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Employee Evaluation Process — Job Aid for Managers

Beginning July 1, 2010, employees and managers will begin the employee evaluation
process using the e-Performance system (in Teamworks/employee self-service).

The employee, manager, and manager’s manager all have an active role in the
evaluation process.

This document includes the steps that managers and manager’s managers should
follow to complete and finalize the evaluation in the system.

Manager: Steps to Complete the Employee Evaluation

1. You will receive an email from the e-Performance system (see example below)
notifying you that the employee has completed their self-evaluation.

MANAGER EMAIL

From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov]
Sent: Wednesday, June 23, 2010 4:35 PM

To: Angie Ledford

Subject: Your employee Lisa Griffin has completed their self evaluation

Your employee Lisa Griffin has completed their self evaluation for Annual Performance Review :

https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP GUEST

2. Loginto Employee Self Service.
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3. Click on “Manager Self Service”

Welcome To TeamWorks - Windows Internet Explorer provided by Ga Department of Public Safety

6:;" 2] https://team state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=DEFAULT v 3 |[%][x

File Edit View Favorites Tools Help

=S - " |Web Search - [ Bookmarks - FiSettings - | EIMail - @My Yahoo! - | EiFall TV - E)Answers - i Games -

* @ [@Welmme To TeamWorks li‘ f - B - ® - [5yPage~v == GToolsv
"~ TEAM GEORGIA

Georgla TEAM GEORGIA fICELATTUNETEN CUSTOMER SERVICE FLEX-GABREEZE

My Employee Self Service TeamWorks Homepage

fe24, 2010 10:414M Welcome: Ledford,Angela M My Links | Select One: v Site Search Sian out

Personalize Content Lavout

TEAMWORKS MENU =l MAMAGER SELF SERVICE B My HELP =]
b My Help View Employee Personal Info Contact Us

b Quick Links Review job and personal information for your employees.

b Self Senice Getting Started

> Manager Self Service

b Werkforce Administration Site FAQs

> Benefits

b Compensation R =
b Payroll for North America

3 el Paoll & eeenee gt Tell us what you think of TeamWorks!

b Worklorce Development

b Arnanizatianal Nevalnnmant My REPORTS

4. Click on Performance Management
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5. Click on Performance Documents
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6. Click on Current Documents
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7. Click on Annual Performance Review for the employee that you are ready to evaluate.
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8. Inthe “Review Self-Evaluation” Step, click View to open and read the employee self-
evaluation.
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9. Scroll down to read and review the ratings the employee rated themselves and the
comments provided to support the ratings.
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Notes
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10. If you would like to print the self evaluation, click on the View Printable Evaluation
link.
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11. Right Click on your mouse to show the drop down menu. Scroll down and click on
“Print”.
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12. Click on Return to Evaluation at the top of the self-evaluation to return to the self-
evaluation.

Thursday, June 24, 2010 10:39 AM Welcome Ledford, Angela M My Links | Select One: . Site Search Sign out
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Manager: Lisa Griffin Department: Personnel

13. Click on Return to Document Detail at the top of the self-evaluation to return to the
status screen.
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14. In the “Complete Manager Evaluation” step, click Start to open the evaluation.
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Notes Manager: Angela Ledford Status: In Progress
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Compensation Document Progress
Payroll for North America Step Status Due Date
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e Develzpment Review Self Evaluation ¥ Completed 0713112010 View
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Winrkfarra Manitarinn
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Quick Links
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= Performance Management
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— Historical Documents

— Approve Documents

— View Approval Status
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Site Search
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My Links | Select One
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Manager Evaluation
Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 08/30/2010

Author: Angela Ledford
Status: In Progress
Not Submitted

Role: Manager
Due Date: 07/31/2010

Report
Report

Report
— Mass Approval

DNotes

Benefits
Compensation

Mgmt

— Approver Doc Status
— Approver Review Rating

— Manager Review Rating

— Maintain Performance

Workforce Development
Organizational Development
Enterorise Learnina

Enter ratings and comments for

the evaluation by selecti ave button.

ection in this evaluation, if applicable. Save entries made on

[Save] - click this button to save your
work. We suggest saving often, as the
system will time out due to inactivity

Save

Submit for Approval \*ﬂhce | Return to Dacument Dstail

Workforce Administration

S\ﬂew Printable Evaluation =1 Motify

Payroll for North America
Global Payroll & Absence

Section 1 - Statewide Core Competencies

ISubmit for Approval|— Only click the
Submit for Approval button when you

are 100% finished with the evaluation
and are ready for your manager to

Customer Service

=

review and approve.

15. Enter ratings and comments for section 1 (Statewide Core Competencies). Again, be
sure to save often — the system will time-out after a period of inactivity and you will lose any
work that has not been saved.

« Performance
Documents

Report
Beport

Report
— Mass Approval

DNotes

Benefits
Compensation
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— Approver Review Rating
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Customer Service

Current Documents

— Historical Documents =

— Approve Documents
— View Approval Status
— Approver Doc Status

Description: Understands that all employees have external and/or internal customers that
they provide services and infermation to; honors all of the State’s commitments to
customers by providing helpful, courteous, accessible, responsive, and knowledgeable
Service.

* Critical: Yes

— Manager Review Rating

Rating:

Average Rating: 4-Successful Performer - Plus

4.00

You are able to see the rating the
employee entered, but not the
comments. In order to see the
comments, you must view the self-
evaluation from the status screen.

To enter the rating, click on the drop down
menu and click on the selected rating.
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« Performance Management

Enter ratings and comments for each section in this evaluation, if applicable. Save entries made on
the evaluation by selecting the Save button.

= Performance Save ‘ Submit for Approval Cancel Return ta Document Detail
Documents
LT, SO TG &) View Printable Evaluation E7 Notify

— Historical Documents

— Approve Documents

— View Approval Status

— Approver Doc Status
Report

— Approver Review Rating
Report

— Manager Review Rating
Report

— Mass Approval
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Each competency, goal or job responsibility
has a “comment” text box for you to include
any comments that help support the rating
you have selected.

/

Description: Understands that all employees have external 3 T internal customers that
they provide semvices and information to; honors all of i fate’'s commitments to
customers by providing helpful, courteous, acces: responsive, and knowledgeable

Section 1 - Statewide Core Competencies

Customer Service

=

Notes Senice.
¥ * Critical: Yes ; ; .
Banatt Click on the icon (book with the check

Compensation
Payroll for North America
Global Payroll & Absence
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Workforce Development
Organizational Development
Enterprise Learmning
Workforce Monitoring

SetUp HRME
Administrative Systems

My Content

Worklist

Reporting Tools

HCM Reporting Tools
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r Change My Password

r My Personalizations

r My Svstem Profile

{- My Dictionary

< | »

mark) to run spell check for each comment
text box.

