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The following job aid details the process for employees to complete their annual self-evaluations within Workday. 

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

SET CONTENT 

1. Once the HR Talent Administrator kicks off the annual Performance Review for Organization task within Workday, you will receive a notification 

like the one below, to complete your self-evaluation.  

 

 

 

 

 

 

 

 

 

 

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.  
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3. The next screen that will appear is the Performance Goals. Rate and comment on each goal identified for this review period. Once you’ve filled 

in all required fields and added option detail/comments select “Next” to proceed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. The next screen is GBMC HealthCare Greater Values. Complete all required fields and select “Next” to proceed. 

5. The next screen is the GBMC Healthcare Essential Responsibilities. Complete all required fields and select “Next” to proceed.  

6. The next field is employee feedback. If any feedback was provided by the employee or other managers throughout the fiscal year, you will be 

able to view that here. You can also provide additional manager feedback if you choose. Once completed select “Next” to move forward. 

 

 

 

Note: From the Summary Editor, if at any time you need to pause the process, you can select “Save for Later”, and it will save your 

progress. 
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7. The last section will allow you to review all information that you have provided. If at this point you wish to adjust, you can click on any of the tabs 

in the left margin to return to that section of the review. Once finished select “Submit” to complete the self-assessment.  

 

 

 

 

 

 

 

 

 

 
 

8. Success! Event Submitted!   

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

Workday Inbox.   

 


