How to Guides _

Create a Goal Home ( Your Focus

Step 1: Click the "Your Goals' icon on S s @ —_—
the Focus homepage or the Your y 7

Goals' tab under the “Your Focus' tab.

Goal Statement *

pEnter goal statement here

Step 2: Click ‘Create’ on the top right of
the page
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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 % & —— (ngm
(optional)
NOte: GOaI. dates are the Curreﬂt Examples of your work (if you want to add any)
financial/performance year
Step 4: Click ‘Submit’ o
Step 5: Click 'Send an Approval Request'to
request approval _

Cancel Save as Draft @



