COLORADO SCHOOL OF

MINES

Workday Performance Management Classified Staff —
Meeting and Acknowledgement

The Mines Performance Management process takes place in the Workday system. Once the review is
approved by Manager +1, the manager will have a Workday task to schedule time to meet with employee to
have the review conversation and discuss the content of the performance evaluation. If the manager clicks
Submit on the task, the review will be available to the employee to view. Please meet with the employee
before clicking Submit on the review. Follow the steps here to download/print the review for the conversation.

1) Go to my.workday.com to log in. Click on the Meet with Employee task on your home screen.

Meet with Employee: Manager Evaluation: 2023- 2024 Classified Annual Review Template:

= I |

2) Once in the task, read the details. Schedule time with the employee outside Workday and do not submit
as this will make the review viewable by the employee.

Ty @ 7 Created 05/23/2024 | Effective: 06/30/2024

Complete To Do Meet with Employee (== ,:| E

rer -
overall process  2023- 2022 | NN rcvicv Tem:\ate:-

Overall Status In Progress

Instructions Please meet with the employee and review the contents of this performance review.

By clicking SUBMIT, the employee will receive a copy of their Performance Review.

Please consider WAITING to submit until AFTER you meet with the employee to click the SUBMIT button

The performance review process in Workday includes Employee Self-Assessment Evaluation, Manager Evaluation, Manager plus 1 review, Meeting between Manager and Employee,
Employee Acknowledgement and Manager Acknowledgement

Once completed you can access the performance review by going to the Performance Review tab in the employee’s profile or by going into your archived tasks.

a. During your meeting with the employee, you can open the review on your end to walk through it
together or print the pdf to share with them.

b. After the review conversation, the manager will log into Workday to Submit the review.

You have marked as Complete

Up Next. - Provide Employee Review Comments

View Details
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Employee Acknowledgement

The employee will have a task to review the manager evaluation.

1) Click on the task.

COLORADO SCHOOL OF
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Manager Evaluation: 2023- 2024 Classified Annual Review Template: _

My Tasks - 33 second(s) ago

2) Read the help text then click Get Started.

Provide Employee Review Comments Manager Evaluation: 2023- 2024 Classified Annual Review Template_

Evaluated By _ Review Period 08/01/2023 - 07/31/2024

» This step is for you to indicate whether you agree or disagree with your review and add any additional comments you would like included with your review.

= The performance review process in Workday includes Employee Self-Assessment, Manager Review, Manager plus 1 review, Meeting between Manager and Employee, Employee Acknowledgement and Manager

Acknowledgement.

Get Started

3) On the Summary screen scroll down to read the details of the review. Then click Next.

Provide Employee Review I Summary

Comments

Manager Evaluation: 2023-
2024 Classified Annual Review

Template:

08/01/2023 - 07/31/2024
Evaluated By:- Goal

8 Description

| (O summary Due Date

(@ Acknowledgement Category

Supperts
Status
Manager
Rating

Comment

Individual Performance Measures

Goal #1

05/31/2024

Performance Objective

A great community te learn, explere, live and werk in (Public)

On Track

Highly Effective

Include specific details of how they accomplished this goal

> History

Required

Gitems.

Competencies

Competency

Job Knowledge

Deseription

The degree to which the employee is skilled
in job-specific knowledge that is necessary to
provide the apprapriate quantity and quality
of work in a timely and efficient manner. The
employes meets wark standards, schedules,
&nd deadlines; demonstrates efficiency in
comoletin duties: sets oriorities. is

Employee
Rating Effective

Comment

Manager Evaluation

Rating
Highly EFfective

Comment

Great work- here are teh details.

aE=m.~ eEE
Employee Evaluation =

Rating
Efiective

Gomment

I did 50 well - here are the details.
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4) On the Acknowledgments screen, click the Status drop-down menu to select from the options below.

Provide Employee Review I+
Comments

Manager Evaluation: 2023- ACRHOWIEdgem ent

2024 Annual
Review Template: || | | | [ IR Employee
Evaluated By: || N
Comment Fomat o | B I U A v |E|% "
=]
@ Summary
| O Acknouledgement Acknowledgement
—
o Employee
a. Add additional ploy
comments, if . N —
. tat o H—
applicable. At -
. . () Acknowledge Review and A
b. Click Submit. Comment O nowledge Review and Agree
(™ Acknowledge Review and
" Disagres

m( Save for Later >||

Success! Event submitted

Up Next: Manager | Provide Manager Review Comments

5) Now the review is sent to the manager for

their acknowledgement.
View Datails

Manager Acknowledgement
The manager will have a task to review the manager evaluation.

