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The Launch Performance Evaluation tip sheet is for all employees and managers. 

Employee Evaluation Overview  
Employee evaluations are an opportunity to provide feedback on employee 
performance, identify goals for growth, and document development across the 
employee’s career. Workers have an active role in identifying goals that foster 
development in their work life. Managers play a role in identifying strengths and 
opportunities for employee development by initiating the employee review and 
completing the manager evaluation after the employee has submitted a self-assessment 
of each element of the review process  
 

Launching an Evaluation  
At the beginning of the review period, managers will initiate an employee evaluation. 
The steps below discuss setting the process in motion. The end date of the evaluation 
period allows employees and managers to complete their review processes, meet to 
discuss results, and acknowledge the reviews. If necessary or desired, an HCM partner 
can review the evaluation after those acknowledgments. 
 

Note: The timing of launching evaluations may differ depending on whether the worker 
is a staff member or a faculty member, as well as institutional policies and processes for 
evaluation timelines. Check with your manager (if you’re a worker) or your HCM partner 
(if you’re a manager) to ensure the process begins at the right time. 

 

For the Manager 

1. On the Workday home page, managers navigate to the employee’s profile by 
selecting the Worker Profile icon, selecting the My Team icon in the menu on 
the left and choosing the employee to review.  

2. At the employee’s profile page, select Performance 

3. On the performance review page, select Start Performance Review 

4. A pop-up will appear, and the employee’s name will auto-populate. Select the 
appropriate review template, based on whether the worker is a faculty member or 
a staff member. Enter the desired date range, keeping the following in mind: 

a. The start date is the beginning of the review period and allows a manager or 
employees to add goals for the period. No further action takes place until the 
selected end date. 

b. The end date allows employees to complete self-reviews and send to 
managers for their review. 



Launch Performance Evaluations  December 22, 2022 

CHESS Training Team  Page 2 

5. After entering the appropriate dates, click “Submit.” This sends the evaluation to 
the worker. 

6. After the employee completes the below steps, managers can Approve the 
identified goals or Send Back for changes. If Send Back is selected, the 
manager must include a reason to complete the action. 

7. The evaluation is now on hold for the duration of the review period. 

 

For the Employee 

1. On the Workday home page, employees can click the Inbox icon or view items in 
the “Awaiting Your Action” pane to view the notice to start the annual review. 

2. Employees will see the dates of the review period. Click Get Started 

3. Employees add goals for the review period on the Goals page by following these 
steps. 

a. Click Add 

b. Enter a measurable goal in the Goal field. A description may also be helpful, 
but the goal can be submitted without one. 

c. Select a due date (normally the review period end date). 

d. Choose a category. Goals may be either a Development Objective or a 
Performance Objective. 

e. Set the status as appropriate.  

f. Choose Add to create additional goals, or click Next to view the other 
elements of the evaluation. 

4. After reviewing the Competencies and Questions that will be addressed at the 
end of the evaluation period, click Submit. This sends the evaluation to the 
manager for approval. 

 

Once the evaluation is launched, managers and employees can view the evaluation by 
clicking Performance on the worker profile page. 

 

For more information about performance evaluations, see the Performance Reviews 
tip sheet. 


