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Accessing Performance Documents and Reviewing Performance Evaluation

Goals
1. Loginto PeopleSoft and go to the Workforce Administrator homepage if that is not already your default.

4% STAR Human Resources v Employee Self Service o Q I:-GJ : @

Announcd Workforce Administrator | My Information

Employee Self Service

03/22/2022 12:00 AM Time Entry No|
3/18/2022 12:00PM COVID V: i

£
atit  Recruiting
01/28/2022 07:00 AM W-2's now ava 74

My Benefits My Learning Careers
+ «® -
My Payroll My Time Resources

-0/ © 3

Last Pay Date 04/07/2022
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2. Click on the Performance Administration tile.

STAR Human Resources v Workforce Administrator

Human Resources WorkCenter Human Resources HCM Approvals

- %’)

Announcements Annual Processing Payroll

) f )
01/28/2022 07:00 AM W-2's now available online I’ 4

External Support Links Approvals P&B Admin WorkCenter Performance Administration
h : ’
1
4 () 2 - -
3

3. There, you will see all options available to you on the left side: Reopen Document, Cancel Document,
Transfer Document, View Documents and Approve Documents. The page will automatically open up to the
Reopen Document tab, highlighted in green. Click on any of the tab options to be taken to that option.

£ Workforce Administrator ePerformance Administration

. New Window Help | Personalize Pagq
& Performance Documents ~
b Reopen Document

Reopen Document To change a perfermance document's status back to "Evaluation”, select the checkbox next to the Employee's Name and then select the
Continue push button

Cancel Document s
L Search for Documents

Delete Document

First Name Last Name
Transfer Document Manager First Name Last Name
Document Type h Document Status hd
View Documents P
Period Between N
I Approve Documents
Search ‘ ‘ Clear

Reopening a Document

1. To reopen a document, you will use the above instructions to navigate to the Performance Administration
tile. There, you will click on Reopen Document on the left side of the screen. Note: it should automatically be
open to the reopen document option.
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ePerformance Administration

£ Workforce Administrator

New Window | Help | Personalize Pagq

& Performance Documents
Reopen Document

Reopen Document |To change a performance document's status back to "Evaluation”, select the checkbox next to the Employee's Name and then select the
[Continue push button

Cancel Document o
i *iSearch for Documents

Delete Document First Name Last Name
Transfer Document Manager First Name Last Name
M Document Status v

View Documents Decument Type

Period Between ~
=] Approve Documents

[ s [ o= ]

2. To reopen a document, use the search criteria to find the specific document you are looking for (employee
first name, employee last name, supervisor first name, supervisor last name, etc.). Note: You do not need to
fill in all of the boxes, just enough to find the document you are looking for. (In this example, the supevisors
last name was put in the search criteria.) Once you have put in your search criteria, click Search.

n O @

Help | Personalize Pag

Workforce Administrator ePerformance Administration

§ New Window
& Performance Documents A Reopen Document

To change a performance document's status back to "Evaluation”, select the checkbox next to the Employee's Name and then select the

Reopen Document
Continue push button.

Cancel Document
¥ Search for Documents

Last Name

Last Name -

Delete Document First Name

Transfer Document Manager First Name

M
View Documents Document Type Document Status
Period Between R
| Approve Documents
| l Search II Clear

3. Then you will be brought to a document(s) that met your search criteria. Check the box next to the

document you want to reopen, and click Continue.

N @ @

ePerformance Administration

Workforce Administrator
New Window | Help | Personalize Page
.+ Performance Documents
- Reopen Document
Reopen Document To change a performance document's status back to "Evaluation”, select the checkbox next to the Employee's Name and then select the
Centinue push button.
Gancel Document
~ Search for Documents
Delete Document First Name Last Name
Transfer Document Manager First Name Last Name  smith
M v
View Documents Document Type Document Status
Period Between .
E-] Approve Documents
Search l [ Clear
Performance Documents
Ly .
Employee Name Document Type Document Status Period Begin Period End Job Title Manager
Select All Deselect All
[ oo ]
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4. The next screen will show a message to confirm that you wish to change the status of the document by
reopening it. You will click Save to confirm and proceed with reopening the document.

Workforce Administrator ePerformance Administration

New Window Help | Personalize Pagg

& Performance Documents ~
“ Reopen Document

Reopen Document Confirm Reopen Document
Performance Documents

(=)[a] —

Emplnyee Name Document Type Document Status Period Begin Period End Job Title Manager

Cancel Document
Delete Document

Transfer Document
View Documents 100051193 - Canceled 09/07/2017 10/31/2017 - -

mileooelecinen You have chosen to change the status of the performance document listed. The status will be changed to In Progress.

