
 

 

1 Locate Counselor Update/Modify Objectives Task  
 

In My Tri-C Space – locate and click on COMPASS card. This will take you directly into COMPASS. 
 

 

 

Find the Complete Counselor Update/Modify Objectives (AY26) task on your COMPASS Welcome page 

under the Action Items section. 

Click on the Link to enter the task. 

 

 

2  The Overview page consists of two steps:  
 

 

Steps for Full-Time Counselors 
Completing Counse lor  Update/Modi fy  Objectives task 

• Counselor: Update/Modify Objectives 

and Sign Off. 

• Associate/Assistant Dean: Review 

updates and Sign Off (comments are 

optional). 

 

Use this task to add or revise your objectives. 

Updates due by 1/23/26/no later.  If you have no 

updates, no action is required.  

 

Scroll down and click Next to move to the 

Counselor Objectives (AY26) page.  



3  Counselor Objectives (AY26) – View Only Page  
 

This page is for VIEWING ONLY! You can view all of the objectives that were entered at the beginning of the 

academic year.  No changes are made on this page. 

 

After you are reviewing your objectives, scroll down 

and click Next to move to the Counselor 

Update/Modify Objectives AY26.  

 

 
 

 

4 Counselor Update/Modify Objectives (AY26)   
 

This section is for you to provide any updates or modifications to the Counselor Objectives you established 

at the beginning of the academic year. 

• Add any updates, revisions, or clarifications needed based on your progress, shifts in focus, or new 

priorities. 

• If no changes are needed, you may simply exit – you do not need to complete this task. 

 



 

 

 

 

5 Sign Off (Counselor Objectives)  

Sign Off section allows you to electronically sign the Counselor Update/Modify Objectives task. 

• In the open field under Counselor, enter your name and click Sign.  Your name and a date will appear. 

(If necessary, you can re-sign by clicking the Redo button.) 

Comments are Optional in Comment field. 

If you are not ready to submit, click the Save for Later button (bottom left of page). This allows you to save 

your work and return to the task at another time. 



 
 

6 Ready to Submit  

 

 Scroll to bottom of page and click Submit button. 

 A message is displayed asking if you are sure you want to submit. 

 To return to task, click Cancel. If done, click Submit review. 
 

 

 

 A final message is displayed letting you know you have successfully submitted the review. Click EXIT. 
 

 

 

 

An email is sent to your Associate/Assistant Dean letting them know your Counselor Update/Modify 

Objectives (FY26) task is ready for review and sign off. 

 

NOTE: After Associate/Assistant Dean signs off, you will receive an email stating your Counselor Update/Modify 

Objectives (AY26) task is completed. 

 



A PDF of your objectives can be found by hovering over Performance tab in COMPASS 

• Selecting Performance Reviews 

• Click on My Personal Reviews tab 

• Click on Review Title (ex. Counselor Update/Modify Objectives (AY26) 

• A PDF will download for you to open 
 

 

If you need further assistance, email humanresources@tri-c.edu. 

mailto:humanresources@tri-c.edu

