
How to Guides 
Create 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’ on the top right of 
the page

Step 3: Enter the two mandatory and two 
optional  fields below:

1. Enter a goal statement

2. Enter measures

3. Enter a weight (optional)

4. Attach supporting documentation 
(optional)

Note: Goal dates are the current 
financial/performance year

Step 4: Click ‘Submit’.

Step 5: Click ‘Send an Approval Request’ to
request  approval.


