
How to Guides - Manager 
Assign a Goal

Step 1: Click the ‘Your Goals’ icon on the Focus 
homepage or the ‘Your Goals’ tab under the ‘Your 
Focus’ tab.

Step 2: Click ‘Create’

Step 3: Enter the two mandatory and one optional  
field below:

1. Enter a goal statement

2. Enter measures

3. Enter a weight (optional)

Note: Goal dates are the current 
financial/performance year

Step 4: Select ‘Your Team’. Select the box next to  the 
relevant team member(s). Click ‘Submit’.

Note: This will take a few minutes to populate.


