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Workday: Check-In Overview 

 
 
The following step-by-step guide is designed to walk Employees and Managers through the 
Performance Management process (CAP) in Workday.  This Manual goes through the Employee and 
Manager’s Workday steps for Check-In. Note: Check-In is intended to take place during a joint 
meeting with employee and manager.    Users needing assistance at any point in the process should 
contact Learning and Development.  

 

HRIS pushes out Check-In to Managers and it 

appears in the “Awaiting Your Action” section of 

the Workday landing page.  Manager clicks task 

to initiate Check-In goal review and reflection 

questions. 

 



 

Next, review Check-In directions and “questions to ask” (highlighted below) before entering 

comments. If you need to add new or additional goals, review goal type descriptions and reflection 

questions before drafting.  

 

Review Check-In overview and 

click “Get Started” 



 

 

 

 

 

 

 

 

Review employee entered goals.  

Edit, add, or adjust to as needed. 

Change goal category or status as 

applicable. 

Click “Save for Later” to save draft, 

return, and finalize later during 

Check-In meeting with Employee. 

 

Click “Next” to advance to next 

page, where developmental 

discussion notes are entered.  



 

 

 

 

 

Review directions and 

question prompts and enter 

notes related to Check-In 

reflection and discussion.  

Click “Save for Later” to save draft, 

return, and finalize later during 

Check-In meeting with Employee. 

 

Click “Next” to advance to next 

page, where the Check-In task is 

reviewed and submitted.  

 

 



 

 

 

 

 

Note:  After Check-In is submitted by the Manager, it will be routed to Employee to review and 

acknowledge that Check-In meeting occurred.   

 

 

Click “Submit” once Check-In goal 

updates and reflection 

question/responses are reviewed and 

finalized. 

 

Click “Save for Later” to save draft, 

return, and finalize later during 

Check-In meeting with Employee. 

 



 

 

 

Employee’s Screen 

 

 

 

 

 

Check-In notification appears in 

Employee’s “Awaiting Your 

Action” section of the Workday 

landing page.  Click the task to 

complete the acknowledgement. 



 

 

Review Check-In 

acknowledgement directions 

and click “Get Started”. 



 

 

Review Check-In goal updates 

and reflection question 

responses and click “Next” to 

advance. 

Check-In goal updates and reflection 

question/responses 



  

 

 

 

 

 

Check-In notes are now entered, Check-In meeting has occurred and Employee’s acknowledgement 

of the meeting is submitted.  Updates and additions made to goals will auto-populate into future CAP 

Wrap-Up phase. The goals and notes can be viewed or edited throughout the CAP cycle and should 

be the base of developmental conversations in future 1on1 meetings with staff.  

Click the drop down menu to 

select the acknowledgement that 

the Check-In meeting occurred.   

Click “Submit” after 

acknowledgement is selected 

to advance to next page.  

Click “Save for Later” if Check-In 

Manager has not yet taken place. . 

 

If you include a comment here, it 

will show on Process History.  It is 

not a part of the Check-In 

 


