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Entering Objectives in SuccessFactors

Go to your 
SuccessFactors 
homepage and 

click on the To-Do
tile. 

Select Objective 
Setting by 
Employee. 

Scroll down to see 
your Objectives 

or click on 
Objectives to 
jump to that 

section. 
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Entering Objectives in SuccessFactors

Click on Add 
Objective to enter a 

new objective. Any Objectives cascaded 
to you will be listed 
below. 

Select Personal 
Objective to write a 

new objective 
or

select Library 
Objective to browse 

from a list.
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Entering Objectives in SuccessFactors

Enter details for the 
objective or revise 

the details from the 
library. 

1) Choose a category for the objective

2) Edit the objective description- what is your goal?

3) Define success- how will you know you have 
accomplished this objective?

4) Add a weight for the goal. The total weights of your 
objectives should add up to 100%, with more 
important objectives receiving a bigger weighting. 

5) Enter a start and due date. The defaults will be auto-
populated. 

6) Enter a status. 

7) Save Changes. 

Make sure your 
goals are SMART!

S
Specific

Describe the 
result in a 

detailed and 
well-defined way.

M
Measurable

Develop some 
quantifiable ways 

to track the 
objective.

A
Attainable

Ensure the 
objective is 

possible, but still 
challenging.  

R
Relevant

Select objectives 
that closely align 

to strategic 
priorities.

T
Time-Bound

Decide on a 
deadline and 

check-in points. 
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Entering Objectives in SuccessFactors

Once you have 3-5 
objectives, click 

Confirm Objectives 
to send the form to 
your manager for 

review.

Add any additional 
comments for your 
manager and click 
Confirm Objectives. 

Save and Close to 
come back to the 
form later.

Edit an objective by 
clicking on the pencil 

icon. 
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