workday.

Manager Check-In

Process: Employee and Manager can keep notes for 1/1s and other
meetings

Action done by: Employee and Manager

Visibility: Employee and Manager (and management chain),
HR Admin, HR Talent Admin, HR Partner
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Overview:
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Start a “My Manager Check-Ins”

Employee Profile
Actions
Talent

“My Manager Check-Ins”

6/4/2024
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Ethan Employee As Self

Provider Services Specialist |

(' Actions )

Compensation

Job Change >
Manage Work >
Payroll >
Personal Data >
Talent >
Time and Absence »

My Manager Check-Ins

(&) Location
View Feedback
View Feedback by Request

View Feedback Given to Others

My Goals
View My Goal Alignment

View Skills and Experience

View Interests

View Employee Reviews

Start My Development Plan
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Create Manager Check-In

= MENU W Q

To start a new Manager
Check-In My Manager Check-Ins

Worker  Ethan Employee As Self

Manager Check-Ins Topics
Create Manager Check-In ( Archive Manager Check-Ins >
0 items
Manager Check-In Partic
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Add Notes and Attachments

The manager’s name will populate Create Manager Check-ln
automatically in the participant field

Participant *| X Molly Manager -

Notify Participant

Check the box if you want a prmedtor+| o5/10/2020 (|
notification to go to the manager Descrption [ s v BT U A~

1/1 Agenda
Project Updates

Put in a target date for review. This .

- Discuss Resources 9@ 7
could be today’s date or a future ‘
planned meeting.

[
@

v Attachments

Drop files here

Add notes to the Description Field
«<»

Add any related documents in the
attachment section
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Employee View

The Employee can see the list of Manager Check-In and Edit/View/Delete
W Q search O CP é a

My Manager Check-Ins ST

Worker  Ethan Employee As Self

Manager Check-Ins Topics
Create Manager Check-In ( Archive Manager Check-Ins >
1item E?EL-I@
Manager Check-In Participant Topics Action

05/10/2024 Molly Manager D

View

Delete
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Manager View

This will automatically appear in the Manager’s Notifications because the notify box was
checked. Click the notifications bell icon to view.

1
o PP .

= MENU W Q search O Cp é a

Notifications

Viewing: Al © SortBy: Newest vl Ethan Employee As Self has created a new Manager Check-In with you. T .

From Last 30 Days .
8 minute(s) ago

(i Gl e G e i) 2 o (e Ethan Employee As Self has created a new Manager Check-In with you for 05/10/2024.
Check-In with you.

Ethan Employee As Self has created a new Manager O
Checkinbviiivols View Manager Check-in
8 minute(s) ago
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Manager View

Manager can see the detail

= MENU W Q Search

View Manager Check-In

Manager Check-In  05/10/2024 Created On 10/14/2023
Created by Ethan Employee As Self Last Updated 10/14/2023
Participant Molly Manager
( Edit v
Description 1/1 Agenda
Froject Updates
Process Improvement project My Manager Check-Ins

- Status: Moving from Yellow to Green
- Discuss Resources
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