back to have the 

employee make edits. This will 

create a task for the employee 

to review and update the goal 

before submitting it again.  

c. Click Approve if the goal is 

accurate.  

 

 

 