Note that changing the status of an Employee's sefl-evaluation will not change the status of the overall document. To change the overall document
status, you must change the status of the Manager's document

To cenfirm this status change, select the Save button.

Return to Previous Page

5. A confirmation will appear to tell you the document was successfully reopened, click OK.

Workforce Administrator

& Performance Documents ~
Reopen Document
Reopen Document Save Confirmation
Cancel Document V The Save was successiul.

Delete Document

Transfer Document

View Documents

-1 Approve Documents

Canceling a Document
1. To cancel a document, you will use the above instructions to navigate to the Performance Administration
tile. There, you will click on Cancel Document on the left side of the screen.

Workforce Administrator ePerformance Administration @ .Lm
L& Perfi D: ts New Window | Help | Per:
& Performance Document ~
“ Cancel Document

Reopen Document To cancel a performance document, select the checkbox for the Employee and then select the Continue push button. All documents can be
canceled except for already "Canceled" performance documents.

Cancel Document
¥ Search for Documents

Delete Document First Name Last Name
Transfer Document Manager First Name Last Name
v v
View Documents Document Type Document Status
Period Between B
i~ Approve Documents
seach || (G ]
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2. Use the search criteria to find the specific document you are looking for (employee first name, employee

last name, supervisor first name, supervisor last name, etc.). Note: You do not need to fill in all of the boxes,

just enough to find the document you are looking for. (In this example, the supevisors last name was put in

the search criteria.) Once you have put in your search criteria, click Search.

Workforce Administrator ePerformance Administration

& Performance Documents
. Cancel Document

Reopen Document To cancel a performance document, select the checkbox for the Employee and then select the Continue push button. All documents can be
canceled except for already "Canceled” performance documents.

Cancel Document
¥ Search for Documents

Delete Document First Name Last Name
Transfer Document Manager First Name Last Name -
v ~
View Documents Document Type Document Status
Period Between :
5~ Approve Documents
I[ Search I i Clear

@

New Window | Help |

3. Then you will be brought to a document(s) that met your search criteria. Check the box next to the

document you want to cancel, and then click Continue.

Workforce Administrator ePerformance Administration
.2 Performance Documents ~ Cancel Document
To cancel a performance document, select the checkbox for the Employee and then select the Continue push button. All documents can be
Reopen Document canceled except for already "Canceled" performance documents.
Cancel Document ~ Search for Documents
Delete Document First Name Last Name
Manager First Name Last Name -J
Transfer Document
Document Type v Document Status v
View Documents
Period Between .
f Approve Documents
Search l i Clear

Performance Documents

=][a]
E,mplnyee Name Document Type Document Status Period Begin Period End
100115497 - WI Performance Review Evaluation in Progress 04/01/2022 03/312023
O 100008573 _ WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023
O 100025741 _ ‘WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023
J 100004697 _ WI Performance Review Evaluation in Progress 04101/2022 03/31/2023
Select All Deselect All

o

Job Title

CIVIL ENGINEER-TRANSPR

CIVIL ENGINEER-TRANSPR-

ADV

CIVIL ENGINEER-TRANSPR-

ADV

TRANSPORTATION

SPECIALIST-ADYV
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4. The next screen will show a message to confirm that you wish to cancel the performance document that was

selected. You will click Save to confirm and proceed with canceling the document.

Workforce Administrator ePerformance Administration

& Performance Documents ~
" Cancel Document

Reopen Document Confirm Cancellation

Performance Documents

Bl

Cancel Document

Delete Document

‘You have chosen to cancel the performance documents listed.
To confirm this cancellation, select the Save button.

Return to Previous Page

E Approve Documents

New Window

Emplnyee Name Document Type Document Status Period Begin Period End Job Title
Transfer Document
CIVIL ENGINEER-
View Documents 100115497 - 'WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023 TRANSPR

Help | Personalize Pal

Manager

5. A confirmation will appear to tell you the document was successfully cancelled, click OK.

Workforce Administrator

. & Performance Documents
Cancel Document

Reopen Document Save Confirmation

Cancel Document V The Save was successful.

Delete Document

Transfer Document
View Documents

] Approve Documents

Deleting a Document

Note: In order to delete a document, it must first be cancelled. If it has not already been cancelled by the

supervisor, follow the steps above to first cancel. Then follow the steps below to delete.

