
 
 

How to Edit and Comment on Direct Report’s Goals 

*These instructions are for managers that would like to make changes to or add comments to 
their direct reports’ goals.  

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

 

 

 

2. From your My Goals page, click on “Team Goals” 

 

 

 

 



 
 
3. Find the direct report who has a goal that you want to edit, and click on the small arrow to 
expand the field.  

 

4. Click on the drop-down carrot and click “Edit”. 

 

 

5. Make edits to the fields you want to edit in the goal. 

 



 
 
6. To make comments, scroll down to the very bottom of the page and click “Add Comment”. 

 

 

 

7. Enter your comments and click “Add”. 

 

 

 

 

 



 
 
 

 

8. After you have finished making edits or comments, click “Submit”. 

 

 

 

9. Your direct report will receive an email indicating that their goal has been modified. 

 

 

 

 

 

 

 

  


