
How to Add Goals in Workday

This guide shows you how to add goals in Workday and how to create 
development items to track your professional growth. In Workday, a goal is a 
measurable objective — typically tied to employee performance — that usually 
has a deadline. Both employees and managers can set goals, and managers can 
also "cascade" goals, assigning the same objective to one or many workers at 
once. The examples below follow an employee profile (Erika Employee) that 
already has a goal cascaded from her manager, then walk through adding a new 
goal and a new development item.

Workday profile screen showing Erika Employee's Individual Goals tab with the goal "Welcome
and Onboard 5 New Employees," including its description, status, and due date.

Prerequisites
 You must be logged in to your Workday environment as the employee 

whose profile you want to update.
 Your manager may have already cascaded one or more goals to you; these

will appear automatically in your profile.
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 You should know whether the item you want to add is a goal (a 
measurable, deadline-driven objective) or a development item (an 
incremental target for building knowledge, skills, or abilities, usually 
without a due date).

Create Goal form with the Relates To section highlighted and a note explaining its use for linking
competencies.
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Reviewing cascaded goals in your profile
Before adding a new goal, it's useful to see how existing goals — including those 
cascaded by your manager — appear in your profile.

Completely black screen indicating the end of the video
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1. On the left navigation menu of your worker profile, click Performance. This
section contains tabs for Individual Goals, Archived Goals, Feedback 
Received, Development Items, Development Plans, and Performance 
Reviews.

Development Items tab showing the completed entry with all details, including an interactive hand
cursor over the item.

2. In the Individual Goals tab, review the goals currently assigned to you. For 
example, a cascaded goal might appear as follows:

 Goal: Welcome and Onboard 5 New Employees
 Description: Meet with each new employee for a minimum of 30 minutes 

during their first two weeks of employment.
 Supports: Welcome and Onboard 5 New Employees (Public)
 Status: Not Started
 Due Date: 09/30/2022
 Associated Reviews: 0
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 Milestones: 0

Workday profile screen showing the navigation menu with "Performance" highlighted and the
Individual Goals tab selected, displaying one active goal.

Cascaded goals like this one are set directly by your manager, and the status 
reflects progress toward that specific objective.

How to add a new goal in Workday
Follow these steps to add a goal in Workday from the Individual Goals tab.

3. On the Individual Goals page, click the Edit button at the bottom of the 
screen. You can also use this area to edit or update progress on your 
existing goals.

4. In the Edit Goal dialog, click the Add button at the top left of the Items 
section to start creating a new goal.

5. In the Goal text box, enter the name of your new goal. In the Description 
field, add context or specific steps for achieving it. For example:

 Goal: Increase Knowledge and Understanding of Higher Education Best 
Practices
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 Description: Attend at least 1 in-person higher education conference, 
develop at least 1 contact in the higher education field, subscribe to at 
least 1 higher education journal or newsletter, then present highlights to 
my team.

Workday Individual Goals screen with the Edit button highlighted at the bottom, showing Erika
Employee's current goals.

Create Goal form with the goal name and description fields filled in for "Increase Knowledge and
Understanding of Higher Education Best Practices."
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6. Click the Category dropdown and select all categories that apply to your 
goal. For this example, select Career Objective and Development 
Objective. Other available categories include Academic Research (Paid & 
Non-Paid), Campus Initiatives, Performance Objective, Project Goal, and 
Service and Professional Activities.

Edit Goal dialog with the Add button highlighted in blue at the top left, alongside existing goal
details.

7. Click the Status dropdown and select the appropriate status. Setting a 
status is required when adding a new goal. Available options are:

 Not Started
 In Progress
 Completed
 Pending Review

For this example, select Not Started.

Generated with docsie.io
7 / 18



8. (Optional) If your goal relates to one or more competencies or 
performance factors, click the field next to Relates To and select the 
relevant competencies. This supports tracking and reporting but does not 
affect goal completion.

9. (Optional) Use the Supports field to link your individual goal to an 
organizational goal. Like the Relates To field, this is for tracking and 
reporting purposes only.

10. Click the Due Date field and enter a due date for your goal. For this 
example, enter 10/01/2023, giving the employee one year to complete the 
goal.