1. To delete a document, you will use the above instructions to navigate to the Performance Administration

tile. There, you will click on Delete Document on the left side of the screen.

Workforce Administrator ePerformance Administration

& Performance Documents
- Delete Documents

Reopen Document To delete a performance document, select the checkbox next to the Employee's Name and then select the Continue push button. Only
"Canceled" performance documents can be deleted.

Cancel Document
¥ Search for Documents

Delete Document First Name Last Name
Transfer Document Manager First Name Last Name
v
View Documents Document Type Document Status
Period Between .
| Approve Documents
Search ] [ [Ciear

@ &

New Window | Help | P
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2. Use the search criteria to find the specific document you are looking for (employee first name, employee
last name, supervisor first name, supervisor last name, etc.). Note: You do not need to fill in all of the boxes,
just enough to find the document you are looking for. (In this example, the supevisors last name was put in
the search criteria.) Once you have put in your search criteria, click Search.

Workforce Administrator ePerformance Administration

.4 Perf D t: New Window | Help | Pef
errormance Documents
5 Delete Documents

Reopen Document To delete a performance document, select the checkbox next to the Employee's Name and then select the Continue push button. Only
"Canceled" performance documents can be deleted.

Cancel Document
¥ Search for Documents

Delete Document First Name Last Name
Transfer Document Manager First Name Last Name -
v v
View Documents Document Type Document Status
Period Between .
1 Approve Documents
I[ Search I H Clear

3. Then you will be brought to a document(s) that met your search criteria. Check the box next to the
document you want to delete, and then click Continue.

Workforce Administrator ePerformance Administration A} : D
New Window | Help | Personalize Pag
& Performance Documents -

Delete Documents

Reopen Document To delete a performance document, select the checkbox next to the Employee's Name and then select the Continue push button. Only
"Canceled" performance documents can be deleted.

Cancel Document
¥ Search for Documents

e First Name Last Name
Transfer Document Manager First Name Last Name | (NN
Document Type v Document Status -

View Documents
Period Between .

" Approve Documents

Performance Documents
(B[]

Employee  Name Document Type Document Status Period Begin Period End  Job Title Manager

CIVIL ENGINEER- -
100115497 Performance R n 04/01 /31,
0011549 — WI Performance Review Canceled 01/2022 03/31/2023 TRANSPR

SClAl Deselect All

4. The next screen will show a message to confirm that you wish to delete the performance document that was
selected. You will click Save to confirm and proceed with deleting the document.

Workforce Adminisirator ePerformance Administration

New Window Help | Personalize P)

& Performance Documents ~
: Delste Documents

Reapen Document Confirm Delete
Performance Documents

=) s

Employee
D

Cancel Document

Delete Document
Name Document Type Document Status Period Begin Period End Job Title Manager

CIVIL ENGINEER-
100115497 - WI Performance Review Canceled 04/01/2022 03/31/2023 TRANSPR -

You have chosen to delete the performance documents listed
To confirm this delete, select the Save button

‘ Return to Previous Page

Transfer Document
View Documents

&1 Approve Documents

Page 7 of 16



5. A confirmation will appear to tell you the document was successfully deleted, click OK.

Worldorce Administrator

.4 Performance Documents A
Reopen Document Save Confirmation
Cancel Document V The Save was successful.

Delete Document

Transfer Document
View Documents

F] Approve Documents

Transferring a Document

1. To transfer a document, you will use the above instructions to navigate to the Performance Administration
tile. There, you will click on Transfer Document on the left side of the screen.

Workforce Administrator ePerformance Administration

New Window Help | H
& Performance Documents ~
- Transfer Document

Reopen Document To transfer a performance document, select the checkbox for the Employee and then select the Continue push button
Cancel Document ¥ Search for Documents
Delete Document First Name Last Name
Manager First Name Last Name

Transfer Document |

Document Type v Document Status ~
View Documents

Period Between .

[~ Approve Documents
l Search H [Clear

2. Use the search criteria to find the specific document you are looking for (employee first name, employee
last name, supervisor first name, supervisor last name, etc.). Note: You do not need to fill in all of the boxes,
just enough to find the document you are looking for. (In this example, the supevisors last name was put in
the search criteria.) Once you have put in your search criteria, click Search.

