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Entering Performance Review Employee Comments 
 

After supervisors complete performance evaluations for employees, the employee must complete tasks to 

move the PEP process along to final approval and to a completed record in Workday. 

 

➢ IF the employee is Executive or Management Service or Special or Political Special Appointment then an 
Employee Status Acknowledgement of At Will Employment will be the first task to complete from their My 
Task box 

➢ ALL employees must complete the Employee Review Comments task in their My Task box. 

 

 Procedure:  

1. Navigate to your My Task box to find the next task to be completed in the Performance Evaluation 
Process. 

 

 

2. IF you are in an Executive or Management Service or Special or Political Special Appointment 
position, open the Employee Status Acknowledgement task from the All Items tab. Review the 
document and check the “I Agree” checkbox and then select Submit. (If you are not in one of these 
positions, continue to step 3). This acknowledgement and document will be added to your worker 
documents. 
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3. Navigate to the Provide Employee Review Comments task in your My Task box and select “Get 
Started”. 

 

 

 

 
4. On this page, review all entered evaluation information from your supervisor. Select Next when 

you are ready to acknowledge the review ratings and notes. 
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5. On this page, you should select a Status response from the dropdown options. If you are entering 

comments, use the space provided. Once finished, hit Submit. 

 

 
 

Note: Employees will have the Employee Review Comments task in their My Task box for completion. 
It will be available for the next 10 calendar days or will be considered “unsigned”.  

 
6. After the employee enters and submits their acknowledgement and comments, Workday will display a 

submission confirmation message and the PEP will be routed to the HR Coordinator for Approval. 

Other approvals will follow according to your agency’s guidelines: 

➢ Appointing Authority Partner for approval IF the PEP is an End-of-Cycle PEP or Annual. 
➢ Manager’s Manager for approval IF the PEP is Mid-Cycle PEP or MID. 

 
 

 
7. The System Task is complete. 

 


