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Complete Manager Review

This guide shows you how to complete a performance evaluation for your direct reports in Workday. You will learn how to 
access the task, review the employee's self-evaluation, provide your own ratings and comments, submit the evaluation for 
approval, and acknowledge the review after the discussion.

Who is this for: 

Time to complete: 

People Managers

10 to 15 minutes

How the Performance Review Works

Before You Start

• You have an active Workday account and are logged into Workday

• Your employee has submitted their self-evaluation (you will receive a task once they do)

• Review the employee's goals, check-in notes, feedback received, and any relevant documentation before 
starting

Steps What Happens

Employee Completes self-evaluation with ratings and comments

Manager
Reviews self-evaluation and completes manager evaluation with ratings and 
comments

Manager & Employee Meet to discuss the review and overall rating

Employee Acknowledges the review and adds any final comments
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Accessing and Starting the Manager Evaluation

STEP 1:

Once your employee submits their self-evaluation, you will receive a task:

1. Check the "Awaiting Your Action" card on your homepage or open My Tasks (tray icon in the top right)

2. Locate and click on the task titled " Manager Evaluation" for the employee

3. Click Get Started to start the Manager Evaluation
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Accessing and Starting the Manager Evaluation

STEP 2:

Choose how to complete the evaluation:

1. The Complete Manager Evaluation screen will display

2. Go through the Guided Editor and walk through each section one at a time with the employee's self-evaluation 
visible alongside your evaluation
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Completing the Manager Evaluation

STEP 3:

Work through each section of the evaluation:

1. Current Year Goals: Review the employee’s goals for the year. Rate their progress on each goal and add 
comments describing their achievements, outcomes, and any challenges faced(Screenshot attached below)

2. Achievements:. Highlight the employee’s key accomplishments from the year. Focus on results, impact, and how 
their work supports your team or the business (Screenshot attached below)
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Completing the Manager Evaluation

STEP 4:

Work through each section of the evaluation:

1. Development: Identify areas for growth to further strengthen their effectiveness. Include skills, behaviors, or ways 
of working you want them to develop, along with any feedback they have received

2. Overall: Provide an overall assessment of performance, including results, consistency, and impact. Align the rating 
to role expectations and briefly explain why, using key examples
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Completing the Manager Evaluation

STEP 5:

Work through the Next Year Goals section outlining their priorities for the coming year. What can they focus on, and 
what does success look like?
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Completing the Manager Evaluation

STEP 6:

Review and submit:

1. After completing all sections, you will see a Review and Submit page with the Overall performance rating and all 
your ratings and comments. Review everything carefully before submitting

Click Submit to send the evaluation for approval. If you need more time, click Save for Later to return to it

Note - HR Partner Approval Required for Low Ratings
If the overall rating is a 1 or 2, the review does not go straight to the employee. It first routes to your HR Partner for 
approval and is shared with the employee only after they approve it. Routing happens automatically once you submit. 
Do not discuss the review with the employee until the HR Partner has approved it.
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Conducting the Review Discussion & Acknowledging

STEP 7:

After the evaluation is approved, you will receive a To-Do task to meet with the employee:

1. Schedule and conduct the performance review discussion with the employee

2. Share the evaluation with the employee during the conversation. You can make the review visible to them by 
clicking on the link in the To-Do task

3. Discuss ratings, feedback, accomplishments, development areas, and goals for the coming year

4. Once the discussion is complete, return to the To-Do task and click Submit to confirm the discussion took place
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Conducting the Review Discussion & Acknowledging

STEP 8:

After the employee acknowledges the review, you can check the status in the Employees Review Section:

1. Open the “Employees Reviews” Section by searching in the Search Bar

2. Select the Organizations and Review Templates

3. Under Completed/In-Progress, you can see the review status and whether it has been acknowledged by the 
employee or not

4. You can click the process to see further details if needed
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References

• You can view the employee's self-evaluation while completing your evaluation. Use it to understand their 
perspective, but base your ratings on observed performance and outcomes. 

• Be specific and evidence-based in your comments. Avoid subjective or style-based language. Reference goals, 
check-in notes, and documented feedback. 

• The overall performance rating is calculated as an average of your individual ratings. Review it carefully before 
submitting. 

• You can view past evaluations for your team anytime from the My Team section in Workday. 

Key Things to Know

Tip: Bookmark the Digital Resource Repository for quick access to all Workday job aids, recorded demos, and FAQs.

If you have questions or need support, here is how to get help

Support Channel Details

A change you made may not appear right away. This is usually a display issue, not a lost update. Before contacting 
support, try:

• Refreshing the page

• Logging out and logging back in

• Clearing your browser cache, cookies, and history

These steps fix most display glitches.

If A Change Isn't Showing Up:

Email Id workdaysupport@ambient-enterprises.com
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