Workforce Administrator ePerformance Administration

9. G 5 - New Window Help | Perg|
'+ Performance Documen ~
- Transfer Document

Reopen Document To transfer a performance document, select the checkbox for the Employee and then select the Continue push button.
Cancel Document ¥ Search for Documents
Delete Document First Name Last Name
Manager First Name Last Name -

Transfer Document

Document Type ~ Document Status ~
View Documents

Period Between .

= Approve Documents f 1
Il Search II Clear
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3. Then you will be brought to a document(s) that met your search criteria. Check the box next to the
document(s) you want to transfer, and then click Continue. (In this example, multiple documents are being
selected to transfer.)

Workforce Administrator

. New Window Help | Personalize Page
& Perfermance Documents
N Transfer Document

Reopen Document To transfer a performance document, select the checkbox for the Employee and then select the Continue push button.

Cancel Document ~ Search for Documents

Delete Document First Name Last Name

Manager First Name Last Name ELKIN
Transfer Document
Document Type A Document Status v
View D 1t
few Documents Period Between _
E-1 Approve Documents
Search ] [ Clear

Performance Documents

EIEY
E)MPIDV“ Name Document Type Document Status Period Begin Period End Job Title Manage
10000573 [N V' Perormance Review Evaluation in Progress 04101/2022 oaatzozs | G ENGINEER-TRANSPR-
1ooozs7a1 AU i Performance Review Evaluation in Progress 04101/2022 ozaozy  SHIHENGINEER-TRANSPR-
1oo0046o7 [ i Performance Review Evaluation in Progress 04/01/2022 o3a0zs  [RANSPORTATION
Select Al Deselect All

Continue I

4. You will be brought to a page to confirm the transfer. Here, you need to select which manager to transfer
the document(s) to. Click on the Select a Manager link.

Worklorce Administrator ePerformance Administration

New Window Help | Personalize Pagd]
.+ Performance Documents ~
- Transfer Document

Reopen Document Confirm Transfer

Cancel Document Performance Documents

(=) Q] Bof3 v
Delete Document —

E,mplnyee Name Document Type Document Status Period Begin Period End Job Title Manager
Transfer Document

100006573 _ WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023 CIVIL ENGINEER-TRANSPR-
View Documents ADV

_ 100025741 WI Performance Review Evaluation in Progress 04/01/2022 03312023  CIVIL ENGINEER-TRANSPR-
Approve Documents ADV
TRANSPORTATION
100004697 _ WI Performance Review Evaluation in Progress 04/01/2022 owst2o23 SRR IR

‘You have chosen to transfer the document indicated to another manager.
Select the receiving manager by using the "Select a Manager" hyperlink, then select the Save button to complete the transfer.

New Manager ID:

Selecta M

Return to Previous Page

5. A pop up will appear for you to search for the manager you wish to transfer the document(s) to. Put that
managers name in the appropriate fields and then click Search.

Page 9 of 16



Person Search

Select a Manager

Search Criteria and Results
» Instructions

Search Criteria

Namo [N
Last Name [_

Second Last Name |

First Name |

ACName |

Return to Previous Page

6. The Search Results will populate under the Select a Manager search box. Click on the bubble next to the
correct managers name and click OK.

Person Search

Last Name

Second Last Name ‘

First Name ‘

ACName

Search Results

o |

Return to Previous Page

7. You will then be taken back to the performance documents screen. There, you will see the name of the
manager that the documents are being transferred to next to the New Manager ID towards the bottom of the
page. If this is correct, click Save.
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Workforce Administrator

ePerformance

ministration

s Performance Documents

Performance Documents

Reopen Document ‘E‘ ‘E‘

Cancel Document E)mployee Name Document Type Document Status Period Begin Period End

Delete Document 100115497 - WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023

Transfer Document 100006573 RN WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023

View Documents 100025741 | WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023
[~ Approve Documents 100004697 [N WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023

You have chosen to transfer the document indicated to another manager.
Select the receiving manager by using the "Select a Manager" hyperlink, then select the Save button to complete the transfer.

New Manager ID: m

erect a tvrar r

Save Return to Previous Page

8. A confirmation will appear to tell you the document(s) was successfully transferred, click OK.

Pel

Workforce Administrator

& Performance Documents A
Transfer Document

Reopen Document Save Confirmation

Cancel Document “ The Save was successful.

Delete Document [
‘ Ok )

Transfer Document

View Documents

F Approve Documents

Viewing a Document
1. To view a document, you will use the above instructions to navigate to the Performance Administration tile.
There, you will click on View Document on the left side of the screen.

