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This job aid supports Manager role in discussing the Performance Review with the employee 
and submitting the review for employee acknowledgment as part of the Performance Review 
process. 
 
COUNSEL EMPLOYEE 
From the Workday Inbox: 

1. Select the Discuss Performance Review with Employee item. 

 

2. Click the employee name in the inbox item. 

 

3. From the left menu on the employee profile, select Performance. 

 

4. Select the Performance Reviews tab. 
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5. Click View to open a digital version of the review or Create New PDF to convert the 
review into a PDF file. 

 
6. Discuss the Performance Review with the employee. 

Note: Discussion with the employee should be completed prior to 
submitting the inbox item. Submitting the inbox item will forward the 
review to the employee for acknowledgment. 

 

7. After completion of the employee discussion, return to the inbox item and click Submit. 

 
 
NEXT STEPS 
Submitting the Discuss Performance Review step sends the completed Performance Review 
to the employee for acknowledgment and comments. 
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