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This job aid supports employees in completing the Self Evaluation as part of the 
Performance Review process. 

 
COMPLETE SELF EVALUATION 
From the Workday Inbox: 

1. Select the Self Evaluation item. 

 

2. Choose the Summary Editor option to show all sections of the evaluation on one page. 

 

Note: The Guided Editor option can also be chosen 
to complete the review one section at a time. 

 

3. Scroll to the Performance Review and Planning section. 

4. Click the pencil icon to edit the section. 
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5. Enter comments in the Answer box. 

 

6. Repeat steps 4 and 5 for each section. 

7. Scroll to the Competencies section. 

8. Click the pencil icon to edit the section. 

 

9. Enter comments in the Comment box. 

 

10. Repeat steps 8 and 9 for each Competency. 

11. Click Submit. 

 
NEXT STEPS 
Submitting the Self Evaluation sends the item to the manager for review and completion of 
the Manager Evaluation. Once the Manager Evaluation is complete, a discussion will be held 
to review the evaluation before completing the Performance Review process. 
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