
 

Instructions for managing 

associate’s goals: 

 

1) To begin, go to Essex Okta 

SSO dashboard > Click on the 

‘SuccessFactors’ icon.   

 

Alternatively, a direct link is 

also provided on Buzz. 

 

2) After you log in, you will be       

directed to your home page.   

 Click on the drop down       
arrow next to Home 

 Select Goals 

 

3)  On the Goals page:  

 Click on the drop down ar-
row next to your name.  
This will bring up a list of 
your direct reports. 

 Select an associate from    
under Reports. 
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4) Click “+ Add New”  

5) Select from the appropriate 
choices: 

• Create a New Goal 

• Goal Wizard 

• Copy From Other Goal 
Plan 

6) Follow the screen instructions 
for each selection. 

 

Note:  A goal library is available 
via the “Create a New Goal” op-
tion where you can see example 
goals that you can assign and edit 
as appropriate to the employee’s 
based on their position.  

How to Add a New Goal 

To access the Goal Library: Select “Create a New Goal” > “Library Goal” > Select appropriate choices > Click on “Add Selected” > Edit the 

goals as you see appropriate 
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Note:  All fields marked with a red * are required.   

You are required to assign a minimum of 2 goals for each 

associate.  Please ensure that the total weight for all goals 

equals 100% for the goal plan. 

For example:  2 Goals were assign to the associate. 

1. Goal 1: Weight = 40% 

2. Goal 2: Weight = 60% 

3. Total Goal weight combined= 100% 

GOAL 1 

GOAL 2 



 

To edit goals: Follow instructions 
from page 1 (Step 1-3) and con-
tinue with the following steps: 

4)    Click “action” and then “edit    
goal”. 

• The Edit Goal box pops up. 
You can change the comple-
tion rate and status here.  

• Do NOT change start or due 
dates. 

 

5)    In the “% completed 
 field” enter percentage  (i.e. 
50%, 75%, etc) 

 

Click “status” and choose an op-
tion from the drop down menu.   

• Click Save Changes. 

How to Edit Goals 

Note:  All fields marked with a red * are required.   

You are required to assign a minimum of 2 goals for each 

associate.  Please ensure that the total weight for all goals 

equals 100% for the goal plan. 

For example:  2 Goals were assign to the associate. 
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