Performance Administration

.8 Perf D ts New Window | Help | H
& Performance Documen
N Transfer Document

Reopen Document To transfer a performance document, select the checkbox for the Employee and then select the Continue push button

Cancel Document ¥ Search for Documents

First N Last N:
Delete Document rst Hame astiame
Manager First Name Last Name
Transfer Document
Document Type v Document Status v
View Documents
| Period Between _
[~ Approve Documents
i Search l [ [Clear
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2. A new tab/internet window will open at the very top of your page. It will be the View Performance
Documents page.

R A A AR RRRBRBRRBRBRERREBS=NSSBBSSBEEECiSESiEEEEEEEEEEESSEBEESSIEEBBEESDEGEBDL—.
View Performance Documents

View Performance Documents

~ Search for Documents

First Name Last Name
Manager First Name Last Name
Document Type A Document Status hd
Period Between _
Search ] I Clear

3. Use the search criteria to find the specific document you are looking for (employee first name, employee
last name, supervisor first name, supervisor last name, etc.). Note: You do not need to fill in all of the boxes,
just enough to find the document you are looking for. (In this example, the supevisors last name was put in
the search criteria.) Once you have put in your search criteria, click Search.

View Performance Documents

View Performance Documents

¥ Search for Documents

First Name Last Name
Manager First Name Last Name -
Document Type A Document Status v
Period Between R
| Search | I Clear ]

4. Then you will be brought to a document(s) that met your search criteria. Click on the employee’s name for
document you want to view. Note: If there is more than one document for a specific employee, use the period
begin/period end date to differentiate between evaluations.
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View Performance Documents
within that criteria will be listed

~ Search for Documents
First Name
Manager First Name

Document Type

New Window

Use the Search capabilities to find a specific document or documents to view. After searching, all the documents for which you have access

Last Name

Last Name -

Document Status

Help | Personalize P

Period Between

[__Search

Clear

|

Performance Documents

LIEY

ﬁ)mplcyee Name Document Type Document Status Period Begin Period End Job Title Next Due Date Manager
100006573 E WI Performance Review Evaluation in Progress 04/01/2022 03/31/2023 E'V'L ENGINEER-TRANSPR- 03/31/2023 | ]
1ooezsrar T WI Performance Review Evaluation in Progress 0410112022 oanuzozs | G- ENGINEER-TRANSPR- 031312023 -
sooo0seer | I Wi Performance Review Evaluation in Progress 04/01/2022 oanizozs | (RANSFORTATON 03/31/2023 ]

5. You will then be taken to that specific evaluation document to view. Note: This is view only access, you
cannot change the content of the goals or evaluation. To give feedback on goals or an evaluation, use the
export button in the upper right-hand corner to export the document. Save the exported .rtf file as a Word
document, make your changes/suggestions in track changes and then email that to the supervisor.

Document Selection

.
Performance Process N H &

Performance Process | # ‘ «

—— .| WIPerformance Review
Steps and Tasks ‘ [s3 H H

— | Manager Evaluation - View @pPrint | EINotify | ) Export
WI Performance Review
04/01/2022 " 02/31/2022 Overview Job Title  CIVIL ENGINEER-TRANSPR-ADV Manager

Document Type W Performance Review Period  04/01/2022 ~

Document ID 968

03/31/2023
*' ® Goal Setting

Due Date 03312023 Template

DOT - Performance Review

—
=
4

Status  Evaluation in Progress Due Date  03/31/2023
*' O Review Manager Evaluation
Due Date 031312023

Enter ratings and comments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button

@® Cancel Evaluation | [ Change Due Date
Review Type WI Core Competencies

~ Section Header

Individual Goals Training/Development Overall Summary

« Expand | (v Collapse
¥ Performance Review Type
Description - Please enter the Performance Review Type
Manager Rating

ceassy Template 04/06/2022 8:16AM

Approving a Document

1. To approve a document, you will use the above instructions to navigate to the Performance Administration
tile. There, you will click on Approve Document on the left side of the screen.
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Workforce Administrator ePerformance Administration

New Window | Help | H
.+ Performance Documents
- Reopen Document

Reopen Document To change a performance document's status back to "Evaluation"”, select the checkbox next to the Employee’s Name and then select the
Continue push button

Cancel Document
i ¥:Search for Documents

Delete Document First Name Last Name
Transfer Document Manager First Name  KIM Last Name
v v
View Documents Document Type Document Status
Period Between :
[~ Approve Documents |
l Search ] [ Clear ]

2. You will be taken to a page that has any outstanding HR Approvals (performance evaluations that have an
overall score of unsatisfactory performance). Click on the employee’s name (it is hyperlinked in blue) to be
taken to the document to review.