This has been a grgyearfar Sheila and customer semvice is one of her strengths.
This past year, she received 6 compliment letters from customers. She was also
nominated for and received a Gavernor's Excellence in Customer Service
commendation in spring of 2010. Sheila is a role-model to other employees!

Rating: 0.00

Average Rating: 4.00

1-Unsatisfactory Performer
2-3uccessful Performer - Minus
3-Buccessful Performer

Click on the drop down to select a
rating.

Teamwork and Cooperation

)
with others tn acenmnlish commaon anals: works with S

Nascrinfion:

/" Unknown Zone (Mixed) F100% -

@ Evaluation pr...

@ Inbox - Micro...

16. At the end of Section 1, click on the calculator icon to calculate the overall section
rating for section 1.
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FLEX-GABREEZE
e —
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— Historical Documents

— Approve Documents

— View Approval Status

— Approver Doc Status
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— Approver Review Rating
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Report
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DNotes

Workforce Administration
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et Up HRMS

Rating:

Average Rating: 3-Successful Performer

-~

Benefits
Compensation Summary Weight:| 25/ %
Payrall for North America ry Weight: 25|

/

Rating:

(not less than 25%)
0.00

*

&

Remember the rounding rules:

0.0-1.49
1.5-2.49
2.5-3.49
3.5-4.49
4.5-5.00

1 (unsatisfactory performer)

2 (satisfactory performer — minus)
3 (satisfactory performer)

4 (satisfactory performer — plus)
5 (exceptional performer)
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=
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Quick Links
Self Service - Description: Analyzes problems by evaluating available information and 3 -
|- Wanager Self Senice develops effective, viable solutions to prablems that can help drive the effectiveness of the
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I Job and Personal Critical: Yes
Infermation
= Perfarmance Management
< Performance
Documents
Current Documents
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The system averages the ratings for each competency in section 1 to give you an overall rating
of 3.4 (in this example). Therefore, the overall rating for section 1 in this example is a 3 —
Successful Performer.

s TEAM GEORGIA S UTTTLTCl  CUSTOMER SERVICE FLEX-GABREEZE
My Employee Self Service Teamworks Homepage

Thursday, June 24,2010 10:33 Al Welcome Ledford Angela 11 Uy Links | Select One: Site Search Sign out
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> Manager Self Senvice develops effective, viable Solutions to prablems that can help drive the effectiveness of the
> Time Wanagement department and/or State of Georgia.
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Information
< Performance Management
<~ Performance
Documents
Current Documents
~ Historical Documents
- rove Documents
- View Approval Status
- rover Doc Status

~ onerReiew Saing Rating 200
Report
~ Manager Review Rating
Report
— Mass Approval
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Notes
Waorkforce Administration
Benefits
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Payroll for North America Summary pleiont 'E‘ =
Global Payroll & Absence (notless than 25%)
,!X',%ﬁme Development Rating: 3-Successful Performer 340
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.

>

Average Rating: 3-Successful Performer 3.00

Set Up HRMS
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17. Continue on to Section 2 (Individual Goals/Competencies). Select a rating for each
goal or competency. At the end of section 2, click on the calculator icon to calculate
the overall section rating for section 2.

TEAM GEORGIA ESFEIFITs CUSTOMER SERVICE FLEX-GABREEZE

TeamWorks Homepage

Thursday, June 24, 2010 10:39 Al Welcome Ledford,Angela M Ity Links | Select One: Site Search Sian out

123

Quick Links A
Self Senice
 Manager Self Service Rating: | 3-Successful Performer |~ 3.00
Ejgfgea:‘:gaegsemea?( Average Rating: 4-Successful Performer - Plus 400
Information
= Performance Management
= Performance
Documents
Current Documents
— Historical D Add Individual Goals/C [=] Delete
- rove Documents
— View Approval Status
- rover Doc Status

Report
~ Approver Review Rating
Repor
~ Manager Review Rating m
Report Rating: 4-Successful Performer - Plus 350
~ Mass Approval

~ Maintain f
Notes
Workforce Administration

Benefits

NEAUCON

18. Continue on to Section 3 (Job Responsibilities). Select a rating for each job
responsibility. At the end of section three, click on the calculator icon to calculate the

overall section rating for section three.

Average Raung: 3-5uccessiul Perarmer 300

>

Quick Links
Self Senice
> Manager Self Senvice
> Time Management
> Job and Personal
Information
hd Add Job [=] Delete
< Performance
Documents
Current Documents
— Historical Documents
— Approve Documents .
~ ¥iew Approval Status Summary Weignt:
aptoser Doc Staus [I Rating: 3-5uccesstul Performer 333
— Approver Review Rating

[ >

Repo
— Manager Review Rating %
Reoort
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19. In Section 6 — Overall Summary, click on the calculator icon to calculate the overall
section rating for the evaluation.

Gacghr TEAM GEORGIA =S TNV ETCNY  CUSTOMER SERVICE FLEX-GABREEZE
My Employae Salf Servica TeamWorks Homapage.

Thursday, June 24, 2010 10:38 AN Welcome Ledford Angela 1 Iy Links | Select One: v Site Search Sign out

Quick Links
Self Senvice
> Manager Self Service
I Time Management
I Job and Personal
Information
= Performance Management
~ Performance
Documents
Current Documents Rating: 3-Successful Performer 343

— Historical Documents
T —— Calculate Rating)

~ Approve Documents

— Wiew Approval Status

— Approver Doc Status
Report

— Approver Review Rating
Report

— Manaager Review Rating
Report

- Mass Approval

— Maintain Performance

e ~_—| The Calculate All Ratings| button is

Workforce Administration Section 7 - Individual Development Plan

Benefits
oo to o Amerca [#] Add Ingividusl Development Plan // anot_her Wa)_/ to ensure that all
sections/ratings are calculated for the

Global Payroll & Absence
final rating.

