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Setting Goals in Workday—Individual Goals 

Workday allows Managers to set goals on behalf of their individual direct reports or for all employees belonging to 

their Supervisory Organizations they manage. While goals can be assigned at any point during the fiscal year, they 

play a role in the Annual Performance Review. Follow the steps below to set a goal on behalf of employees and view 

statuses of team goals. 

From the Home Page Menu: 

1. Select the Menu       icon which will take you to the 

various applications provided through the Workday  

System. 

2. Choose Team Performance. 

Note: If the Team Performance  application is not  

visible, select Manage Apps in the top right corner of 

your Apps menu. Then you can search for Team  

Performance and select Add. It should appear in your 

applications menu once added. 
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From the Team Performance Application: 

1. Under Actions, select Add Goal to Employees.  

2. A new window will appear and you can choose  

Create New Goal or Copy Existing Goal. Choose the 

appropriate option. 

Note: You can only copy an existing goal if you have one 

already created in the system.  

3. Under Assign To select either Employees if you wish 

to assign the goal to a specific employee, to your team 

of employees, or to a Supervisory Organization. Select 

the appropriate option. 

4. Follow the prompts to assign the goal to the  

appropriate employee or team. 

5. Select OK. 
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QUESTIONS? 

Please email BusinessEducation@vumc.org.  

Under Add Goal to Employees: 

1. Type the name of the goal as you wish it to appear in the 

Goal text box. You can also add an optional description for the 

goal. 

2. Choose the Category of this goal. You will choose between 

a Development goal and a Performance goal. Most goals will 

need to be marked as Performance goals, which are more  

formal and are designated by a manager. A Development goal 

is used when an employee has a specific target they want to 

achieve.   

3. Use the Supports field to tie the employee’s goal to an ex-

isting Department goal.  

4. Determine the Weight and the Due Date of the goal. Then 

check whether you want to make the goal Editable. 

5. You can choose to Add another goal or Remove a goal. 

6. Select Submit to assign the goal to the employee(s). 

Note: Required items are marked with a red asterisk. 
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From Team Performance Application: 

1. Under Actions, select More. 

2. Select Goals. 

3. Verify that the Supervisory Organization you are  

trying to view is correct along with the View By  

Category you wish to view, then choose OK. 

4. Here, you can view the status of all team goals.  

Depending on whether the goal was mark as Editable, the 

employee and the manager should be able to edit and  

update goals from this table or from the Performance App.  
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