1) Click on the task.
Manager Evaluation: 2023- 2024 Classified Annual Review Template:

r-.-"l; Tasks- 23 se-::c:-ndis aﬁn I

2) Read the help text then click
Get Started.

Provide Manager Review Comments Manager Evaluation: 2023- 2024 Classified Annual Review Template _ e

Evaluated By _ Review Period  08/01/2023 - 07/31/2024

The performance review process in Workday includes Employee Self-A ment, Manager Review, Manager plus 1 review, Meeting between Manager and Employee, Employee Ackno

ledgement and M

]

Get Started
-
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3) On the Summary screen scroll down to read the details of the review. Then click Next.

. . Summar’
Provi de-Rewew I Y
Comments
Manager Evaluation: 2023-
2024 Classified Annual Review
Template:

08/01/2023 - 07/31/2024
Evaluated By:- Goal Goal #1

Individual Performance Measures of o

8 Description

| (O summary DueDate  05/31/2024 L_-l

@ Acknowledgement Category  Performance Objective

Supports A great community 1o learn, explore, live and work in (Public)

Status  OnTrack

Manager Employee
Rating  Highly Effective Rating  Effective
Comment  Include specific details of how they accomplished this goal Comment
> History
Required Competencies ofE]  fob
srems aE=mn. 26
Competency Description Manager Evaluation Employee Evaluation
Job Knowledge The degree 1o which the employecis skilled  Rating Rating
in job-specific knowledge that is NECessany o | ighly Efective Effective
provide the approprite quantity and quality

of work n a timely and eficient manner. The | Comment Comment
employes meets work standards, sehedules,
nd deadlines; demonstrates efficiency in
completing duties: sets oriorties. is

Great work- here are teh details. I did 50 well - here are the details.

4) On the Acknowledgments screen, click the Status drop-down menu to select the option available.
a. Add additional comments, if applicable.

b. Click Submit.

Provide Manager Review I

Comments
Man: ion: 2093~ Acknowledgement
2024 nnual
Review Template: Manager Employee
07/01/2023 - 06/30/2024 saws ) 1= Staws Acknowledge Review and Agree
Evaluated B: :-
4 Comment Formst ~ B I U A~ |E % Acknowledgement Comment Add details her

@ Manager Acknowledged By _

(T] Summary Status P = Acknowledgement Date  04/17/2024 01:48 PM
(T) Manager Review and Sign Off

() Acknowledgement Process History Comment _ = =

5) Now the review is complete and available for view in the employee profile. See below steps to
access the file.

Success! Event submitted

View Details
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Where to Find the Employee Performance Review

1) In Workday, as a manager, search the employee’s name and select their
name. OR

Looking for your own review, log into Workday then click on your profile
picture on the right of the screen then select View Profile.

1) In the left menu, scroll down to select Performance. g8
2) On the right side of the screen, select Performance Reviews. B Jeb
m Compensation
Individual Goals Archived Goals Performance Reviews @ Benefits
E Absence
. . . . Iﬁ Fay
6) Click on the Create New PDF link to view the review.
E Contact
Individual Geals Archived Goals Performance Reviews B Personal
Career
In Progress 1item
Review Review Period Start Date Review Period End Date View Review Create Review PDF
2023-2024_Annua| ReviewTemplale:- - - I:W:I Ili Creste New POF :ll

a. Click on Notify Me Later. . \
fy Your request is being processed

b. Click on the bell icon on the top right in ]
Workday. Then click on the pdf link. You can continue to wait or choose to be notified later.

[ Motify Me Later |
P -

Document Available

Wigwing: Al Sort By: Newest
From Last 30 Days _ .
27 second(s) ago

Document Available - 2023- 2024 Administrative Annual Review Template 04_29_2024 pdf is now available in My Reports

2023- 2024 Administrative Annual Review
Template 04_20_2024.pdf is now available in My Reporta~
27 second(s) ago Details H I -o::- 2024 Administrative Annual Review Template 04_29_2024.pdf

c. Click the download arrow or click the print icon. O] Q
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