
This step by step guide will walk you through the process of completing an employee 
performance review during the middle of the year.

1.     Supervisor – Initiates & Builds Evaluation (no scoring yet)

2.   Employee – Reviews & Approves (no scoring yet)

3.    Manager – Reviews & Approves (no scoring)

4.   Employee – Overall Self Evaluation & Rating

5.    Supervisor – Overall Employee Evaluation & Rating

6.   Manager – Reviews Overall Employee Evaluation & Rating

7.   HR – Reviews & Approves

8.   Supervisor – Schedule One-on-One Meeting & Discuss Overall Rating 

           a) Click Submit once meeting is scheduled.

9.   Employee – Acknowledgment that One-on-One Meeting was held

10.  Supervisor – Acknowledgment that One-on-One Meeting was held
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5)   Review Template  →  20XX Mid-year.

6)   Period Dates  →  May 1 - August 31

       Dates for new hires:
       Employee’s start date to August 31

Initiate Performance Review
(Only When HR Does Not Initiate) APRIL – MAY 

STEP 1 

1)   Search the employee’s name in the 
       search bar.

2)   Click on Performance on the side bar. 

3)   Click on the Performance Reviews tab. 

       This will tell you the status of the Evaluation (In Progress or Completed). If the 
       status is In Progress, it will show you who is ‘Awaiting’ to move it forward. 
 
 

       Once it is in the Completed section, it is written in stone. No further steps need to 
       be taken, and you cannot delete or cancel it. 

4)   At the bottom of the page, click the Start Performance Review button.



Once the manager approves, it will go back to the employee to submit a self-evaluation,  
which will be located in their Workday Task Inbox.
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Once the employee clicks Approve, it will go to your manager's Workday Task Inbox for review 
and approval.
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Now your employee must go to their Workday Task Inbox and review their Evaluation.  
They may provide notes if needed.
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STEP 2 

Next, it will go back to the supervisor to review and provide the ratings.
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Find more information 
on the Intranet.

https://oklahoma.gov/content/service-oklahoma/us/sokintranet.html


Next, it will go to HR to review.

The supervisor will schedule a one-on-one meeting with the employee to review and discuss 
their evaluation ratings. Once the meeting has been scheduled, click Submit.

The employee will acknowledge that the One-on-One meeting was held.

The supervisor will acknowledge that the One-on-One meeting was held.

HR Reviews Overall Employee  
Evaluation & Rating

Supervisor Schedules One-on-One
Meeting to Discuss Rating

Employee Acknowledgment of
One-on-One Meeting

Supervisor Acknowledgment of
One-on-One Meeting

AUGUST

AUGUST

AUGUST

AUGUST

STEP 7 
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It will then go back to the Manager to review the overall rating.
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