State of Oregon
]33] Department of Environmental Quality

Locating a Quarterly Check-in in Workday

This step-by-step instruction shows you how to locate your quarterly check-ins within Workday.

1. Loginto Workday.
2. Click on the Performance Worklet.
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3. Click on My Check-Ins.
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4. YouU'll see a list of the check-ins that have occurred between you and your manager.
5. Click on the blue link in the topic field and it’ll open up the notes from that check-in for your

review.
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