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Performance Evaluation Review Instructions 

 
1. Login to Workday and select the inbox to access task. 

 

 
2. Select the “Manager Evaluation” task and then select the orange Get Started button. 
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3. Review the employee and manager evaluations. In the summary section either Approve or Send Back. 
 

 

 

• If Send Back is chosen, click the employee or manager name and send back reason. 

• Once you select Approve the business process will route back to the manager to acknowledge the approved evaluation and schedule 1:1 
meeting with the employee. 

 IMPORTANT: Any comments added during this process are visible only to the manager and not to the employee. 
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How to View Completed Evaluations 

 
1. Login to Workday and search employee profile. 

 
2. On the left menu select Performance then Performance Reviews along the top tab. The evaluation will be available to view or print as pdf once 

completed. 


