
   

   

Completing Your Annual Review in Workday  
The link to access your 2025–2026 annual review is available in Workday under the 
Awaiting Your Action section or you can access it by clicking the Inbox icon in the 
upper-right corner of your Workday home page. 

After reviewing all information on the landing page, select the Get Started button at 
the bottom of the page.  

***Caution: Workday autosaves your progress, but if you step away from your 
computer, please select Save first to prevent losing your work due to an inactivity 
timeout.*** 

Section #1: Instructions & Past Year Accomplishments 
In this section, you will review the instructions and reflect on your accomplishments 
over the past year.   

 



   

   

1. You will see the Instructions & Past Year Accomplishments screen. Please 
review all of the instructions and pay particular attention to the deadlines 
listed.  
 
 
 
 
 
 
 
 

 

 

 

 

 

 

2. Once you have reviewed the instructions and competencies, use the Add 
button to share three key accomplishments from the past year.   

3. In the Accomplishment box, enter a short summary of your achievement (e.g., 
Created 5 new SOP guides).  

4. In the Comment box, expand on how you did it. Highlight your specific 
contributions, hurdles you overcame, and the final impact or metrics. You can 
expand the text box by clicking the Maximize button or dragging from the 
bottom right corner. 

 



   

   

5. After you have entered three accomplishments, select Next to move to Section 
#2. 

 

Section #2: Future Goals  

This section focuses on goals for the next fiscal year (June 2026 – May 2027).  

1. Review the SMART framework and enter three performance goals and one 
professional development goal.  

2. Select Add to begin and continue adding goals by selecting Add for each entry. 
You will need to select Add four times.  

 



   

   

3. Fill in the information below for each goal: 
• Goal Box: add a title for the goal.  
• Description Box: add more description/detail on how you will 

accomplish this goal. 
• Due Date: add, if appropriate. 
• Category: select Performance Goal or Professional Goal.  
• Status: select Not Started or In Progress.  

4. Once you have entered all goals (a total of FOUR goals), select Next to 
proceed.  

  

  



   

   

 

Section 3: Leadership (Managers Only) 
This section ONLY applies to managers with direct reports. If you do not have direct 
reports, please skip this section. If you do have direct reports, this section is required. 
Select Next when finished.  

 

Section 4: Additional Comments/Areas of Development 
This section is optional. Please use this section to add any additional comments or 
areas for development, if desired. Your manager will have access to this optional 
section as well. Select Next when finished.  



   

   

 

Section 5: Overall Results 

This section asks you to assess your overall performance over the past year. On the 
drop-down screen you will see a description for each option. Select Next once you 
have made a selection.  

 

Final Section: Review & Submit  

You will be able to check all of your input on this summary page. Once you are 
satisfied with your responses, select Submit to route your review to your manager for 
their input. Your manager will then schedule a time to walk through the completed 
review with you before final acknowledgements. 



   

   

Next Steps 

• Once you submit your review, your manager will then add their input and 
schedule a time to discuss the completed review with you. 

• Following that discussion, you will complete the Final Acknowledgement task 
in Workday. At that time, you will have an opportunity to submit the review 
with or without additional comments. 

• Your manager will then receive a final Workday task to acknowledge the 
review as well, which completes the process. 

Have Questions? For assistance, please contact help@brynmawr.edu or 610-526-
7440. 

When you see the 
Success notification 
the self-appraisal 
process is complete! 
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