
 

 

Adding Goals to Your Goal Plan 

 
  

 
We encourage all staff members to have 3-5 goals in the myHR system by September 30th. New staff members 
are encouraged to submit goals in the myHR system after their first 60 days of employment. 
 
Navigate to my.creighton.edu and select the myHR icon 

 
 
 
On your myHR homepage, select the About Me tab, and then select the Career and Performance icon.  

 
 
 
Select the Goals tile. 

 



  
Verify that you are in the current Review Period and Goal Plan. Then, click on the +Add Button to begin adding 
goals.  

 
 
Enter Goal information, including: 
a. Goal Name – short title of the goal  
b. Description – General information about the goal  
c. Category – goal alignment category  
d. Success Criteria – how the goal will be achieved using SMART criteria 
Repeat, until all goals are entered, saving each goal. We encourage staff members to have 3-5 SMART goals.  
 

 
 
 
After all goals are entered, click “Submit.”  
 

 
 
 
 
 

https://my.creighton.edu/hr/sites/default/files/2022-12/goal-alignment-categories.pdf


  
You will have the opportunity to enter comments and provide any related attachments. Choose Submit. Once your 
goals have been submitted, you are not able to edit them until your manager has approved them.  
 
 

 
 
 

If you need additional assistance, please contact Human Resources at hr@creighton.edu or 402-280-2709. 
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