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How an RFCUNY Employee Completes a Review and
Acknowledgment of their Annual Performance Appraisal
1. Log in to Workday using your ID and Password.
2. After logging in, in the Awaiting Your Action Section of your Workday home
screen, as shown in Figure 1, below the action or task for Employee Review and
Acknowledgement @, needs to be executed. You can either click on the
Employee Review and Acknowledgement ©® or click on My Task Box @ to open
your My Task Screen as shown in Figure 2 below. Then click Employee Review
and Acknowledgement @, then click Get Started ® as shown in Figure 2 below.
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3. After you click the Get Started © Figure @, Page 1, the Provide Employee Comments
Screen will appear as shown in Figure 3 below. Review the comments and click Next ©@.
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4. After clicking Next @ in Figure 3, above, the Acknowledgement Screen will

appear as shown in Figure 4 below. Click on the Drop-Down Menu

Status Box @, and the Acknowledge Button @ will appear, and click on the
button. Add any comments in the Comment Box ©. Click Submit @.
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5. After clicking Submit @ in Figure 4, the You have Submitted pop-up box will

appear as shown in Figure 5 below. Your task is complete..
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