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Challenges
Lack of flexibility (cycle and process)

Reporting is not easily available

PRD documents in different areas of Workday

Non-intuitive process



Improvements

Increased visibility/tracking 
through reports

Improved user experience and 
more help options

Dashboards for one stop shop  

Cycle flexibility and access to activities at 
any time

Streamlined PRD process

On-demand access to PRD data

Flexibility on how PRD is completed



Navigating to PRD in Workday



Initiating a Performance Review



Upload your own or Guided Process
Guided ProcessUpload your own

Professional Academic



Upload your own



Upload the discussion document

• The employee uploads the agreed document
• Ability for the manager to send back in review and submit section



Training and Development

Training and 
Development 
data is being 
captured for 
analysis by the 
OD&D team



Review and Submit

• The final stage of the upload process is to 
review and submit.

• Once the performance review is submitted
it will be sent to the manager for review.

• Managers have the ability to ‘send back’ 
the PRD to the employee if changes are 
required.

• Once the manager has reviewed and 
submitted it is listed as successfully 
completed in Workday.



Guided process



Guided Process

• The Guided Process is adjusted based on your employment profile
• Optional elements to provide flexibility
• Only items marked with the red asterisk are mandatory

Professional

Academic



Guided - Professional



Goals - Optional

Optional elements:
• Add an existing goal
• Category - Professional, Research 

outputs and achievements, Service and 
leadership, Teaching and related

• Organisational alignment – How this 
supports identified organisational goals 

• Relates to – How this relates to the skills 
required to perform successfully in your 
role. More than one domain can be linked 
to your goal

• Status – Not started, In progress, 
completed, no longer applicable



Training and Development

Training and 
Development 
data is being 
captured for 
analysis by the 
OD&D team



PRD Discussion section

• The PRD Discussion section has 
guided questions

• There is flexibility when the 
question is not relevant to simply 
write N/A



Supporting Documents



Feedback received

• The system has an optional feedback section
• Managers can seek feedback from other members of staff where relevant 

(e.g. other managers that may have worked closely with the employee)
• Feedback can be shared with the employee, or be visible only for the 

manager



Review and Submit
• Once the performance review is submitted by the 

employee, it will be sent to the manager in Workday for 
review and comments.

• Managers have the ability to ‘send back’ the PRD to 
the employee if changes are required.

• Once the manager submits the PRD their comments 
will be sent to the employee for the ‘final PRD 
acknowledgement’.

• Employees can choose to acknowledge with or without 
comment.

• The PRD goes back to the manager to ‘finalise PRD’. 
Once the manager clicks submit the PRD will be listed 
as successfully completed in Workday.

Employee 
submits PRD

Manager 
reviews PRD

Manager 
‘sends back’

Manager 
submits 

comments

Employee 
acknowledges with or 

without comment 

Manager 
finalises and 

submits

or



Guided - Academic



Goals - Optional

Optional elements:
• Add an existing goal
• Category - Professional, Research 

outputs and achievements, Service and 
leadership, Teaching and related

• Organisational alignment – How this 
supports identified organisational goals 

• Relates to – How this relates to the skills 
required to perform successfully in your 
role. More than one domain can be linked 
to your goal

• Status – Not started, In progress, 
completed, no longer applicable



Questions - Optional

• The question sections have 
guided questions relevant to 
your academic profile

• There is flexibility when the 
question is not relevant to simply 
write N/A



Training and Development

Training and 
Development 
data is being 
captured for 
analysis by the 
OD&D team



Additional Comments - Optional

Employees have the 
option to provide any 
additional comments.



Supporting Documents
Employees upload supporting documents as 
required by their College.



Feedback received

• The system has an optional feedback section
• Managers can seek feedback from other members of staff where relevant 

(e.g. other managers that may have worked closely with the employee)
• Feedback can be shared with the employee, or be visible only for the 

manager



Review and Submit
Employee 

submits PRD

Manager 
reviews PRD

Manager 
‘sends back’

Manager 
submits 

comments

Employee 
acknowledges with or 

without comment 

Manager 
finalises and 

submits

or

• Once the performance review is submitted by the 
employee, it will be sent to the manager in Workday 
for review and comments.

• Managers have the ability to ‘send back’ the PRD to 
the employee if changes are required.

• Once the manager submits the PRD their comments 
will be sent to the employee for the ‘final PRD 
acknowledgement’.

• Employees can choose to acknowledge with or 
without comment.

• The PRD goes back to the manager to ‘finalise PRD’. 
Once the manager clicks submit the PRD will be 
listed as successfully completed in Workday.



Dashboards



Using my Dashboard



PRD Activity in my team

• Easily see the 
completion rates for 
your team

• Detailed summary 
for each employee 
with the status and 
next step.



PRD Reporting
• Managers have the ability to export data to Excel via their dashboard
• Additional reporting is available through the Organisational Development and Diversity Team



Resources
1. PRD Website
2. Workday user guides on how to complete PRD activities 
3. Videos on how to initiate the PRD process 
4. Infographic for PRD process
5. In-person support (OD&D)
6. Announcement bar in Performance Review and Development Dashboard



THANK YOU.

Questions
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