
Workday Workshop:

Mid-Year Conversations
For People Leaders

Duration: 1 hour
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Access Workday through the VUMC Network or VPN

To access all the features and functionality of Workday, you must be on a 

VUMC network – either by being onsite or by using VPN (BIG-IP Edge Client)
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Workshop Agenda

• Review Performance Cycle Timelines

• Access and complete Mid-Year Conversation

• Review Employee Accountabilities

• Complete Manager Acknowledgement

• Track Mid-Year Conversations
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Performance Management Timeline
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FY24 Mid-Year Conversation Timeline
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Complete Mid-Year Conversation
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Access Mid-Year Conversation
The Mid-Year Conversation is automatically sent to manager’s Workday inbox 

(one inbox task for each employee).

When you are ready to begin the Mid-Year Conversation, select the Get Started 

button from the Workday inbox task or access Mid-Years in the Manager Hub App.



Topics & Questions Resource

Link: Mid-year Topics and 

Questions Resource

https://hr.vumc.org/system/files/secure/leadercentral/Mid-YearTopicsQuestions.pdf
https://hr.vumc.org/system/files/secure/leadercentral/Mid-YearTopicsQuestions.pdf
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Employee Accountabilities
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Employee Accountabilities

Complete their employee Acknowledgment

Participate in the Mid-Year Conversation with 
their manager
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Complete Manager Acknowledgement
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Manager Acknowledgement
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Track Mid-Year Conversations
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Track Mid-Year Conversations

Managers can track the progress of their team’s Mid-

Year Conversations in the Manager Hub in Workday.
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Conclusion
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Key Takeaways

Review and Submit
• Changes cannot be made after submission. 

Review all sections before hitting the submit 

button.

• Manager and employee must acknowledge 

the Mid-Year Conversation.

Notifications
• All Mid-Year Conversation notifications will 

be in Workday. 

• Managers and Employees will not receive 

any notifications in Outlook.

Access
• Access all employee’s Mid-Year Conversation 

forms from your Workday Inbox or Manager 

Hub from January 23rd-March 31st, 2024.

• You must be on the VUMC network or logged 

in to VPN to see the WalkMe SmartTips.

Track
• Track the progress of each Mid-Year Review 

from the Manager Hub App.
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Resources

WDHR-802-W4-Mid-Year Conversation

QRG_-Mid-Year Conversation for People Leaders

For questions, support, or guidance in handling specific 

performance management processes please contact your HRBP.

For questions regarding the overall performance management 

process please contact clarissa.fischer@vumc.org.

For any technical issues, please submit a Workday Help ticket.

https://learningexchange.vumc.org/#/online-courses/3b9e13c4-3f31-4659-ab37-d11018ef4347
https://learningexchange.vumc.org/Files/Private/Courses/3b9e13c4-3f31-4659-ab37-d11018ef4347/Mid-Year%20Conversations%20-%20Managers_QRG.pdf
mailto:clarissa.fischer@vumc.org
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