[
|

Section 6 - Qverall 5

Mgmt
Waorkforce Development
Organizational Development
Enterprise Learning

Workforce Monitoring
Set Up HRNS Calculate All Ratifgs

Administrative Systems Cancel Evaluation

My Content
Worklist

Reporting Tools
g Tl e Save | submitforApproval | Cancel | Retymto Document Detail

The system takes the overall rating for each section and the weight given to the section to
calculate the overall rating that the employee receives.

20. When you have finished the evaluation, select the [Submit for Approval| button to
make the document available to your manager (the manager’s manager).

Workforce Administration Section 7 - Individual Development Plan
Benefits

Compensation

Payroll for Morth America Add Individual Development Plan

Global Payroll & Absence

Mgmt

Workforce Development
Organizational Development
Enterprise Learning

Workforce Monitoring
Set Up HRIS Calculate All Ratings
Administrative Systems Cancel Evaluation

My Content
Workist
Reporting Tools Save | SubmitforApproval |  Cancel
HCM Reporting Tools PP Return to Document Detail
PeopleToals
- Change by Password
w;!;;;’,ai;ﬁ:zm &5 View Printable Evaluation =7 notify
- 1y Personalizations
o i

21. To ensure that you did not click |Submit for Approval| by mistake, the system will ask
you to click one more time to finalize the evaluation.

WL LIRS IEW U | O | pi
Self Senvice
7 Manager Self Senice
[ Time Management Performance D - Annual Performance Review
- Job and Personal -

Information Submit for Approval

= Performance Management
= Performance Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 06/30/2010

Documents

Current Documents
You have chesen to submitthis performance evaluation for approval. To confirm that you would like
— Histerical Documents :

to submitthe evaluation for approval, click the Submit button

— Approve Documents

— View Approval Status

— Approver Doc Status Do not submitthis evaluation until you have completed each section. Once you dlick Submit, the
evaluation will be routed through the approval process to the appropriate individuals. You will then

Report
_ Approver Review Rafing be notified through email on the s#broval status
Report

The verall rating youbeee assigned to this document s 3-Sucoessful Performer.

Report
— Manager Review Rating
Report
— Mass Approval
— Maintain
Dotes
Workforce Administration
Benefits
Comnensafion

Submit Cancel
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22. Click the button

~ Current Documents - Windows Internet Explorer provided by Ga Department of Public Safety
v~ & htps://n tate.gm. us/psp, B oy LE _EMPLOYEE.ER_CURRENT_MY_PRF.GBLPPORTALPAF = | 0 |42 | E=E
File Edit view Faverites Tools Help

“a-|Web Search| - [ Bookmarks - FiSettings - | CaMail -~ @ My Yahoo! - | & Fall TV - EJ Answers - @2 Games -
B - B9 ek - () Page - £ &3 Tools -

anirrin.Lisa w [T — -

b winsaw | Hete |,

23. This completes the manager evaluation.

- TEAM GEURGIA er (5 CUSTUMER SERVICE FLEA-LHBREELE

TeamWarks Homepage

Thursday, June 24,2010 10:39 AW Welcome Ledford Angela M My Links | Select One: v Site Search Sign out

Quick Links ~ New Window | Help | &,

Self Service
i~ Manager Self Service
[ Time Management Current Performance Documents
[» Job and Personal -
Information Document Details
< Pertormance Management Lisa Griffin, TS: HR Transactions Tech (AL]

)
 pertormance Annual Performance Review: 07/01/2009 - 06/30/2010

Current Documents
— Historical Documents
— Approve Documents

[+ You have successfully submitted your evaluation.

— View Approval S1atus
_V‘Evﬂiergzi‘;ﬁrs Employee: Lisa Griffin Job Title: TS: HR Transactions Tech (AL) . .
Report Document Type: Annual Performance Review Period: 07/01/2008 - 06/20/2010 YOLI can |Og 8] and review the
~ Approver Review Rating Manager: Angela Ledford Status: In Pragress .
—%%gerReviewRalmg Template Name: Annual Performance Review pla‘n! employee Self evaluatlon’
 Repott or your evaluation at any time.
Mass Approval Step Status Due Date
g Peromance Establish Evalustion Criteria  + Completed 01012010 View
Workdorce Administration Review Self Evaluation + Completed 0773412010 View
Benefits Complete Manager Evaluation @ In Progress 07/31/2010 Edit
Compensation
Payroll for North America
Global Payroll & Absence Return to Select Documents
Mgmt

Your manager will now review the evaluation that you submitted and will either approve or deny
the evaluation. If you have given the employee an overall rating of anything other than 3
(Successful Performer), your manager will be required to get approval through the chain before
he/she can approve the evaluation.

If you find that you need to edit the evaluation AFTER you have submitted for approval,
you have two options:

1. Ask your manager to deny the evaluation. This will allow you to go back in the evaluation
and edit it.

2. Call HR and ask to have the evaluation re-set.
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Manager’s Manager: Steps to Reviewing and Approving Evaluations

Steps 23 — 34 are only for Manager’s Managers. If you are not a Manager’s Manager,
please proceed to step 35.

24. Log in to Employee Self Service.

~ Welcome To TeamWorks - Wi

dows Internet Explorer provided by Ga Department of Public Safety

File Edit View Favorites Tools
o - -
w b [?WelcomeTuTeamWorks

®

Georgiar

Help
- |Web Search « [%Bookmarks ~ FiSettings ~ | Z1Mail - @My Yahoo! - | &iFall TV - EJAnswers - & Games -
= 8o

& - :Page v = ) Tools v

TEAM GEORGIA
CONNECTION
FASTER. FRIENDLIER. EASIER.
TEAM GEORGIA

ESS/TEAMWORKS

STOMER SERVICE FLE X-GABREEZE

Thursday, June 17, 2010 11:12 Al

Site Search Sion Out

STATE EMPLOYEE SELF SERVICE L gl WELCOME TO TEAMWORK§

Forgot Password? Sign In
IMPORTANT NOTICE

This is a State of Georgia application. It is provided to conduct
official State business and must be used appropriately. All

i using this must follow the i

use policy and procedures defined by their individual Agencies
or as defined by Georgia Technology Authority’s appropriate
use policy. All information in the system belongs to the State of
Georgia and may be read or monitored by authorized persons.

Whether you're researching your benefits options, reviewing your pay statement, updating your personal infrmation, looking to leam a new
skill. or are interested in improving your personal well-being, TeamWorks is here to help. This Web site provides employees. managers and
supenvisors, and job seekers the information you need about human resources programs and senices in Georgia State Government

NEWS AND ANNOUNCEMENTS

3]} Team Georgia Homepage Enhancement

No change to Employee Seff Serve/TeamiVarks registration of log-in
HCMPROD System Availability/Holida

By logging into this application, you agree to abide by all
established Enterprise, State and Federal policies governing
the appropriate use of State of Georgia resources.

