
PERFORMANCE GOALS 

Editing and Updating Performance 
Goals from the Performance 
Appraisal Form 



Performance Goals 
Editing Goal Details from Appraisal Form 

Goal Details 
1 

2 

3 

Click on “Edit” at the end of the goal name to 
display the goal details box. 

Update goal details as needed. 

Click on “Save Changes” 



Postponed and/or Cancelled Goals 
If a goal on your goal plan is no longer relevant, you can update the GOAL 
STATUS to indicate that the goal was cancelled or postponed. 
NOTE:  Only managers can delete an employee’s goal. 

Goal Details 

Goal Status Options 

Not Started 

Behind/At Risk 

On Track 

Completed 

Postponed 

Cancelled 
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