
Stage 1: Initial Goal Planning
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Goal Planning Tab

● In this tab, you will document your SMARTER goals for the year
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Adding New Goals
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Adding Goals from Previous Review

1. Click Add Goal (located towards 
the bottom of the screen

2. Click Goal from previous 
review
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Adding Goals from Previous Review

3. Click Goals & Objectives

4. Review goals from your previous 
review
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Adding Goals from Previous Review

5. Select a specific goal. It will be 
highlighted in blue.

6. Click Add Goal. It will be added 
to your goal listing in the Goal 
tab.
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Moving to the Next Tab

● To navigate between tabs, simply push the tab name
● To help you keep track of which tab you’re in, refer to the top 

of the section, where the tab name is also displayed
●
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Mid Year & Year End Assessment Tabs

Although these tabs are visible, please skip them during the Initial Goal 
Planning stage. The items are locked, and no action is required.
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Next steps Tab

● Each stage will also include 
a Next Steps tab, where you 
can view a summary of your 
progress so far. 

● You'll also see the upcoming 
stage name.

● You’ll have the option to 
proceed to it if desired.
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