& Independence Day Holiday is July 2, 2010

B e e e e

25. Click on “Manager Self Service”

=5 TEAM GEORGIA
(. CONNECTION
o TEAM GEORGIA ESS/TEAMWORKS CUSTOMER SERVICE FLE ABREEZE
My Employee Self Service TeamWaorks Homepage
Personalize Content Lavout Thursday june 24, 2010 10:41 AM Welcome Ledford, Angela 1 My Links. |sg|ac1 One: v ‘ Site Search Sign out
TEAMWORKS MENU EI 5] MANAGER SELF SERVICE B = MyHeLP =
b1y Help View Employee Personal Info Contact Us
I Quick Links Review job and personal information for your employees.
I Self Serice fpande youremployess. Getting Started
I> Manager Self Service
I Workforce Administration Site FAQs
[» Benefits
I> Compensation FEEDBACK B =
I Payroll for North America . |
 Global Payroll & Absence Mgmt Tell us what you think of TeamWorks!
> Workforce Development
I» Organizational Development My REPORTS 2] =X
[» Enterprise Learning M Plccte T it
Thursday, June 24, 2010 10:33 AM Welcome: Ledford, Angela M My Links | Select One: v Site Search Sign out

MENU
> My Help
[+ Quick Links
[+ Self Service
== Manager Self Service
[> Time Management
[ Job and Personal
Information
[- Performance Management
[> Workforce Administration
[» Benefits
- Compensation
[+ Payroll for Morth America
> Global Payroll & Absence
Mgmt
[ Workforce Develooment

Main Menu >

ﬁ Manager Self Service

Navigate to self service information and activities for people reporting to you

Time Management ﬁ Job and Personal Information

Manage schedules, view and approve reported and payable Manage job and personal information for your employees.
time, absence and overtime requests, exceptions, and more. I View Emplovee Personal info

[ Manage Schedules

L1 Approve Time and Exceptions

&

Performance Management

Plan, evaluate and manage performance ai
your workforce.

[ Performance Documents

[=| Approve Documents

[ Report Time W roval Status
[ View Time = Approver Doc Status Report

= Approver Review Rating Report
= Manager Review Rating Report
= Mass Approval

=] Maintain Performance Notes

ld development for
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27. Click on Approve Documents. Be patient — it will take the system a few minutes to pull
up the documents that are ready for you to approve. While it is processing, you will
see a blank screen.

= L LWrAUYE A LASIVT LR
(. CONNECTION
FASTER. FRIEN

oaghs TEAM GEORGIA fICS AT UL LUCH CUSTOMER SERVICE FLE X-GABREEZE
My Employee Self Service TeamWorks Homepage
Friday, June 25, 2010 B:5T AN Welcome Lisa Maier My Links | Select One: R Site Search Sign out

MENU Main Menu > Manager Seif Service =
b My Help ﬁ
b QuickLinks Performance Management
[- Self Service Plan, evaluate and manage performance and development for four workforce A/
= Wanager elf Senvice

S Timge Management Performance Documents E pprove Documents ﬁ View Approval Status

I+ Job and Personal Create, update, and view performance documents for ygur Approve or deny a performance document that is in yogr View the approval status of documents that you own

Infarmation workforce. approval queue
=] Current Documents
[ Performance Management

A =] Historical Documents
[> Workforce Administration
[ Benefits E rover Doc Status Report E rover Review Rating Report ﬁ Manager Review Rating Report
- Compensation Approver Doc Status Report Approver Review Rating Report Manager Review Rating Report
- Payroll for Morth America
[- Global Payroll & Absence

Mamt ===1 Mass Annroval === Maintain Performance Notes

28. Click on Performance Document “xxxx” (the numbers will be different for each

separate evaluation.

Georgla TEAM GEORGIA AT L Cl CUSTOMER SERVICE FLEX-GABREEZE ‘
My Empl TeamWorks Homepage
Friday, June 25, 2010 S:00 AN Welcome Lisa Maier My Links | Select One v Stte Search Sian out

MENU Mew Window | Help | &,
> Wy Help
I Quick Links
b Self Senvice Select Transaction to Approve
- Manager Self Service

[ Time Management The hyperlinks below indicate groups of emplerees which require your paricipation in an approval process.

P Job and Personal Click on a hyperlink to see details aboyiffiat needs to be approved for each employee contained in the group

Information
+ Performance Management
> Perfarmance
Documents
Approve Documents i B iocalalanto i Date:  06/24/2010
— View Approval Status
— Approver Doc Status
Report
— Approver Review Rating Action
Report 00258955 Lisa Griffin PersTech2 Submit Angela Ledford
— Manager Review Rating
Report
— Mass Approval
— Maintain Performance
Notes
I Worldorce Administration

Performance Document 49952

Last Process

EmpliD  Name Job Title Last Processed By

29. Click on Performance Document Details

- S — ~-~

Georgia TEAM GEORGIA fICCJAT LI LUCIN CUSTOMER SERVICE FLEX-GABREEZE

My Employee Self Service TeamWorks Homepage
Friday, June 25, 2010 9:00 AN Welcome Lisa Maier My Links | Select One: v Site Search Sign out

MENU New Window | Helo | B, »
[ My Help
[+ Quick Links .
> Self Service Approve Transaction
= Manager Self Service

[> Time Management For each employee below, approve or deny the proposed information. You may also enter optional comments

[» Job and Personal about each approval choice. When you are finished, click the Save button atthe bottom of the page.

Information

= Performance Management
[» Perfarmance
Documents
Approve Documents Lisa Griffin EmplID: 00252955
— View Approval Status
— Approver Doc Status
Report
— Approver Review Rating Doc Type: Annual Perfarmance Review
Report
— Manager Review Rating
Report
— Mass Approval

— Maintain Performance Ratng: 3 Successtul Periond
Notes

[> Workforce Administration Performance Document Detail
[» Benefits

[ Compensation Process Detail
[» Payroll for Morth America Process Action Process Action Date
P Global Payroll & Absence Angela Ledford Originator Submit 06/24/2010

Mamt
[ Workfarce Development Lisa Maier Manager Self Senvice

The following transactions require approval.

