
Year-end Performance Assessment on Dayforce – 
Manager User Guide 
 

Overview 
 

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  
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.dayforcehcm.com/
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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.  
 

 
 

Step 3: Review Employee Self-assessment 

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

 
   
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  icon. 

 



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. 

 
 
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. 
 

 
 
 
 
 
 



d) Once you submit your comments and overall rating, the Status for the self-
assessment will change to Employee Signature. 

 
 

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. 

 
 
 


