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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 Develo ment.

Hello There It's Tuesday, November 8, 2022

Awaiting Your Action Quick Tasks
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Inbox
Actions Archive Complete Manager Evaluation * H B & o
Manager Evaluation: 2022 - 2023 CAP Check-In: Meg Ward (===
Viewing Favorttes Sart 5}: Mawest >

i ; 02077 - 01431 /2 73 haur{s) aga - Effective 01/31/2023
CAP Check-In: Manages Evahuation: Meg Ward Review Period 1270172022 -01/31/2023

23 hour(s) ago - Effective 01/31/2023
Managers and employees should have at least one Check-In conversation each year. Check-In is an opportunity for managers and em-
ployees to revisit, adjust and/or create additionzl goals. Managers should check that employess are making progress towards goals,
and if not, discuss if lack of progress is due to priorities shifting, lack of support/direction or performance concermns. Emplayees should
uze Check-In a5 an opportunity to note progress on or seek clarification on goals, advocate for resources or support that could help
them achieve their goals etc.

*Mote: The Check-In phase of CAP is intended to take place during a joint meeting with employee & manager. Managers are advised to
click “Sawve for Later” after reviewing andfor entering notes until the meeting takes place. Managers can click “Submit” at the end of
Check-In, after meeting with employee has occurred. After Check-In is submitted by the managers, employees will have to review and
acknowledge Check-In.

Review Check-In overview and
click “Get Started”

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
guestions before drafting.

= MENU w () Search O [;le é .

Complete Manager *Nate: The Check:In phase of CAP is intended to take place during a joint meetin
Evaluation

ised to click "Save for Later” after
with employe= has ocourred,  After

b ermployes & marager Maragess ae
reviewing and.ar entering notes until the mesting takes place. Managers can ciick “Submit”™ at the 2nd of Check-in, after mesti
Check-ln is susmited by the maragers, employ=es wil have 10 review ard acknowiedge Chack-n,

Manager Evaluation: 2022 - Revewing goals s an essertial companent to the CAR Checkin oracess. The manzger begins by neviswing goals below thas employes entered and manager spproved
2023 CAP Check-In: Meg Ward during Kick-0ff. Managers and employees should ask themsekees the following Check-In guestions when reviewing employes goals and entering comments during
their Check-in mesting:

»  What goals are completed?

12/01/2022 - 01/31/2023 = What goals are stillin prograss?
»  What is getting in the way of achieving goals, if arything?
E = Haow do goals nesd to be adjusted to alipn with changing priarities?

"Wher reviewing progress towards

als, managers ard employess ars ancauraged to reflact on not just the success in achisving ouicomes, but alss the success in
fe demonstrating bebaviors trough uilizing the "What” and How” of Performancs Matra.

O Checkin Meeting Notes "hen revisitng, adjusting and/ar craating additona goals, please be awars that there are thres categaries of goals: Individual Goals, Incusive Sxcellence Goals and
- Develapmental Goals Employess must have at least one goal for each category sach annual performanice cycle.

) Review and Submit *Mate: If goals wers not entered in Kick-Off, or vau are manacing 2 new employes whe reoent v fined Bermtiey
them below By clicking the "add™ button below. Employees who completed ¥ick-0ff and have at least one goal per categorny are welcome o
(Check-in a= applicabledesired, but ar= not required to do so.

or add new gaals during

Fieace se= goal category infommation and descriptions below:

Individual Goals:

ing clear expactations arsund job duties is impartant for both managers ard emplayees. An individual goal should focus on specific tasks, projects, and actions that
=maloymes need oo ba comalate over the mex y=ar. Employees should have 3t least ore Individual goal mach anmual perfarmance cyche. Soore quastiors o consider
whar creating and reviewing individual poals:

= What tasks, projects, and actions related to your specific role are vital gver the next year?
= Haw will you suppon depanmental cperations and goals through your actions and contributions®
= What committees or intiatives (imternally within your depariment, or collabaratively/crass-campus) are yau comtribatin

o ar assisting with?

Inclusive Excellence Goals:

Sertimy University bas ramed lnciusivs Beelerce as an erabling fezture of our strategic plar, Srving cur missior to Become 2 moee just, inciusive, and =quitasle
ampus. Employses should have at least cne Inclusive Excellence goal =ach performance cycle. Some quastions to corsider when creating and reviewirg Inclusive
Excellence goals:

= What changes or acticns can you fake i your rols to actively ergage Fstoraly underesresemied and undersaried populations?
= What doyou need o l=arn sbout communitias and identities that are different than your own?