Performance Document

Author: Angela Ledford

Period Begin Date:  07/01/2009 Period End Date:  08/30/2010
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30. Review the submitted evaluation (ratings and comments).

TEAM GEORGIA

[EVRILUIVSLUCHN  CUSTOMER SERVICE FLEX-GABREEZE

MENU
[ My Help
> Quick Links
[ Self Service
= Manager Self Serice
[ Time Management
I> Job and Personal
Information
< Performance WManagement
> Performance
Documents
Approve Documents
— View Approval Status
— Approver Doc Status
Report
— Approver Review Rating
Report
~ lianaqer Review Rating

My Employse Self Service TeamWorks Homepags

Friday, June 25, 2010 900 AM Welcome Lisa Maier

My Links

the evaluation by selecting the Save button

_sae | / ormance Document Approval

&5 View Printable Evalualmn‘ﬁnllﬁ

Section 1 - Core C

Customer Service

=

Report
— Mass Approval
— Maintain Performance

Notes
> Workforce Administration
> Benefits
> Compensation
> Payroll for North America
> Global Payroll & Absence

WMgmt

> Workforce Development
[> Organizational Development
> Enterprise Leamning
[ Worlforce Monitoring
> SetUp HRMS
[ Administrative Systems
> My Content
[ Worklist
> Reporting Tools
[ HCW Reporting Tools
> PeopleTaols
- Change Ly Password

b Dare nmalatiane

Understands that all emplayees have external and/or internal custormers that
they provide services and information to; honors all of the State's commitments to
customers by providing helpful, courteous, T . and

senice

= Critical: Yes

This has been a great year for Sheila and customer service is one of her strengths. This

pastyear, she received & compliment letters from customers. She was also nominated for
and received a Governor's Excellence in Customer Service commendation in spring of
2010. Sheilais arole-model to other employees!

Rating: 4-Successful Performer - Plus

Average Rating: 4-Successful Performer - Plus

If you need to obtain additional
approvals, click on the View Printable
Evaluation link.

From there, you can print the
evaluation, or copy/paste into a word
document or email.

The Average Rating shows the rating
that the employee submitted on their
self-evaluation.

The Rating is the rating assigned by

the manager.

31. After you have finished reading/reviewing the evaluation, click on Return to
Performance Document Approval

MENU
- My Help
[ Quick Links
[ Self Serice
= Manager Self Service
[ Time Management
[» Job and Personal
Information
= Performance Management
[» Perfarmance
Documents

— View Approval Status

— Approver Doc Status
Report

— Approver Review Rating
Report

— Manager Review Rating
Report

— Mass Approval

— Maintain Performance

Approve Documents

My Employee Self Service TeamWaorks Homepage

Friday, June 25, 2010 9:00 AM Welcome Liza Maier

Performance Document - Annual Perfermance Review
Manager Evaluation

Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 08/30/2010

Author: Angela Ledford
Status: In Progress
Approval: Submitted

Role: Manager
Due Date: 07/31/2010

Enter ratings and comments for each section in this evaluation, if applicable. Save entries made on
the evaluation by selecting the Save button.

‘ Return to Performance Document Approval

Notes

[ Workforce Administration
[+ Benefits

- Compensation

- Payroll for Morth America
[- Global Payroll & Absence

Magmt
> Workforce Development

é\ﬂew Printable Evaluation [ Motify

Section 1 - Statewide Core Competencies

Customer Service

My Links | Select One:

Site Search Sign out

New Window | Hel | ), (&
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32. Scroll down to the bottom of the screen to the approve/deny drop down box. If you
approve the evaluation, select approve. If you deny the evaluation, select deny.

Note: Any rating other than 3 — Successful performer must be approved through the
chain before you approve the document.

My Employee Self Service

Friday, June 25, 2010 9:00 AM
[
MENU Ly maissie £F A Aunm
Jason Dunn EP HR Admin
> My Help
b QuickLinks Quincy Sneed EP HR Admin
[> Self Service DeKisha Jones EP HR Admin
V’;;‘ETHEDEIF‘SEWSEWW‘ Kimberly Walker EF HR Admin
ime Wanagemen .
I Job and Personal Daman Atkins EP HR Admin
|nformation Vernica Williams EF HR Admin
= Performance Management James Simmons EP HR Admin
b Performance Brunilda Cordero-
Documents Stokes
Approve Documents
— View Approval Status
— Approver Doc Status
Report
— Approver Review Rating
Report Comments

~ Manager Review Rating

EP HR Admin

TeamWorks Homepage

Welcome Lisa Maier My Links | Select One: Site Search Sian out

~

Report
— Mass Approval

— Maintain Performance

otes
[ Workfarce Administration ]
[> Benefits Approve

I Compensation

> Payroll for Morth America Comment:
[ Global Payroll & Absence

Mamt

> Workforce Development

33. Click the

> Payroll for North America Comment:
[» Global Payroll & Absence
Mgmt

[ Workforce Development

[ Organizational Development
> Enterprise Learning

> Waorkforce Monitoring

> Set Up HRMS

[ Administrative Systems

[ My Content

[ Worklist

[ Reporting Tools

- HCM Reporting Tools

> PeopleTaols

— Change My Password

- Lly Personalizations

— My System Profile GoTo: Approval Summary
— Ly Dictionary

Save

34. Click the [OK] button

My Emplayee Self Service

=

TeamWorks Homepage

Friday, June 25,2010 S:00 AN
|
MENU

I My Help
[ Quick Links

Welcome Lisa Maier My Links | Select One: e Site Search Sign out

New Window | Help | B

[- Self Service
= Manager Self Service Submit Confirmation
[ Time Management
[» Job and Personal “
Information
= Performance Management The Submit
[ Perfermance
Documents
Approve Documents
— View Approval Status
— Approver Doc Status
Report
— Approver Review Rating
Report
— Wanager Review Rating
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35. The Manager’s Manager approval process is complete

W CUNNBEBUILIUN
FASTER. FRIENDLIER. EASIER.

