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Entering Your OKRs in Workday 
Once you are in Workday, click on the Talent & Performance icon under your Applications.  

 
Once you click on the Talent and Performance icon, click on Objectives under the Performance section. 

 
 
If you do not have Objectives already entered in Workday, you will click Edit in the bottom left corner. 
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Then click the Add button in the top left corner to begin entering your Objectives. 

 
 
Enter your Objective, the current Status and the Objective’s Due Date in the top section.  This due date 
may be related to the end of the quarter or the end of the year, depending on how long this objective 
may take. 
 
Below you will see Key Results. Click the + to begin adding your Key Results that align to the Objective 
identified above.  Each Key Result should align to the Quarter you anticipate this Key Result or milestone 
being In Progress/Compelted.  You can add Key Results to your objective at any time, this is recommended 
if your objective spans more than six months. 
 

 
 
Once you enter all information, click Submit.  You will see this Objective under your Individual Objectives 
section. 
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Editing Your OKR(s) 
To edit your OKR(s), navigate to the Individual Objectives tab and select the Objective(s) you want to edit, 
then click Edit. 

 

This process can be used to help adjust objectives and key results as needed and to update the status of 

key results as progress is made. 

After you make the changes, click Submit in the bottom left corner to save your changes. 
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Viewing Your OKRs 
Once you are in Workday, click on the Talent & Performance icon under your Applications.  

 

 
Once you click on the Talent and Performance icon, click on Objectives under the Performance section. 

 

 
You will be able to view your OKRs under the Individual Objectives tab. Click on the respective OKR to 
see specific details relating to that OKR.  
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Viewing Your Archived OKRs 
There are two ways to view a Your Archived OKRs:   
 
OPTION 1: Navigate to your Talent and Performance Worklet under Applications on the Home Dashboard, 
then click on Objectives. 

 
 
Click on the Archived Objectives tab. 
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OPTION 2: Navigate to your profile, click on the Performance Tab. Then click on your Archived 

Objectives tab. 
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View Your Past Performance Reviews 
There are two ways to view a completed Performance Review:   

OPTION 1: Navigate to your Talent and Performance Worklet under Applications on the Home 

Dashboard, then click on Reviews     

 

OPTION 2: Navigate to your profile, click on the Performance Tab.  Then click on the Reviews tab. 