»  What tcals or skils do you need 1o learn to engage n brave dialogue across difference?

Developmental Goals:
Smpioyes develspment is an imponant gart of the CAP process. Employees should have at lezst one develcament goal sach performance cycle. 4 developmental goal
focuses o an area whene an employes can grow over the nme year Some questicns to cansider when creating and reviewing development goals:

= What are your caresr amibitions ar professicnal poals?
= What can the manager da to suppart your development?

Have questions ar need support? CAP resources and FAQs can be found here
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Complete Manager

Evaluation

Manager Evaluation: 2022 -
2023 CAP Check-In: Meg Ward

| Actions |

% "

Goal * | Nerma o B I U A «

Assist with planning and execution of fifth annual community learning conference. Oversee
12/01/2022 - 01/31/2023 call for proposals process, and increase Bentley presenter submissions through strategic

&

communicaticn, promotion, and partnership.

This goal is in support of following divisional goals:

Goals

o = Continue to offer opportunities through multiple modalities, based on community feedback,
in order 1o promote engagement in learing and development opportunities.

0 Check In Meeting Notes = Increase alternative engagement opportunities that enhance community connection and
interaction.

Review
iew and Submit
Edit/Add/Adjust Goals as needed

Review employee entered goals.

Edit, add, or adjust to as needed.

Change goal category or status as
applicable.

Category * Individual Goal

Status [ Mot Started

Click “Next” to advance to next
page, where developmental > History

discussion notes are entered.

Format =~ B I U A .~ ) "
-
| ( Save for Later ) ( Close ) @

Click “Save for Later” to save draft,

S| *

return, and finalize later during
Check-In meeting with Employee.
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Complete Manager
Evaluation

Manager Evaluation: 2022 - Check In Meeting Notes

2023 CAP Check-In: Meg Ward

((Actions ) Managers and employess should have 2t lezst one farmal Check-In canversation per year and should continue to reference
CAP goals and progress in one on one meetings throughout the year. Now that you've discussed goal progress, below are

12/01/2022 - 01/31/2023 some questions managers and employess can use to structure the Check-In conversation:

E When revizwing progress towards goals, managers and employess are encouraged 1o reflect on not just the success in

achisving outcomes, but also the success in demanstrating behaviors through utilizing the “What" and "How” of Performance
Matriz.

O = *Mote: The CheckIn phaze of CAP iz imtended to take place during a joint meeting with emnployee & manager. Managers ars
advized 1o click "Save for Later” after reviewing and/or entering notes until the mesting takes place. Managers can click

o Check In Meeting Notes “Subemit” at the end of Check-In, after mesting with employes haz occurred. After Check-In is submitted by the managers,

employees will have ta review and acknowledge Check-In.

() Review and Submit

T
ReVieW dlrectlons and Question + What is one thing that has gone well for the employee? What is one thing to get
better at or improve upon?
q u estio n p rom pts an d e nte r « What should the employee start or continue doing to progress towards goals
and/or develop professionally? What should the employee stop doing in order
notes related to Check-l n 1o progress towards goals and/or develop professionally?
reflection and discussion.
Foomat ~ B I U A« E % e

A
Question . » . _ _
« What experiences and opportunities can be provided to assist the employee in
progressing towards their goals?
+ What can the manager do to support the employee’s development?
Manager
Answer Format  w B I U A+ E % e
e

( Save for Later ) ( Close )

Click “Save for Later” to save draft,

return, and finalize later during

Click “Next” to advance to next Check-In meeting with Employee.

page, where the Check-In task is
reviewed and submitted.
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Complete Manager
Evaluation

Manager Evaluation: 2022 - Goals
2023 CAP Check-In: Meg Ward

(2]

I Actions I
12/01/2022 - 01/31/2023
=

Goal Assist with planning and execution of fifth annual community leaming conference. Oversee call for pro-

posals process, and increase Bentley presenter submissions through strategic communication, promo-
tion, and partnership.

O Goals This goal is in support of following divisional goals:
= Continue to offer spportunities through multiple modalities, based on community feedback, in order to

promote engagement in learning and development opportunities.
# Increase alternative engagement epportunities that enhance community connection and interaction.

