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Feedback 

This Quick Reference Guide (QRG) is designed to provide you with information about providing feedback for a 

direct report or another employee. 

1. Find the employee to whom you want to give feedback by entering their name in the top search field. 

 

2. Click on the Actions button. 

 

3. Select Give Feedback. 

 



4. Select the option for Feedback Sharing. 

 

5. Enter the feedback and click on Submit. 
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6. If you have selected the option of sharing the feedback with your direct report or other employee, they 

will get an email notification and a Workday notification.  

 

 

7. The employee will see the feedback by clicking on the link in the email or on the notification in 

Workday. 

 

 

 

 

 

 

 