Geogha TEAM GEORGIA E=EIAF- VN UCH CUSTOMER SERVICE FLEX-GABREEZE
My Employee Self Service TeamWorks Homepage
Friday, June 25, 2010 9:00 AM Welcome Lisa Maier My Links | Select One: A4 Site Search Sign out
=]

MENU New Window | Helo | /B &
> My Help
[ Quick Links ~
1> Self Service Approve Request - Confirmation
= Manager Self Service

[ Time Management Your approval selection has been saved to the database

[» Job and Personal

Information
= Performance Managemgol Liza Grifin EmpllD: 00258955

[» Perfarmance
Documents Performance Document

Approve Documents

—View Approval Status Doc Type: Annual Performance Review
— Approver Doc Status
Aporover Doc Status Author: Angela Ledford
Report
— Approver Review Ratin Period Begin Date:  07/01/2000 Period End Date:  06/20/2010
Report
— Manager Review Rating Rating: 3-Successful Performer
Report
— Mass Approval Perfarmance Document Details
— Maintain Performance
Notes Process Detail
[» Workforce Administration Hame Role Name Process Action Process Action Date —
:ige”ﬂmﬁ ' Angela Ledford Originator Submit 06/24/2010
ompensation
- Payroll for North America Lisa Maier Manager Self Service Approve 08/25/2010
I» Glabal Payroll & Absence Wartin Teem EP HR Admin

Human Resources is required to approve all evaluations in the system. HR will only review the
content for evaluations with a rating of 1- Unsatisfactory Performer or 2 — Successful Performer
— Minus. Evaluations with all other ratings will be automatically approved by HR daily during the
evaluation process.

Manager: Steps to finalizing the Evaluation (after approvals have been
received)

All approvals have been received and managers are now ready to complete the evaluation
process.

36. Log in to the e-performance system (following steps 1 through 5)

37. Click on Annual Performance Review for the employee that you are ready to evaluate.

= TEAM GEORGIA

Gacnglr TEAM GEORGIA ST UITAEUCHN  CUSTOMER SERVICE FLEX-GABREEZE
My Employze Self Servic TeamWorks Homepage

Thursday, June 24,2010 10:38 Al Welcome: Ledford Angela 11 Uy Links | Select One: v Site Search Sign out

=
Quick Links -~ New Window | Help | &,
Self Service m
7 Manager Self Service
> Time Wanagement Current Performance Documents
> Job and Personal

Information Listed below are the current performance documents for which you are the Manager.
= Performance Management
< Performance

First (4] 1.2 0r2 ] Last

Performance Documents Customi~~ , Find | View Al | 8

Documents

Current Documents Emplovee 1 | Document Tye Beg

— Historical Documents inital

~ Approve Documents Jacqueline v

~ View Approval Status Thurman

— Approver Doc Status Lisa Grifin W
Report

— Approver Review Rating
Report

~ Manager Review Rating

fate End Date  Job Title Status

TS:HR Transactions
07/01/2009 06/30/2010 Tech (AL)

TS HR Transactions
Tech (AL)

In Progress

Annual Performance Re

Annual Performance Review  07§1/2009 06/30/2010 In Progress
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38. In the “Complete Manager Evaluation” step, click Edit to open the evaluation.

My Employ=e Sell Service Samworks Homepage
Friday, June 25, 2010 10:21 AN Welcome Ledford, Angela It My Links | Select One v Site Search Sign out
=
Quick Links ~ New Window | Help | B,
Self Senvice
{7 Manager Self Service
> Time Management Current Performance Decuments
[ Job and Personal R
Information Document Details
viegrrr;n;?;ﬁ;::anagemem Lisa Griffin, TS: HR Transactions Tech (AL)
Documents Annual Performance Review: 07/01/2009 - 06/30/2010
Current Documents
— Historical Documents
— Approve Documents Employee: Lisa Grifin Job Title: TS: HR Transactions Tech (AL)
— View Approval Status Document Type: Annual Performance Review Period: 07/01/2000 - 06/20/2010
— App .
Aporover Doc Status Manager: Angela Ledford Status: In Progress
Report
— Approver Review Rating Template Name: Annual Performance Review
ﬁi"ﬂ‘ Review Rat Document Progress
— Manager Review Rating
%anner eview Ralin Step Status Due Date
— Mass Approval Establish Evaluation Criteria + Completed 01/01i2010 View
— Maintain Performance Beyview Self Fyaluation & C 077312010 jew
Notes | Complete Manager Evaluation @' In Progress 07/31i2010 Edit
Workforce Administration
Benefits
Compensation Return to Select Documents
Payroll for North America

39. Click the |Available for Review| button.

 Manager Self Service

I Time Management Performance Document - Annual Performance Review
[» Job and Personal

Information Manager Evaluation ||

 Performance anagement Lisa Griffin, TS: HR Transactions Tech (AL

)
v Pertomance Annual Performance Review: 07/01/2009 - 06/20/2010

Current Documents
— Historical Documents
- rove Documents
~ View Approval Status Approval: Approved
- rover Doc Status
Report
- rover Review Ratin
Report
— Manager Review Ratins
Report
— Mass Approval
— Maintain Performance Save Available for Review Cancel Return to Document Detail
Notes
Worldorce Administration
Benefits 5 View Printable Evaluation 7 Nolify
Compensation
Fayroll for North America
Global Payroll & Absence Section 1 - Statewide Core Competencies
Mgmt

Author: Angela Ledford Role: Manager
Status: In Progress Due Date: 07/21/2010

Enter ratings and comments for each section ip#fs evaluation, if applicable. Save entries made on

the evaluation by selecting the Save buttol

button

40. Click on the

My Employee Self Service TeamWorks Homepage

Friday, June 25, 2010 10:21 AW Welcome Ledford, Angela M Iy Links | Select One Site Search Sign out

5]
~ New Window | Helo | &
Self Service b |
fz Manager Self Service

[ Time Management Performance Document - Annual Performance Review
> Job and Personal N N

Information Available for Review
- Performance Management .

< Performance Lisa Griffin, TS: HR fransactions Tech (AL)

Documents Annual Performanfe Review: 07/01/2009 - 06/30/2010
Current Documents

You have chosen b allow the employee to view this evaluation. To confirm that that the employee
can view evaluapfon, click the OK button.

Cancel

Documents

— Approve Documents

— View Approval Status

— Approver Doc Status
Report

— Approver Review Rating
Report

— Manager Review Rating

41. Schedule the performance evaluation meeting with the employee

It is now time to meet with the employee to discuss the evaluation and ratings.
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(~ Manager Self Service
[> Time Management
[> Job and Personal
Information
= Performance Management
= Performance
Documents
Current Documents
— Historical Documents
— Approve Documents
— View Approval Status
— Approver Doc Status
Report
— Approver Review Rating
Report
— Manager Review Rating
Report
— Mass Approval
— Maintain Performance
Notes
Workforce Administration
Benefits
Compensation
Payroll for North America
Global Payroll & Absence
Mgmt
Workforce Development

Current Performance Documents

Document Details

Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 06/30/2010

1available for th 'S review.

