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Initiate Ad Hoc Performance Review (Manager)

Overview
This job aid outlines the process of starting a performance review in Workday from the role of a
manager.

Initiate Start Performance Review

1. From the Workday Landing Page, select the Team App.
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2. Select the Team Performance application.
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3. The application shows you the details of aspects related to your team performance. In
the left column, you can see that the Performance Review Status displays 3 Not
Launched. Select the More link on the right to view all Actions.
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4., Now

you can select the Start Performance Review action.
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5. Enter the following details:

a. Employee — Use the menu, or simply type the name of the employee in the field.

b. Review Template — You have the option to choose from a Goal Setting template
or the Annual Review template for the appropriate year(s). This job aid will follow
the Annual Review process.

c. Period Start Date — will default when the Annual Review template is selected

d. Period End Date — will default when the Annual Review template is selected

Select Submit.
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The process will route to the employee’s inbox to complete their Self Evaluation.



