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Overview 
 
 
 
 
 
Use this job aid to complete your self-evaluation as part of the annual 
performance review process. The self-evaluation is completed prior to the 
annual review. 
 
 
 
 
 

Colleague Complete Self-Evaluation  

1. Log into Workday. 
2. Click Inbox to access all items. 
3. Look for the Complete Annual Self-Evaluation: inbox item. 
4. Click the Complete Annual Self-Evaluation: inbox item. 

 

Workday Inbox 

 
  

Complete Annual Self Evaluation: Marshall, Susan (3191198) 
37 seconds ago – Effective 06/30/2021 

Maloni, Michael, Cindy Aster (Internal) – 99142780 Patient Registration 

Schuester, Melanie – 99134301 CAN – Dyersville Senior Care – Full Time Days 

Job Aid: Colleague Complete Self-Evaluation 
Performance Management 

Marshall, Susan (3191198) 
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Colleague Complete Self-Evaluation (continued) 

 
5. Click Go to Guided Editor to complete the eval using the step-by-step guide. 

OR 
Click Go to Summary Editor to complete the eval all on one page. 
 
Note: To “Skip This Task” for the Self Evaluation, click the Settings (wheel icon) symbol. Best Practice is 
for colleagues to complete their self-review. Select Skip This Task only if your Manager has given you 
instructions to do so. Review the information in the Skip This Task dialogue box and click OK to continue 
(which advances the review to the Manager Evaluation). 

 

Complete Self Evaluation Window 

 
 
 
 
 
 

 
Skip This Task Option Dialogue Box 

 
 

Colleague Complete Self-Evaluation (continued) 

 
6. Review the Core Values Statement. 
7. Click the Rating drop-down arrow and select the Rating that indicates how you’ve met the Core Values. 
8. (Optional) Type a Comment to describe the actions taken to qualify the Rating. 
9. Click the Checkmark to save the Rating and Comment, if entered. 

 

Complete Annual Self Evaluation: Marshall, 
Susan (3191198) 
 

18 minute(s) ago – Effective 06/30/2021 

Self Evaluation: 2020-21 Colleague Annual Performance Review: Marshall, Susan (3191198) 
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Colleague Complete Self-Evaluation (continued) 

Core Values Window 

 
 

10. Review the information. 
11. (Optional) Modify the individual Rating or Comment.  
12. (Optional) Modify the Summary Rating or Comment.  
13. Click Next to advance to the next section.  

 

Core Values Window (Populated) 

 
Note: The section weights automatically add up to 100%.  
 

14. Click the Rating drop-down arrow and select the Rating that indicates how you’ve met the Role Specific 
Job Duties. 

15. (Optional) Type a Comment to describe the actions taken to qualify the Rating. Best Practice is for 
colleagues to provide a comment. 

16. Click the Checkmark to save the Rating and Comment, if entered. 
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Colleague Complete Self-Evaluation (continued) 

Role Specific Job Duties Window 

 
 

17. Review the information. 
18. (Optional) Click Edit (pencil) to modify the individual Rating or Comment.  
19. (Optional) Click Edit (pencil) to modify the Summary Rating or Comment.  
20. Click Next to advance to the next section.  

 

Role Specific Job Duties Window (Populated) 
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Colleague Complete Self-Evaluation (continued) 

21. (Optional) Click Add to expand the Supporting Documents section. 
22. (Optional) Click Attach to navigate to the file location and select the desired document. 
23. (Optional) Repeat as necessary to add more documentation. 
24. Click Next to continue to the next section. 

 
Supporting Documents Window 

 
 

Supporting Documents Expanded Window 

 
 
Note: After adding an attachment, you may click the Undo button to remove the recently attached document.  
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25. Review the information provided in the Summary. 
26. Click Submit to submit the self-evaluation.  

OR 
Click Save for Later to save the progress and return later. 
OR  
Click Close to have the task remain in your inbox. Workday auto-saves information. 

Colleague Complete Self-Evaluation (continued) 

Summary Window 

 
 

27. Review the Event pop-up; take note of other upcoming tasks. 
28. End of process.  

 

Confirmation Event Pop-Up 

 

 

Up Next: Mirival, Jane (3145530), 2020-21 

Complete Manager Evaluation 
 
View Details 

Up Next: Mirival, Jane (3145530), 2020-21 
Complete Manager Evaluation 
 
View Details 


