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For Managers participating in sales progress checks, this guide will show you how to start and 

complete the sales progress check.  

 

Starting the sales progress check 

To get started, click on the Menu icon in the top left-hand corner of your Workday Homepage. Then, 

select the Team Performance application.  

 

  

 

1. From the Performance menu on the right-hand side of the screen, select Start Performance 

Review. 
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2. Next, fill out the details of the performance review: 

 

a. Enter the name of the Employee who is receiving the mid-year review.  

b. From the Review Template drop-down menu, select Sales Progress Check. Select type of 

Sales Progress Check: Sales Progress Report – Representative or Sales Progress 

Report – Spec. 

c. Enter the Period Start Date. 

d. Enter the Period End Date. 

 

 
 

Please note that time periods for reviews must be unique.  You cannot have multiple 
reviews open for the same employees with overlapping time periods. 

 

3. Click Submit when you have entered all the details for the performance review.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3 
 

4. You will receive a task titled “Manager Evaluation: Sales Progress Report – XXX” in your My 

Tasks Inbox. Click the task to open its details on the right-hand side of the screen. 

 

5. Click Get Started. 

 

 
 

6. You will be guided through the steps that are listed on the left-hand side of the screen. Sales 

Progress Checks only have three steps.  The questions will pre-populate specific to the 

template chosen.  

You will have 4 rating options available for each question.  

a. Does Not Meet 

b. Needs Improvement 

c. Consistently Meets Expectations 

d. Exceeds Expectations 
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7. You will select a rating and provide an answer for each question. 

 

 
 

 

8. Answer the summary questions.  

 

 
 

9. Review the progress check information and click Save for Later to allow for editing after 

meeting with the employee.   

a. Choosing Submit will send the review directly to the Employee and not allow for editing. 

Do not click Submit until after you have the meeting with the employee.   
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10. Once you have met with the employee and are ready to close the review, go back to your My 

Tasks Inbox and click Get Started to open the review (see Step 5 above).   

 

Click Next to move to the Review and Submit step and click Submit. 
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11. This ends the review process.  The employee will be able to see the review on their profile 

under the performance tab.  

 

 

 

  

 

 

 

 

 