11. (Optional) Add milestones to track specific actions as you make progress. 
Click the + Milestone button in the Milestones section. Each milestone can
have its own status and due date, independent of the main goal.

12. Review all entered information, then click Submit at the bottom left of the 
form. If you want to finish later, click Save for Later instead.
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13. After submitting, a confirmation message appears, and the new goal is 
added to your Individual Goals list with the status Pending approval. All 
goals you create or edit automatically route to your manager for approval, 
and you can check approval status from the Individual Goals page.

Create Goal form with the Status dropdown expanded, showing options: select one, Completed, In
Progress, Not Started, Pending Review.

Create Goal form with the Due Date field filled in as 10/01/2023.
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Milestones section highlighted, with a note explaining that milestones have their own status and
due date.

Workday Individual Goals screen showing the submitted goal with a confirmation message and a
note that all goals route to the manager for approval.
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How to create a development item
Development items are incremental targets created to track the development of 
an employee's knowledge, skills, and abilities. They are commonly created 
without a due date, which allows for flexible, ongoing progress tracking. Unlike 
goals, development items do not require manager approval.

Workday Performance screen with the 'Development Items' tab selected. A large red information
box explains: "Development items are incremental targets created to track development of an

employee's knowledge, skills and abilities, commonly created without a due date." The left
sidebar shows navigation options such as Summary, Overview, Job, Academic, Compensation,

Pay, Benefits, Absence, Contact, Personal, Performance, and Career. The user profile area
displays 'Erika Employee, IT Coordinator.' The top navigation includes tabs for Individual Goals,

Archived Goals, Feedback Received, Development Items (selected), Development Plans, and
Performance Reviews.

14. From the Performance dashboard, click the Development Items tab in the 
top navigation bar.

15. Click the Add button at the top left of the main panel under the 
Development Items tab.

16. In the Development Item field, enter the specific skill or ability you want to 
develop. For example, enter Improve Presentation Skills.

17. In the Additional Information text box, add details to clarify the 
development item. The text box supports formatting options such as bold,
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italic, and underline. For example, enter "Improve presentation delivery, 
style, and confidence."

18. In the Relates To field, specify the competency or category associated 
with the development item. For example, select Presentation Skills 
(Competency) from the suggestion list.

19. Click the Status dropdown and select the appropriate status, for example 
Not Started.

20. (Optional) Fill in additional details such as Category, Start Date, 
Completion Date, and Notes under the Details section if needed.

21. Save the development item. Unlike goals, development items do not need 
to be approved — once added, the item appears directly in your profile.

22. After saving, the development item appears on your profile. You can return
at any time and click the edit icon next to the item to update it.

23. Review the completed entry on the Development Items tab to confirm the 
details, for example:

 Development Item: Improve Presentation Skills
 Additional Information: Improve presentation delivery, style, and 

confidence.
 Relates To: Presentation Skills (Competency)
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 Status: Not Started

Create Goal form in Workday with the goal and description fields filled, and the category
dropdown expanded to show available options.

Workday Performance screen with the Development Items tab selected, showing an explanation
that development items track knowledge, skills, and abilities and are commonly created without a

due date.
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Development Items screen with the Add button highlighted.

Development item form with the Additional Information text box being filled out.
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Development item form with the Relates To field selected to Presentation Skills (Competency).

Development item form with all fields filled: Development Item, Additional Information, Relates
To, Status, and the Details section.
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Development item form with a note stating that, unlike goals, development items do not need to
be approved.

Development Items tab showing the saved item with options to edit or add more.
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What's next
With your goal and development item created, you can monitor approval status 
on the Individual Goals page and update progress or milestones as needed. You 
can also return to the Development Items tab at any time to edit items and 
continue tracking your ongoing knowledge, skills, and abilities development. For 
additional resources or support, visit .

Category dropdown expanded, showing options such as Academic Research, Campus Initiatives,
Career Objective, and Development Objective, with categories being selected.
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Workday Performance screen with the 'Development Items' tab selected and a red information
box explaining the purpose of development items.

Screen with "THANKS FOR WATCHING!" and "elevate.umd.edu" on a black background
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