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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. 

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.  

 

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.  
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Employee Acknowledgement 

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

1) Click on the task.  

 

 

 

 

2) Read the help text then click Get Started.  

3) On the Summary screen scroll down to read the details of the review. Then click Next.  
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4) On the Acknowledgments screen, click the Status drop-down menu to select from the options below.  

a. Add additional 

comments, if 

applicable.  

b. Click Submit.  

 

 

 

5) Now the review is sent to the manager for 

their acknowledgement.  

 

Manager Acknowledgement 

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

1) Click on the task.  

 

2) Read the help text then click 

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

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.  

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

access the file.  
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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.  

2) On the right side of the screen, select Performance Reviews.  

 

 

 

6) Click on the Create New PDF link to view the review.  

 

 

 

 

a. Click on Notify Me Later. 

b. Click on the bell icon on the top right in 

Workday. Then click on the pdf link. 

 

c. Click the download arrow or click the print icon.  


