ANYTIME FEEDBACK

Anytime Feedback within Workday encourages employees to provide positive recognition and feedback --
unsolicited, on an ad hoc basis, at any time -- after interactions with colleagues in their own or different de-
partments or divisions. This feedback from peers, fellow committee and project team members, or manag-
ers happens outside of formal employee check ins, fostering communication and teamwork. The feedback
provider also has the option of sending feedback kudos to multiple employees at the same time. Immediate
notification is sent to the recipient of the feedback and their manager. In addition to comments, the feed-
back provider can add a “badge” icon denoting the recognition.

Anytime Feedback for a Single Employee

The easiest way to give feedback to one colleague is
to log into Workday and type the name of the col-

league you want to recognize in the search bar. If you

are on the Worker Profile page you can click on FEED-
BACK at the bottom of the blue navigation pane. If
you are on the People page, click on the FEEDBA
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button underneath the name of the colleague’s man-
ager.

0 \ Anytime Feedback is meant to be shared with the employee and it is immediately relayed to
the recipient once you click on SUBMIT.

The employee’s manager always receives an automatic notification that someone else at
O Bowdoin ( a team member, another manager, another department head, etc.) has recognized
their direct report. The feedback comments and associated badges can be viewed by others by
clicking on the Feedback button for the employee. You can elect to leave just a feedback com-

O ment without a badge, but you cannot award a badge without accompanying feedback.
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How does the employee know when they receive Anytime Feedback?
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When the employee checks their Notifications, they can see in their notifications list on the left side of the
screen that others have offered feedback. Click on the Details to see each instance of feedback comments
and badges. The employee’s manager will also get a notification and can review the details in the same way
as the employee.

The employee may review all of the feedback/badges they have received by clicking on the Feedback tab of
their own profile view., The table includes who gave the feedback, the date, feedback comments and badge.
A manager can also reyiew this table of feedback for a direct report.

If the employee has gjven any feedback to others, they can click on the Feedback Given tab to see a compa-

rable list.
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How to give Anytime Feedback to multiple employees simultaneously

To give the same recognition and feedback to

= Q give feedback
Py \ multiple colleagues simultaneously, log into

Tasks and Reports

— "~ Workday and type “give feedback” in the search
bar and then click on the Give Feedback task.
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Type the names of the colleagues into
the popup “Workers” box.
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When you have included everyone click on OK.




Give Feedback it On the Give Feedback message screen, you can see

et o s, s s s i e cieoo |_that the Feedback will be delivered to the employees

you selected. Compose your feedback message, award
a corresponding badge if you like, and click on SUBMIT.
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The employees receiving the feedback (as well as their
managers) will immediately see a new notification and
can click directly on the notification Event to see the
comments and badge. Others who received the simul-
taneous feedback are noted.
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