How to Send Back an Associate Review Manager Job Aid

The purpose of this job aid is to help managers send back reviews to associates so that they can
add/delete/edit text for whatever reason.

Start: Associates complete the self-evaluation task first, and once their portion is submitted, the primary manager
receives a notification from Workday. If the associate doesn’t complete it by the designated date for that quarter, the
evaluation automatically advances to managers.

1. Log into Workday at https://www.myworkday.com/trustmark/d/home.htmlid ‘

2. Click on the inbox
icon in the upper
right corner
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3. From the Workday Manager Evaluation: 2017 Q3: Sarah Smith 07r’01/2b17 -09/30/2017
. 22 hour(s) ago - Due 10/28/2017; Effective
Inbox, click on the ovauz0m7 22hou() a0 Due 02812017 Efecte 09302017
Manager Manager Evaluation: 2017 Q3: See Vue
Evaluation task for 22 hour(s) ago - Due 10/28/2017, Effective
. ars020? Please complete the applicable ASSOCIATE or MANAGER sections. There will be a summary screen displaying all of
th ea p p ro p riate the completed sections at the end. After reviewing the summary, click the submit button. When you click submit, the
. . review will move to the next step and you will not be able to make any additional changes. If it would be helpful to use
assocl atel an d pICk a step-by-step job aid, then please click here to go to Workday Headquarters where there are job aids to help you with
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Continue where | left off Go to Summary Editor -
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4. Scroll down to the bottom and click “Send Back” T
Subm ) Send Back Save for Later Close

5. This box will pop up, with “To” auto populated. Typeina

reason in the text box, and click “Submit” Send Back
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