
 
 

 

How to Assign a Goal to Direct Reports 

1. From your Cornerstone homepage, go to Performance > Goals. 

 

 

2. From the My Goals page, click on “Create”. 

 



 
 

3. Create the goal you want to assign by filling out all the required fields: Title, 
Description, Start Date, Due Date, SPC Pillar. You may add Targets as an optional field. 

 

 

4. Scroll to the bottom of the page and locate “Visibility”. Leave “Visibility” checked if you 
want your entire team to view the goal. Uncheck this box if you only want the goal 
visible to the assignee(s). 

 



 
 

5. Under “Visibility” you will see “Assignment”. Click on “Your team”. A list of your direct 
reports will be displayed. 

 

 

6. Choose which of your direct reports you want to assign the goal to. (Note: The 
“Options” radio button cannot be unselected). Then click “Submit”. 

 



 
 
 

7. The direct report(s) to whom you assigned a goal will receive an email indicating that a 
goal has been assigned to them. 

 


