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      How a PI or Supervisor Completes an Annual  
      Performance Appraisal for an RFCUNY Employee 

 
1. Log in to Workday using your ID and Password. 

 
2. After logging in, type in Performance in the Search Bar , as shown in Figure 1 

below. The Tasks and Reports window will open. Under Tasks and Reports, click 
on Start My Performance Review for Employee  as shown in Figure 2 below.  
The Start Performance Review for Employee will appear as shown in Figure 3 on 
Page 2. 
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3. After you click the Start My Performance Review for Employee  in Figure 2, Page 
1, the Start My Performance Review for Employee will appear as shown in Figure 3 
below.  In the Employee Box , type in the employee’s name or click on the drop-down 
menu and select My Team . Then select the employee from the list of employees who 
will be reviewed. Next, in the Review Template Box  click on the drop-down         
select Annual Review , the RFCUNY Performance Appraisal Button  will appear, 
and click on the button as shown in Figure 4 below. Select the Period Start Date and 
End Date  in Figure 3, which is the period under review. Then click Submit . 
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4. After clicking on Submit  Figure 3, Page 2, the Complete Manager Evaluation 
pop-up box will appear, as shown below in Figure 5. Click Open , and Complete 
Manager Evaluation Screen will appear as shown in Figure 6 below, Read the 
instructions and click Get Started .  
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5. After clicking on Get Started  in Figure 6, Page 3, the Manager's Evaluation 
Screen will appear as shown below in Figure 7. There are steps that need to be 
completed that are located on the left-hand side of the screen . They are 
Competencies, Time and Attendance, Trainings, Goals, Review, and Submit. 
In the Competencies section, assign the employee a Proficiency Rating using 
the dropdown menu  and provide comments in the Comments Box  for all 
competencies listed. After completing this section, click Next .   

 

Please Note: If you click Actions  on the left side of the screen, the Event pop-up  
                      box will appear as shown in Figure 8, Page 5, showing the status of the  
                      performance appraisal. 
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Complete the other sections: Time and Attendance, Trainings, and Goals using 
the same format. 

 

6.  After you complete each section, you will be able to review all your evaluations 
and either Submit or Save for Later your evaluations. 
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7. After submitting your evaluation, Success! Event submitted pop-up box will 
appear as shown in Figure 9 below. Click To Do  to identify the final step in the 
review. 
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8.  After clicking To Do  in Figure 9 above, the Complete to Do Screen will 
appear as shown below in Figure 10. Click Save for later .  
The PI or Supervisor will receive a notification in their My 

9. Tasks Box, see Figure 11, Page 8, notifying them to schedule a meeting with their 
employee to review the appraisal. After meeting with the employee to review the 
appraisal, return to this section and click Submit .  

        Please Note: The appraisal will now be visible to the employee. This action will  
                               also send the appraisal to the employee, who will be asked to review  
                               and sign the appraisal. 
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10. After the PI or Supervisor clicks Save for later  in Figure 10, Page 7, they will 
receive a notification in their My Task Box  to schedule a meeting with the 
employees to discuss the performance appraisal, as shown in Figure 11 below. After 
clicking on the My Task Box , the Task Screen, will open. Click on the 
Performance Appraisal  and click Save for Later  if you have not met with your 
employee, but if you have met, click Submit . However, you can also see the same 
task in the Awaiting Your Action Section of your Workday home screen,  as shown 
in Figure 11a. Click on the Task  and it will bring you to the task screen,  
Figure 11. Remember, if you meet later with the employee to review the appraisal, 
you must return to this section and click Submit .  
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11. After the PI or Supervisor has met with the employee to review the appraisal, and 
has clicked Submit , in Figure 11, on Page 8, a pop-up box will appear stating 
You have marked as Completed as shown below in Figure 12.   

 

 

 

 

 

 

 

12. Next will be the employee reviewing and acknowledging the performance 
appraisal. In their Awaiting Your Action Section in their Workday home screen, 
the Employee Review and Acknowledgement Task is shown in Figure 13 
below. They will click on Employee Review and Acknowledgement Task ,  
and they will review and submit their appraisal. 
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13. After the employee approves and submits their appraisal, the PI or Supervisor will 
see in their Awaiting Your Action Section in their Workday home screen, 
Manager Review and Acknowledgement: with the employee’s name as shown 
in Figure 14 below. Click Manager Review and Acknowledgement Task , and 
the Provide Manager Review Comments screen will open as shown in Figure 
16, on Page 11. Remember, you will also receive a notification in your My Task 
Box  to Provide Manager Review Comments as shown in Figure 15 below.  
You can choose either method.  
 
Click Get Started  as shown below in Figure 15.   
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14.  After clicking Get Started  in Figure 15, Page 10, the appraisal Summary 
screen will open as shown in Figure 16, below. Review the content, click Next . 
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15.  After clicking Next  in Figure 16, Page 11, the Acknowledgement Screen will 
appear as shown in Figure 17 below. Click on the Drop-Down Menu        in the 
Status Box , and the Acknowledge Button  will appear, and click on the 
button. Add any comments in the Comment Box . Click Submit . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. After clicking Submit  in Figure 17, above the Success! Event Submitted  
pop-up box will appear as shown in Figure 18 below. The appraisal process is 
complete. 
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