A How To Complete Manager Evaluation in Workday
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1 Navigate to your Workday homepage.

2  Click on your inbox

T— It's Monday, October 21, 2024
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3 You will see a Manager Evaluation task for each of your salaried direct reports.
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4  Click "Manager Evaluation: Salaried Performance Review-Operations: [Name]" to
open the evaluation for that individual.
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5  There are resources linked in the instructions for you to review as needed. When
you're ready to complete the evaluation, Click "Get Started"

« State the facts, use examples/data as needed
luation: Salaried 10/21/2024 Yy « Use the essential functions of the job description to rate performance ~ email
Review - Operations: guestservices com If you need a copy of a job description

« Consult last year's review, if applicable, to determine if goals were met/exceec

« Avoid discriminatory language or any reference to protected class such as age
24 etc

172004 For more information on writing and delivering effective performance reviews, includ

dle conversations when your team member rejects their review, please view Tips for
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6 The first section is the competencies section. Click the "Rating" field for each
competency.
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Click the radio button for the appropriate rating.
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Description Manager Evaluation
Measures attendance and punctuslity. Rating *
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8  Youcan make comments in this section, but they are not required.
/v
Description Manager Evaluation
Measures attendance and punctuality. Rating *
Reports to work as scheduled and follows
call-in and approval procedures for time off. Meets Expectations =
Requests and uses leave appropriately - ©
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9 Continue entering ratings under each competency listed. The competencies are
the same as previous year reviews.
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10 Once all competencies have a rating, you will see the calculated rating for the
competencies section-this is auto calculated based on the weight given to the
ratings selected.
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11 Click "Next"
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12 Thisis the narrative section; each section is the same as previous years reviews.
Click in each comment section to type in relevant comments.

drea Castro (...
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13 Comments are required in this section

Question  Goals and Accomplishments:

Summarize the significant accomplishments achieved over the review period. Include goals from last year, a
relevant events participated In or accomplished, or milestones reached.
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Areas of strength, specific skills, or attributes demonstrated over this review period. How did these g
low the employee to achieve the goals or significant accomplishments identified previously?
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14  After each section has comments, Click "Next"
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15  In the Job Performance Summary Section, Click the Rating drop down.
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16  Select the most appropriate rating.
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17  Click in the comment section. Comments are required.
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19 The next section is the overall calculated rating. This is auto calculated based on

the weight designated to each answer.
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21 On this final screen before submission, you will be able to review your selections.
If you need to go back to correct something, you can click the section name on the
left hand side to navigate back to that section.
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22 Once everything looks good, Click "Submit". The review will now go to the next
level for approval.
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