Workforce Administrator ePerformance Administration

= New Window | Help | Personalize Page
& Performance Documents v

Select Transaction to Approve

7| Approve Documents
i App The following hyperlinks indicate employees which require your participation in an approval process. Select on

a hyperlink to see details about what needs to be approved for each employee

ilter Criteria

Performance Document

®|a

Name Begin Date End Date Document Status  Approval Status Submitted By Document Type

El 04/01/2022  05/31/2022  Approval Submitted - ‘é‘” Performance
eview

3. You will be taken to the Approve Document Screen. To view the performance evaluation document, click on
the Performance Document Details link.

erformance Administration Approve Document

Approve Document
Approve or deny the proposed information for the employee listed here. You may also

enter optional comments about each approval choice. When you are finished, select
the Approve or Deny button on the page

_ Empl ID_

Performance Document

Doc Type WI Performance Review

Autnor I

Period Begin Date 04/01/2022 Period End Date 05/31/2022

Rating 1 - Unsatisfactory Performance

I Performance Document Details I

Evaluation Approval Chain

Review Employee:Pending

Evaluation Approval Chain

App Pending
Multiple Approvers
“ ePerformance Approving Mgr G Agency ePerformance HR
04/12/22 -7:33 PM
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4. This will open a pop-up window. Here, you can use the tabs (Review Type, WI Core Competencies,
Individual Goals, Training/Development and Overall Summary) to view the content of the performance
evaluation.

nce Administration Approve Document
Performance Review

ICUMe
he prop
Wmet;“?“ Wi-Performance-Review
ny bu . .
o Manager Evaluation - Pending Approval {9 Notify | ] Export
Docunt Job Title DMV CUSTOMER SERVICE REP ADV Manager _
J Document Type WI Performance Review Period 04/01/2022 = 05/31/2022
) Template DOT - Performance Review Document ID 1179
J Status Approval - Submitted Due Date 05/31/2022
eriod B
[, View Graphical Rating
Ap Review Type WI Core Competencies Individual Goals Training/Development Overall Summary
Pvie Section Header
Appro ~ Expand | » Collapse
ed . -
, Leah Parfarmaneca Raview Tuna
‘erform:
112122

5. To approve the document, close the pop-up window and click Approve or Deny in the lower left-hand side
of the page. Note: Do NOT put anything into the comment box. The comment(s) written in this box do not go
anywhere. If you have feedback, it must be done outside of the system.

ePerformance Administration Approve Document

Doc Type WI Performance Review

Autior I

Period Begin Date 04/01/2022 Period End Date 05/31/2022

Rating 1 - Unsatisfactory Performance

Performance Document Details:

Evaluation Approval Chain

Review Employee:Pending

Evaluation Approval Chain
Approved Pending

F ) Multiple Approvers
V ePeriormance Approving Mgr ® Agency ePerformance HR
04/12/22 - 7:33 PM

Comment

ial

Approve Deny
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6. A pop- up will appear to show the Approval/Denial was successful. Click Close.

ePerformance Administration

Approve Document

Save Confirmation

“ The Save was successful.

Note: If you need to give detailed edits/feedback, you will need to export the document using the export link
in the upper right-hand side of the page.

nce Administration Approve Document
Performance Review
lcumMé

he prop
pments| I Performance Review

ny butt . . .
on Manager Evaluation - Pending Approval i = Notity ‘
bocunl Job Title DMV CUSTOMER SERVICE REP ADV manager ([
J Document Type WI Performance Review Period 04/01/2022 = 05/31/2022
y Template DOT - Performance Review DocumentID 1179
J Status Approval - Submitted Due Date 05/31/2022
eriod B

[, View Graphical Rating

APJ Review Type WI Core Competencies Individual Goals Training/Development Qverall Summary

Pvie Section Header

Approv ~ Expand | » Collapse

ed i
x, Leah Parfarmancea Raview Tina

‘erform:

/12122 -8

It will download as an .rtf file in the lower left side of your page. Open the document and save as a Word
document. Then, you can use the Track Changes function to add comments and make edits. You can then
email that document to the supervisor who submitted it. Once they make the changes, they will need to start
the approval process over again.
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