
Navigate to your Workday inbox.

Locate the “Performance Review-Manager Evaluation” task for your employee.
Click         to maximize the screen.

Note:   If you are not the employee’s direct supervisor, contact
Human Resources by e-mailing hr@tamiu.edu or calling (956)326-2365. 
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Click on “Go to Guided Editor” to a launch a section-by-section 
view of the Performance Review.



The first section of the performance review will be the Attachments section.  
Do not upload an attachment. 

You can proceed to the next screen by clicking the “Next” button.

You will, next, be required to rate your employee’s goals.  If there are no 
goals populated for your employee, please enter them at this time by 
selecting the “Add” button.



If there are no goals populated for your employee, please enter them at this time.

The Performance Review 
requires that you provide an 
updated status, a rating and 
accompanying comment for 
all of your employee’s goals.

Comment is Required***

Enter title of goal.

Enter goal description.

Update your employee’s progress in achieving the goal.  
Select from:        Discontinued

Not Started
In Progress
Complete 

Provide a rating for all employee goals.   
Select from: Not Applicable

Does Not Meet Expectations
Partially Meets Expectations
Meets Expectations
Exceeds Expectations
Significantly Exceeds Expectations

Enter due date (if one exists).

Use this field to add in any existing 
employee goals not already part of 
this review.  Select a goal from the 
prompt and it will be automatically 
added to the review section 
content below.

Remember to save your progress.

Click to add any additional goals.  Otherwise click “Next” to proceed to 
the next section, Competencies.



Employees must be rated on the following general competencies: service, 
teamwork/collaboration, diversity & respect, initiative and accountability.
If rated other than “Meets Expectations”, a comment is required.

Not Applicable
Does Not Meet Expectations
Partially Meets Expectations
Meets Expectations
Exceeds Expectations
Significantly Exceeds Expectations

Enter comment here.

Remember to scroll down
to view all areas that
must be rated and save 
your progress as you go.

Select from:

Once all general 
competencies have 
been rated, click
on the next button 
to proceed to the 
next section,  
Supervisory 
Competencies.



All employees must be rated on supervision and organizational leadership.
If these are not relevant to the employee, please include a comment stating the 
same.

Select from the following ratings: Not Applicable
Does Not Meet Expectations
Partially Meets Expectations
Meets Expectations
Exceeds Expectations
Significantly Exceeds Expectations

Enter comment here.

Remember to scroll down
to view all areas that
must be rated and save 
your progress as you go.

Once all supervisory 
competencies have 
been rated, click
on the next button 
to proceed to the 
next section.



This section of the Performance Review requires that you rate your employee’s 
performance in relation to their responsibilities as listed on their position 
description. If rated other than “Meets Expectations”, a comment is required.

Select from the following ratings:

Remember : Making changes to the responsibilities listed will NOT update the position description.
If updates are needed, these will need to be done after the performance review has              
finalized.

Enter comment here.

Remember to scroll 
down to view all 
responsibilities that
must be rated and to 
save your progress as 
you go.

Once all 
responsibilities have 
been rated, click
on the next button to 
proceed to the next 
section.

Not Applicable
Does Not Meet Expectations
Partially Meets Expectations
Meets Expectations
Exceeds Expectations
Significantly Exceeds Expectations



If your employee is past due on any required trainings, please update the 
rating to “Yes” and enter the details in the comments area.

Otherwise, update the rating to “No”.

Enter comment here.

Click the next 
button to proceed to 
the next section.



Does Not Meet Expectations
Partially Meets Expectations
Meets Expectations
Exceeds Expectations
Significantly Exceeds Expectations

Provide an overall rating for your employee. 
Select from the following ratings:

Enter comment here.

*Comments are required

Click to proceed to the next section.

Click “Next” to proceed 
to the Summary 
section.

If you have not yet met with your employee, answer “No” to this prompt.
Once you have met with your employee, return to this section and update 
the answer to “Yes”.



The Performance Review Summary page provides a consolidated view of 
all areas evaluated - goals, competencies, responsibilities, etc.  

Please review the evaluation and edit, if necessary.

Stop to share and discuss the performance review with the employee
before clicking the submit button.  Once you have submitted this item 
you will no longer be able to edit it.

Click to generate PDF 
document to share with  
your employee.

Edit (if needed) 

Remember to update the 
“Manager/Employee 
Review Meeting” section 
to “Yes” once you have 
met with your employee.

Click “Submit” after you have met with your employee or “Save for 
Later” if you will be completing the performance review at a later 
time.  Items “saved for later” will remain in your inbox until 
completed.



Click “Done”

Once you have submitted the Performance Review this will be 
routed to the employee for acknowledgment and comments.



The Performance Review will be routed to you for a final acknowledgement 
once the employee has completed their assigned Workday task. 

Scroll down to review all areas of the evaluation (now including the 
employees acknowledgement and comments). 

Update the status and comments fields.

Option1: I have reviewed the 
position restrictions for 
accuracy and updates ARE 
NOT REQUIRED.  I 
acknowledge I have reviewed 
and discussed this 
performance evaluation the 
Employee.

Option 2: I have reviewed the 
position restrictions for 
accuracy and updates ARE 
REQUIRED.  I acknowledge I 
have reviewed and discussed 
this performance evaluation 
with the Employee.

Select from:

Enter the date and time you met with your employee and any 
relevant comments. 

Click “Submit” to complete the Performance Review.

*


