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This guide shows managers how to create Development Plans for their employees.  
 

Starting a Development Plan 
A Development Plan can be started for an employee from the Team Performance application.  
Development Items can be created before or during the plan creation process. 
 
To get started, click on the Menu icon in the top left-hand corner of your Workday Homepage. Then, 
select the Team Performance.  

 

  
 

 

1. From the Development & Feedback menu on the right-hand side of the screen, select Start 
Development Plan. 
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2. Next, fill out the details of the Development Plan: 

 

 

 

 

 

 

 

 

 

 

 

3. Click Submit when you have entered all the details for the Development Plan.  
 

4. Employee will receive a task titled “Complete Employee Plan” in their My Tasks Inbox. They 
will need to review the help text and click Get Started to complete their self-review before 
submitting to the Manager for review.  
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5. Once your employee submits the plan, you will receive a task titled “Complete Manager Plan” in 
your My Tasks Inbox.  Click Get Started to review and add feedback or goals as needed.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6. You can review your employee’s answers on the right-hand side.  Clicking Next will walk you 

through the steps on the left-hand side.  
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7.  On the Development Items tab, additional Items can be added as needed. Click Next to add 
supporting documents.  Click submit on the Review and Submit step once you are ready to 
have the meeting with your employee.  

 

 

 

 

 

 

 

 

 

 

 

 

8. You will receive a task titled “Provide Manager Review Comments” in your My Tasks Inbox.  
This task prompts you to meet with your employee and should not be completed until after the 
meeting has occurred.  Click the task to open its details on the right-hand side of the screen. 
 

9. Click Get Started after you have had the meeting with the employee. 
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10. Review the goals under the Summary section and click Next to Submit the 
Acknowledgement.   

 

 

 

 

 

 

 

 

11. The Development Plan can now be viewed on the employee profile under Performance. 
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