How to Guides - Manager

Turn team members goals into a PDF

Step 1: Click the "Your Goals' icon on the Focus {© orcos I L (o Foas

homepage or the "Your Goals' tab under the "Your —

Focus' tab.
Step 2. CLICk the ‘Team Goals’ tab My Goals Team Goals J

i urrent Period ¥ 01/07/2018 | £ || 30/06/2019 | fER earc
Step 3: Click the arrow across from the team Ll
member whose goals you want to PDF & print. Diply coceled () bide Completed

All Statuses ¥

Note: Click the arrow again to contract the goals. All .
team member's goals that are expanded will come up @ Vit To e D,
in the same PDF .

Step 4: Click ‘Options’ on the top right of the page
and then click ‘Download PDF' Team Goals Optons ¥

‘ Download PDF
Note: The PDF will take a few seconds to download 3 Q
and will save to your downloads folder
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