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STEP 1

Click on Team Performance in 'Your Top Apps' or by searching from the menu
bar to add.

Adding an App: select menu in the top left-hand corner of your home screen of Workday. At
the bottom of the pop up that appears, select 'Add Apps' button, in the search bar type in
"Team Performance" and select the plus button. When you go back to menu, it should appear
at the top of the list of apps shown.
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https://impl.wd12.myworkday.com/maryfreebed/d/home.htmld

STEP 2

Click on 'Employee Reviews' under the Actions menu on the far-right hand

side of the screen.
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STEP 3

Click on Organizations and type in your name, or the name of the leader you
are writing employee reviews for.

Note: Some leaders will have multiple departments that they oversee, ensure you're selecting
them all, or the correct department code associated with their name.
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STEP 4

Click on Review Templates and type in the fiscal year you are writing employee
reviews for (i.e. April, July or January) and the corresponding review should
populate.
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STEP 5

Once your screen is populated like the below screenshot, click on OK to pull
the appropriate reviews.
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STEP 6

View list of all the employees under that leader and note the status of each.
To view each, click on 'Annual Performance Evaluation for April Fiscal 2025:
EMPLOYEE NAME' to open next steps.
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STEP 7

Viewing the event, you will see two buttons at this stage: 'Skip' will appear
when you are in the Get Additional Manager Evaluation and will need to be
selected first to open the direct manager's review.

SKIP: when you want to skip the alternate contributor evaluation and just go to the direct
manager's review.

OPEN: to add an alternate contributor to the evaluation and submit OR (once the skip task is
completed) to start the direct manager's review.
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STEP 8

SKIPPING ALTERNATE CONTRIBUTOR REVIEW: Click on Skip on the right-hand
side.
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STEP 9

SKIPPING ALTERNATE CONTRIBUTOR REVIEW: Once you've confirmed you'd
like to skip adding an alternate contributor to this employee's review, click on
OK to submit.
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STEP 10

Once you've completed reviews, you'll see the Overall Rating Override score
start appearing in the highlighted column below.

Note: since these reviews are still in the process until the employee signs off, the "completed"
tab is going to appear empty. You can track who you've done reviews on by seeing the scores
populate in the highlighted column below.
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