Eﬁ’You have successfully made your

Employee: Lisa Griffin

Document Type: Annual Performance Review

Manager: Angela Ledford

Job Title: TS: HR Transactions Tech (AL)
Period: 07/01/2009 - 06/30/2010
Status: Available for Review

Template Name: Annual Performance Review

Document Progress

Step Status Due Date

Establish Evaluation Criteria + Completed 01/01/2010 View

=] dosalal — 07/31/2010 View

Complete Manager Evaluation L e e 07/31/12010 View Mark Review

Review

Held

Return to Select Documents

42. Hold the performance evaluation meeting with the employee.

43.Log in to the e-performance system (following steps 1 through 5).

44. Click on the Annual Performance Review link for the employee that you have met

with.

My Employee Self Service

TeamWorks Homepage

Sl
Quick Links
Self Senvice
& Manager Self Service
I Time Management
> Job and Personal
Information
= Performance Management
= Performance
Documents
Current Documents
— Historical Documents
— Approve Documents
— View Approval Status
~ Approver Doc Status
Report
— Approver Review Rating
eport
~ Manager Review Rating
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Friday, June 25, 2010 10:21 AM

Current Performance Documents

Welcome:

Ledford,Angela M Site Search

Ity Links | Select One.

New Window | Help | n5

Listed below are the current performance documents for which you are the Manager.

Emplovee 9 pocument Type
Initial
Jacqueling v Annual Performance Review
Thurman
Lisa Griffin W Annual Performance Review

Beqin Date End Date  Job Title

Status
TS HR Transactions
07/01/2009 06/30/2010 Tech (AL) In Progress
TS HR Transactions Available for
07/01/2009 08/30/2010 Tech (AL) Review

45. Click on the Mark Review Held link.

ey =
Quick Links
Self Service
- Manager Self Service
[> Time Management
[ Job and Personal
Information
< Performance Management
= Performance
Documents
Current Documents
— Historical Documents
— Approve Documents
— View Approval Status

[E3

My Employee Salf Sarvice

Friday, June 25, 2010 10:21 AM

Current Performance Documents

Welcome

TeamWorks Homepage

Ledford, Angela M My Links | Select One: Site Search Sign out

New window | Help |

=1

Document Details
Lisa Griffin, TS: HR Transactions Tech (AL)

Annual Performance Review: 07/01/2009 - 06/30/2010

Employee: Lisa Griffin
Type: Annual Performance Review

— Approver Doc Status
Report
— Approver Review Rating
Report
— Manager Review Rating
Report
— Mass Approval
— Maintain Performance
Notes
Workforce Administration
Benefits
Compensation
Payroll for North America
Global Payroll & Absence
HMamt

Manager: Angela Ledford
Template Name: Annual Performance Review

Job Title: TS: HR Transactions Tech (AL)
Period: 07/01/2009 - 06/30/2010
Status: Available for Review

Document Progress
Step
Establish Evaluation Criteria

Status
+ Completed

Complete Manager Evaluation 4 Avallable for
Review

Due Date
010112010 View
071312010 View M3tk Revew

Held

Return to Select Documents
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46. Click the |Review Held|button to indicate that you have held the performance
evaluation discussion meeting with the employee.

My Employee Self Service TeamWorks Homepage
Friday, June 25, 2010 10:21 AN Vielcome Ledford Angela M My Links | Select One: - Site Search Sian out
=
Quick Links -~ Mew Window | Help | ) 4
Self Service
7 Manager Self Service .
 Time Performance Document - Annual Performance Review
> Job and Personal -
\nformation Manager Evaluation =
= Zegsr;r:r:':ﬁ;ia”agemem Lisa Griffin, TS: HR Transactions Tech (AL)
Documents Annual Performance Review: 07/01/2009 - 06/30/2010
Current Decuments
~ Historical Documents Author: Angela Ledford Role: Manager
 Approve Documents Status: Available for Review Due Date: 07/31/2010
— View Approval Status Approval: Approved
~ Approver Dac Status
Report
- Approver Review Raling
Report The status of this evaluation is Available forKeview. In this status, you may enter comments in the
- Manager Review Rating Manager Comments section, if applicabl
— Mass Approval Atany time you can save any entries yfu make on the evaluation by selecting the Save button. If you
— Maintain Performance are ready to confirm that the review ffas held with the employee, click the Review Held bution to
MNotes notify the employee they are able )0 acknowledge the evaluation.
Waorkforce
Benefits
Compensation Save Review Held Cancel | Return to Document Detail
Payroll for North America
Global Payroll & Absence
Mgmt &) View Printable Evaluation = Notify
Workforce Development

47. Click the button

My Employee Self Service TeamWorks Homepage

Friday, June 25, 2010 10:21 AN Welcome: Ledford, Angela I My Links | Select One: v Site Search Sign out
=]
Quick Links A New Window | Help | &,
Self Senvice
(~ Manager Self Service

[ Time Management Performance Document - Annual Performance Review
[ Job and Personal N

Information Review Held
+ Performance Management

< Performance Lisa Griffin, TS HR fransactions Tech (AL)

Documents Annual Performanfe Review: 07/01/2009 - 06/30/2010

Current Documents

— Historical Documents

— Approve Documents

— View Approval Status

— Approver Doc Status
Report

— Approver Review Rating
Report

— Manager Review Rating

You have chosen confirm that the performance review was held for this document. To confirm that
areview was cgfducted, click the OK button

Cancel

The status is changed to Review Held.

Friday, June 25, 2010 1021 Al Welcome Ledford Angela M Uy Links | Select One: v Site Search Sign out

New Window | Help |

Quick Links
Self Senvice
7 Manager Self Service
[ Time Current Performance Documents
> Job and Personal .
Information Document Details
 Performance lanagement Lisa Griffin, TS: HR Transactions Tech (AL]

)
7 Pertormance Annual Performance Review: 07/01/2009 - 06/30/2010

Current Documents
— Historical Documents
— Approve Documents
— View Approval Status

123

% You have successfully marked the review held for your evaluation.

