
Annual Evaluation – Job Aid for Employees 
Updated July 2026 
 
A documented Annual Evaluation is required at the completion of a performance year. 
The steps below outline employee actions/responsibilities within the process. 
 
Step 01. Open the Self Evaluation Task in Workday 
 

1. Log in to Workday. 

2. Locate your self evaluation task, titled “Self Evaluation: Annual Evaluation Staff – 
2026: Your Name” and click it.  

 

 
 

a. You may also open your task inbox to locate and click to open it from there.  
 
 

3. When your task launches, click “Get Started.” 
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02. Complete the Self Evaluation for Job Responsibilities 
 

1. Review each job responsibility listed. These should be the same as your last 
review, but if you notice changes, discuss them with your supervisor.  
Do NOT make changes to the content included. Talk with your supervisor if you 
have any concerns. 

 
2. Add/edit comments for reach job responsibility. (optional) 

IMPORTANT NOTE: Comments added during the previous review period (midpoint 
evaluations) will automatically be displayed. You may delete, add to, or maintain 
those comments.  

3. Select “Next.”  
 
 

Comments from your previous review will display here. 
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03. Complete the Discussion Questions – Job Engagement 
 

1. Answer each discussion question by typing your response in the box. 
The questions are: 

• Which of your accomplishments in this review period make you most proud? 
• What would help you achieve higher performance in your role? Please 

mention any barriers that may be impacting your progress. 
• What new knowledge, skills, or projects are you interested in pursuing to help 

advance your work performance?  
 

 
 

a. Your supervisor will complete the following questions to respond and add 
to your answers:  

• What have you observed? 
• What resources, guidance, and support can you offer? 
• What knowledge, skills, activities, or projects would you suggest that 

would advance performance in this role? 

2. Select “Next.”  
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04. Complete Self Evaluation for Goals 
 

1. Review each goal description listed. These should be the same as your future or in 
progress goals from the last review and may include new goals for the future.  
Do NOT make changes to the content included. Talk to your supervisor if you have 
any concerns.  
 

 
2. Select a status foreach goal using the status dropdown.  

Use the following statuses:  
• Not Started 
• In Progress 
• Completed 

3. Add comments to 
support your status 
and progress. 
(optional) 

4. Select “Next.” 
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05. Upload Supporting Documents 
 

1. Add supporting documents by either dragging and dropping files into the gray 
square or by clicking “select files” to choose files to import. (optional) 
Note: Added documents should highlight accomplishments, growth, and/or 
performance. There is not a known limitation on how many documents can be 
added.  

 

 
2. Select “Next.” 
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06. Overall Evaluation and Rating for Non-Primary Job 
 

1. Select “Next” if you do NOT have a non-primary job. You should only have an 
action to take if you have an active permanent secondary appointment.  
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2. If you are prompted to get feedback for more than one job and you have a 

secondary performance-eligible position, add the name of your supervisor and 
your position number and select “Submit.”  

 

 
 

3. If you are prompted to get feedback for more than one job, but you are NOT in a 
secondary performance-eligible position (i.e., you’re in an interim role, you have a 
part time appointment, etc.), select the gear icon at the top and skip this task.  

 
07. Review and Submit 
 

1. Review your comments and status updates to check for accuracy. When done, 
select “Submit.”  
Note: Selecting “Submit” will complete your self evaluation and send your 
responses to your supervisor in the manager evaluation. 
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08. Manager Evaluation and Discussion 
 

1. After you submit your self evaluation, your supervisor will complete their manager 
evaluation. 

2. Once their manager evaluation is submitted, your supervisor will complete a 
performance evaluation conversation with you. 

3. Upon completion, you will receive the task outlined in step 09. 
 
09. Performance Evaluation Employee Acknowledgement 
 

1. Locate your performance evaluation task, titled “Performance Evaluation 
Employee Acknowledgement: Your Name” and click “Get Started.”  
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2. Review your performance evaluation content, including your supervisor’s review 
and your self evaluation. Then select “Next.” 

 

 
 

3. Acknowledge you have received your performance evaluation information by 
selecting the dropdown option.  

 

 

 
4. Add comments. (optional) 

5. Submit your acknowledgement.  

 


