
In creating your Objectives, you are required to do the following steps: 
 

1. Go to the Objectives tab or click the “2019 Objective Setting” task under My 
Tasks. 

Please note that you cannot submit your objectives without the 2019 Objective 
task under My Tasks. This will be prompted by HR. 
 

2. Clicking either of the two will take you to this interface. To create your objectives, 
click the My Managers Objectives tab, and check the box of the objective that 
you need to align to, and then click the “Create Aligned Objective” button. 

 



3. If your manager has yet to create his/her objective, you can proceed to create 
your own by clicking the “Create” button. 

 

4. You can now start creating your objectives in this page. Please make sure to fill 
in all the details in order for the “Send an Approval Request” to be visible. The 
following are the necessary fields that need to be filled in: 
 

 My Task (this will be provided by HR; if unavailable, you cannot proceed 
with the submission) 

 Specific Objective 

 Start Date & Target Date 

 Key Result Area 

 Weight 

 Lead & Lag Targets 
 



5. Once done, your Objective will be sent to your Approver for approval. The status 
of your objectives will be “Pending Approval” as long as your objectives haven’t 
been approved.  

 
 
 



 
6. Once the objectives have been accepted, you can start updating the progress of 

your objectives. The status will be “In Progress.” 

 
7. To update the status, select one of your objectives, and a window will pop up. 

Scroll down to your Lead & Lag targets, click the pencil icon, and put the 
percentage of your accomplishment. Continue to do this until you accomplish all 
of your Objectives. 



 

You are requested to please finish inputting all of your objectives into myCompass and 
have it approved by your Approvers on or before December 31, 2019, Tuesday. After 
that, we will be closing the 2019 Objective Setting task so that we can proceed with our 
2019 Performance Appraisal as planned next calendar year. 


