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Complete Manager Evaluation: Goal Template 

In Workday, the annual goal-setting process is kicked off to employees through the process called Self 

Evaluation: Goal Template. Once your employee has completed their goal-setting and submitted this 

template, you will receive an action item alerting you to review their goals or complete the manager evaluation 

aspect of the goal template. The action item will come to your Workday Inbox and Outlook Inbox titled 

Manager Evaluation: Goal Template: Employee Name.  

1. To get started, go to your Workday Inbox and select the action item titled Manager Evaluation: Goal 

Template.   

 

Review Employee Goal(s) 

Your employee’s goal(s) including the baseline compliance goal will be listed in alphabetical order. Review the 

goal descriptions, weighting and other details and make edits as necessary.  

 

  

  

  

 

2. Edit each goal by clicking directly on the fields or by clicking the pencil icon. Remember, do not change 

the baseline goal description or due date of the baseline goal.   

3. Review and/or edit the following information if necessary: 

a. Goal: Other than the baseline goal, you may add/edit the goal description.   

b. Supports: You may add/edit which higher level goal your employee chose to link for each goal.  

c. Weighting: Ensure the weightings your employee selected align with your discussions and 

expectations.  

d. Due Date: You may add/edit the goal due date.  

e. Status: You may edit the status to ensure it reflects On Track, Completed, Behind/At Risk or 

Postponed/Canceled as appropriate. 

 

Note:  Including the baseline goal, employees should 
focus on 3-5 annual goals and no more than 11.  Some 
employees, due to the nature of their job will not have 
more than the baseline goal. 
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4. Save your edits or additions to employee goal(s) by clicking the check mark or by clicking anywhere on 

the screen outside the fields you’re editing. 

5. Once you have completed any necessary edits or additions, click Next. 

 

Review Core Values & Beliefs  

Beginning with 2019 goal-setting, Williams’ Core Values & Beliefs will be the framework by which 
employees’ way is assessed. All employees are expected to demonstrate mindsets and behaviors in 
support of our Core Values & Beliefs. For your convenience, a list of our Core Values & Beliefs is 
provided during the goal-setting process; no action is required on this page during goal-setting. 
 

6. Once you’ve reviewed our Core Values & Beliefs, click Next.  

 

 
Review and Submit Manager Evaluation: Goal Template 

7. On the Summary page: 

a. Review the Goals you edited and/or added. Make any additional edits here if necessary. 

b. Review the CV&Bs you and your employee selected. Note that all CV&Bs are listed in this view, not just 

those the employee may have selected as focus areas. 

c. Once you’ve reviewed, you can click one of the following options: 

d. Submit to finalize the goals with your edits. The goals you edited/entered and the CV&Bs you selected 

as the manager will be reflected on the employee’s worker profile.  

e. Send Back to the employee to make additional edits. You’ll be prompted to include a comment of why 

you are sending it back and what they should edit.  

http://my.williams.com/depts/enterprise/hris/career/Documents/LD_CVB_CoreValuesBeliefsPoster.pdf#search=Core%20Values
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f. Save for Later to come back to it in your inbox at any time.  

 

 

  

 

 

 

Note: Once you submit your employee’s goals are automatically 
updated on their profile. They do not receive any follow-up 
review steps. The employee does, however, receive a 
notification that the goal-setting process is complete and they 
can review the goals on their worker profile to note any 
changes. Please discuss with your employees any changes you 
may have made to their goal template. 


