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Manager’s Home Page 
 
Managers have an additional icon on their home page.  It is called Manager Functions. 
 

 
 
 
Select this icon to access to Manager Functions.  Remember when you are in Manager 
Functions you are seeing the application data through the eyes of a manager and not 
an employee. 
 
Manager Functions 
 
The first tap is the Overview tab.  This gives you a link to all of your current task.  A 
status bar provides you 
information on the current 
processes and allows you to 
link directly to employee 
records.  
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Approving Employee Goals 
 
When you select an employee for goal approval (or when you select goals from the 
employee’s record) you will see the employee’s goal screen just as they would see it! 
 
You can approve goals by using the flags provided or the link at the top of the page.  
Flags allow you to approve goals one at a time.  Use the link at the top to 
simultaneously approve all goals waiting for approval . 
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Requesting Goal Revisions 
 
You can send a goal back to the employee for edits by selecting the red flag (needs 
revision).  Note that a comment box appears for you to provide feedback. 
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Updating Employee Goals 
 
You can update any part of the goal but the employee updates tab. 
 

 
 
 
Assigning an employee goal to others 
 
While you are in the employee’s goals you may assign one or more of their goals to 
other employees on your team.  Select the copy goals to direct reports. 
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Then select the goals to be copied and select who should receive them. 
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Assigning your goals (as Manager) to others 
 
While you are in your own goals page you may copy one or more of your goals to any of 
your direct reports by following the same process as above.  It is important to remember 
where you are in the system.  Be aware of when you are in an employee’s goals page 
or your own! 
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Generating reports 
 
While in the employee’s goal page you may run the available reports.  These are the 
same reports that you may run for yourself while you are in your goals page. 
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Employee Information 
 
The next tab is the employee tab.  Here you can select all relevant information 
regarding each 
employee.  The 
manager tools 
tab provides 
some additional 
reporting in the 
future.   
 
 
 