~ Approver Doc Stalus Employee: Lisa Grifin Job Title: TS: HR Transactions Tech (AL)
Report Document Type: Annual Performance Review Period: 07/0112008 - 06/30/2010
~ Approver Review Ratin Wanager: Angela Ledfard Status: Review Held
B dang - Review Ratin Template Hame: Annual Performance Review
Report Document Progress
- %ﬂg%ﬂ‘ Step Status Due Date
W Establish Evaluation Criteria ¥ Completed 01/01/2010  View
Workforce Admi Review Sell Fyaluaiion + Completed 073112010 View
Benefits | Complete Manager Evaluation € Review Held |nmwzmu View  Acknowledae
Compensation
Payroll for North America
Global Pavroll & Absence Return to Select Documents

The system will send an email to the employee (see below) that prompts the employee to log in
and acknowledge that the meeting was held. When the employee completes this step, it affirms
that the review was held and discussed in detail with the employee.
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This step is necessary now that we do not have paper copies and employee signatures on the
official evaluation document.

EMPLOYEE EMAIL

From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov]

Sent: Tuesday, June 22, 2010 10:26 AM

To: Lisa Griffin

Subject: Your Annual Performance Review form is ready for your acknowledgement.

This automatic notification is to remind you that your Annual Performance Review has been held and the
document is ready for your final comments and acknowledgement. (Your acknowledgement affirms that this
review was held and was discussed in detail with you).

You may click on this link to go directly to the application:
https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP GUEST

(Please do not respond to this automatic notification.)

Once the employee has acknowledged the evaluation, the manager will receive an email
notification (see below)

MANAGER EMAIL

From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov]

Sent: Tuesday, June 22, 2010 10:28 AM

To: Angie Ledford

Subject: Lisa Griffin has acknowledged the Annual Performance Review form.

This automatic notification is to alert you that Lisa Griffin has formally acknowledged the recent review
of the Annual Performance Review document.

You may click on this link to go directly to this Annual Performance Review and click complete to finalize
the document: https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST
(Please do not respond to this automatic notification.)

48. Log in to the e-performance system (following steps 1 through 5)

49. Click on Annual Performance Review for the employee that you have met with.

My Employee Sell Semvice. S2mWorks Homepage
Friday, June 25, 2010 11:51 AM Welcome Ledford, Angela 1 My Links | Select One v Site Search Sign out
=]
Quick Links ~ New Window | Help | /5,
Self Service
[~ Manager Self Senvice
I Time Management Current Performance Documents

[» Job and Personal
Information Listed below are the current performance documents for which you are the Manager.

= Performance Management

T Petomance Performance Documents Customize | Find | View Al | 3 First [4) 1.2 orz "] Last
Current Documents Employee ﬁa\ Document Type Beaqin Date End Date Job Title Status
— Historical Documents r " — TS HRT i
— Approve Documents Ti:que ne v Annual Performance Review  07/01/2009 06/30/2010 .= [ansacions — n progress
— View Approval Status =
— Aporover Doc Status Lisa Grifin W Annual Performance Review  07/01/2009 08/30/2010 1o- HR Transactions 0 ouieq0ed
Report Tech (Al

— Approver Review Rating
Report

— Mananer Review Ratinn



https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST
https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST
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50. Click on the Complete link

My Employee Self Service TeamWorks Homepage
Friday, June 25, 2010 11:51 AN Welcome Ledford,Angela M My Links ‘ Select One v | Site Search Sign out
=
Quick Links & | New Window | Help |
Self Senvice
[~ Manager Self Senvice
> Time Management Current Performance Documents
[ Job and Personal R
\nformation Document Details
viegrrr;n;?;ﬁ;:anagemsm Lisa Griffin, TS: HR Transactions Tech (AL)
Documents Annual Performance Review: 07/01/2009 - 06/30/2010
Current Documents
— Historical Documents
— Approve Documents Employee: Lisa Grifin Job Title: TS: HR Transactions Tech (AL)
— View Approval Status Document Type: Annual Performance Review Period: 07/01/2000 - 06/20/2010
— App .
Aporover Doc Status Manager: Angela Ledford Status: Acknowledged
Report
— Approver Review Rating Template Name: Annual Performance Review
%‘ﬂ‘ Review Ral Document Progress
— Manager Review kating
%:nzner eiiew Raln Step Status Due Date
— Mass Approval Establish Evaluation Criteria + Completed 01/01i2010 View
— Maintain Performance Beyview Self Fyaluation ¥ C 077312010
Notes I Complete Manager Evaluation L 1) Acknowledged 07/31/12010 View
Workforce Administration
Benefits
Compensation Return to Select Documents
Payroll for North America
My Employee Self Senice SamWorks Homepage
Friday, June 25, 2010 11:51 AM Welcome: Ledford, Angela I My Links. ‘ Select One: v | Site Search Sign out
=]
Quick Links | New Window | Help | &, ~
Self Senvice

[~ Manager Self Senvice
[ Time Management
[+ Job and Personal
Information
= Performance Management
= Performance
Documents
Current Documents
Histarical Documents
— Approve Documents
— View Approval Status
— Approver Doc Status
Beport
— Approver Review Rating
Report
— Manager Review Raling
Report
— Mass Approval
— Maintain Performance
Notes
Workforce Administration
Benefits
Compensation
Payroll for North America
Global Payroll & Absence
Mgmt
Workforce Development

52. Click on

Performance Document - Annual Performance Review

Manager Evaluation

Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 08/30/2010

Role: Manager
Due Date: 07/31/2010

Author: Angela Ledford
Status: Acknowledged
Approval: Approved

The status of this evaluation is Acknowledged. In this status, you may enter comments in the
Manager Comments section, if applicable.

At any time you can save any entries ygi make on the evaluation by selecting the Save button. If you
are ready to submit the evaluation fgfapproval, click the Submit for Approval button to route the
document through the appropriate Approval process. If approval is not required then click the
Complete button.

»
Save Complete Cancel | Returnto Document Detail
&) View Printable Evaluation [E1 Motify

the button

This completes the evaluation process and moves the evaluation from current documents to
historical documents.

wy ME

Quick Links

Self Senvice

[~ Manager Self Senvice

[ Time Management

[» Job and Personal
Information

< Performance
Documents
— Current Documnents

Approve Documents

= Performance Management

=1

# | Main Menu > Manager Self Service » Performance Management »

Performance Documents

Create, update, and view performance documents for your workforce:

E“ Current Documents
Update or view your employees’ performance documents for the current period

Historical Documents
View your employees’ completed performance documents.

Historical Documents



