
Performance: Review Goals Set by Manager Employee 
 

 

Your screens and processes may vary from this document. Confidential ©2023 Workday, Inc. 1 

 

 

The following job aid details how a manager can set employee goals within Workday. The following information and 

screenshots are subject to change, and this should just be viewed as a guide.   

 

SET CONTENT 

1. From your Workday Homepage: From your Workday home page there are two locations where you can access the “review goals set by 

manager” task. These locations are highlighted in the image below. 
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2. By selecting either of the highlighted options above, you will be brought to a screen that looks like the one shown below. Click on the “Get 

Started” box shown at the bottom in blue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: From the Summary Editor, you can select the Save for Later option at any time if you need to come back to the task at another 

time.  
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3. Please review the help text with information regarding the organizational goals and descriptions. Then scroll down to review the goals that your 

manager has set for you. From this page you can make changes to your goals, any changes that are made will be sent back to your manager 

for review and approval.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. After you have reviewed the goals set, select the “Submit”.  
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5. Success! Event Submitted!  

Finally – you will be brought to the screen below showing a summary. You can select “Done” and the notification will be removed from your 

Workday Inbox.  

 