O Check In Meeting Notes

(O Review and Submiz

Edit/Add/Adjust Geals as needed

Category  Individual Goal

Status Mot Started

> History

Goal Assist with the strategic alignment of training/resources for managers {old and new) through the Fall
2022 rellout of Mew Manager Orientation Rise Course, alignment/promotion of current managers’ train-
ing (including new psychological safety session), leveraging of Better Manager data/trainings/support
and supporting the evolution of Managers Forum based on manager feedback.

This CAP goal is in support of the fellowing divisional goals:

# Introduce new and revamp existing resources in order to promote new and existing manager develop-

ment and growth.

= Continue to offer opportunities through multiple medalities, based on community feedback, in order to
promete engagement in learning and development opportunities.

# Provide learning opportunities and knowledge management to increase manager support of self and em-
ployee wellness

Category  Individual Goal

Status Jngoing

> History

Click “Submit” once Check-In goal
updates and reflection
guestion/responses are reviewed and
finalized.

Click “Save for Later” to save draft,

return, and finalize later during
Check-In meeting with Employee

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



Employee’s Screen

= MENU W Q search 0O Oo g a

Here's What's Happening It's Tuesday, November 8, 2022

Awaiting Your Action Quick Tasks

CAP Check-In: Employee Acknowledgement: Meg Ward

Inbox - 16 second(s) ago

Time Off Balance
& Go to All Inbox Items (1)

Check-In notification appears in
Employee’s “Awaiting Your

Timaly Suggestions Action” section of the Workday

landing page. Click the task to
@ You Have a New Payslip complete the acknowledgement.

Review your payslip information to ensure accuracy

@) (O Performance

Time Off
Keep Your Home Contact Information Updated
g We would like you to review your Contact Information and Update Contact Info

ensure it's up to date Pay

@ Reports for HR Team
88 View All Apps @
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Inbox

Actions archive

Wiewing: All v Sort By: Newest

CAP Check-In: Employee Acknowledgement: Meg Ward

3 minute{s) ago - Effective 01,/31/2023
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Provide Employee Review Comments

Manager Evaluation: 2022 - 2023 CAP Checl-In: Meg Ward  ---

¥r &

(2]

Evaluated By Melisza Looney

Review Period  12/01/2022 - 01/31/2023

2 minute(s) age - Effective 01/31/2023

Please review the notes provided by your manager during the manager/employee check-in. On the last page,
you will be prompted to acknowledge the Check-in template.

By checking the box, you are acknowledging a manager/employee check-in meeting occurred.

Comment not required, but can be included as needed.

Have guestions or need support? CAP resources and FAQ% can be found here

Review Check-In
acknowledgement directions

and click “Get Started”.
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Provide Employee Review I+
Comments

Manager Evaluation: 2022 -
2023 CAP Check-In: Meg Ward

I Actions I

12/01/2022 - 01/31/2023
Evaluated By: Melissa Looney

=

o Summary

O Acknowledgement

Q) search D QP é a

5 History

Goal

Assist with the strategic alignment of training/resources for managers (old
and new) through the Fall 2022 rollout of New Manager Orientation Rise
Course, alignment/promotion of current managers' training (including new
psychological safety session), leveraging of Better Manager data/training
s/support and supporting the evolution of Managers Forum based on man-
ager feedback.

This CAP goal is in support of the following divisional goals:

* Introduce new and revamp existing resources in order to promote new
and existing manager development and growth.

Category

Individual Goal

Review Check-In goal updates

Status and reflection question
Ongoing responses and click “Next” to
advance.
5 History
Goal

Back )
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Acknowledgement Click the drop down menu to
select the acknowledgement that

Provide Employee Review I«

Comments
the Check-In meeting occurred.

Manager Evaluation: 2022 - Employee

2023 CAP Check-In: Meg Ward

Status * | Search

| Actions |

By selecting this, you are

12/01/2022 - 01/31/2023 Comment acknowledging a manager/employee
Evaluated By: Melissa Looney meeting occurred.
&
D Summary
I.-"' ™ | enter your comment
O Acknowledgement -

Process History : )
If you include a comment here, it

Melissa Looney . ] )
e will show on Process History. It is

CAP Check-In: Manager Evaluatig not a part of the Check-In
Submitted -

Meg Ward

CAP Check-In: Employee
Acknowledgement- Awaiting Action

Click “Save for Later” if Check-In
Manager has not yet taken place.

( Save for Later ) @

Click “Submit” after
acknowledgement is selected
to advance to next page.

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 1onl meetings with staff.



