Year-end Performance Assessment on Dayforce -
Manager User Guide

Below outlines the steps for managers on how to review employee Year-End
Performance Assessments on Dayforce.

Step 1: Login on Dayforce

Visit https://www.dayforcehcm.com to login. If you require assistance logging in¥,
please contact HR at vic.hr@utoronto.ca

* Note: Please login as a "Manager with WFM" under Roles
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Step 2: Access Performance Module

After logging in, click the menu symbol on the top-left hand corner of the page, then
click "Performance" to access the Performance Module on Dayforce.
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Step 3: Review Employee Self-assessment

a) Click the “Reviews” tab to access the self-assessments submitted by your staff
for your review.

Goals Conversations Reviews

Team Reviews My Reviews Peer ews 4% Refresh Filter <@ View

Employee, Test! . 2020 - 21 Annual Year End Perfarmance Assessment MiA oA

b) Review employee responses, then leave your comments. Some employees may
upload their assessment forms as Word document attachments, which you can

access this by clicking the b, icon.
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c) Refer to the instructions in the blue box and input an Overall Rating for the
employee. Once you are ready to submit your review comments and overall
rating, click Preview then Submit. You can also save your work by clicking Save
as Draft and come back to complete your comments at a later time.

Overall Rating

re relative to the performance of
mange” or “Exzellence Performan

hat PIM & C staff
We anticipate that the n

please skip if you are the employee. It s in
r thie relative performance of staff within

To be complered by the Manager ONLY,

should cons

Asseesing per

Perfonmance

1 the scale below

nd substantilly excesded goals, obyj and expectat

uperior level of quality in all areas of responsibility

i reserved for employess who demons!
receive this rating nist consistently and su

n all aspects of the
artiment and or U

aund ohyectives thr

quality i all sig

High Quality Performance: Consistently a

litative goals and objectives: muproven

Fartially Achieving Ferformance Expectations: Partinlly o
time - not to exceed one year,

addressed immediately.

wiEw fess

8 | Please select the overall rating for your employee

Testi's Answer Testi's Answer

e P X

Note: If you want to give your employee the opportunity to edit their responses, you
can click Reopen when you are on the Preview page.
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d) Once you submit your comments and overall rating, the Status for the self-
assessment will change to Employee Signature.
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Step 4: Complete Manager Signature

a) After the employee signs, you are prompted to provide your acknowledgment and
signature. You can add a final comment if you wish, then click Complete Review.
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