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Finalizing the Performance Evaluation (Electronic Signatures)

PeopleSoft 9.1 provides an audit history at the end of the evaluation process which serves at the
electronic signature for the employee and the manager. The audit history will display the
following information: created by, last modified by, acknowledge by and completed by along
with the date and time stamp.

After all approvals have been received, you are ready to complete the evaluation process.

Step 1: The employee will receive an email notification to log into PeopleSoft to access
their individual performance document through Self-Service to view and/or make
comments.

You as the manager will also receive an email notification that the form has been approved
and that you should move forward with scheduling the performance discussion with the
employee (see below).
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Step 2: You should now schedule the performance evaluation discussion with the employee
to discuss the evaluation and ratings.

Step 3: After the performance evaluation discussion, the employee needs to acknowledge
the document in ePerformance.
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Note: If the employee is unwilling to acknowledge the document, refer to the Manager Override
Process - Manager Job Aid.

Note: 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: Janet Doe

Subject: Jane Doe has acknowledged the Annual Performance Review form.

This automatic notification is to alert you that Jane Doe 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.)

Step 4: The manager will now log into the Route 88 URL https://route88.state.ga.us to
“complete” or finalize the performance document.

Logging in on this screen will take you directly to the Main Menu screen for PeopleSoft HCM.
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https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST
https://route88.state.ga.us/

Step 5: Click on Manager
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Step 6: Click Performance Management

> My Favorites
- Self Service

I> Time Management
[ Job and Personal
Information

o Manager Self Service
Navigate to self service information and activities for people reporting to you
Time Management
, view and approve
reported and payable time, absence and
overtime requests, exceptions, and more.
[ Manage Schedules

w Review Transactions
Review that you

> Performance Management
5L

L1 Aporove Time and Exceptions
1 Report Time

I> Succession Planning
— Review Transactions

[ Workforce Administration

(> Time and Labor

[ Global Payroll & Absence

(- Workforce Development
id o]

ﬁﬁ,rl' Leaming and Development

2 Hore

Performance Management

Plan, evaluate and manage performance and
development for your workforce.

[ Performance Documents

1
Add and review information related to learning ﬁ
and development for employees.

=] Training and Development Home

=l Training Summary
=] Request Training Enrolment

[ Set Up HRMS

[ Enterprise Components
[ Worklist

[ Reporting Tools

[~ Change My Password
(~ My Personalizations

I~ My System Profile

(— My Dictionary

*

10 More.

£ Succession Planni

“_,| | Wanage employee Succession Flans
=] Succession 36
¥l Manage Succession Plans

= Mass Approvals
= Approve Documents.
6 hore.

| Ssign out

Job and Personal Information

Manage job and personal information for your
employees.

=l View Employee Personal Info

ﬁ] Career Planning

Manage Career Planning Self Service
=l Manage Career Plans
=] Career Progression Chart

OVEE[HRMS/c/ROLE_MANAGER HCM_APPR_STATUS.GELZPORTALPARAM F| [ [ |

J*I@;mn% - 4

DOAS Human Resources Administration —12/2012



Step 7: Click on Performance Documents

‘Search:
> My Favorites

[ Self Service PIan, evaluate and manage performance.
<-@ rformance Documents
P Time
[ Job and Personal
Information
[ Learning and Ds
I> Performance Management
[ Career Planning
I Succession Planning
— Review Transactions
[ Workforce Administration
(> Time and Labor
[ Global Payroll & Absence
Mgmt
(- Workforce Development
[ Organizational Development
[ Set Up HRMS
[ Enterprise Components
- Worklist
[ Reporting Tools
[~ Change My Password
(~ My Personalizations
I~ My System Profile
(— My Dictionary

documents for your workforee.
] Create Documents

] Current Documents

= Historical Documents

=l View-Only Documents

= View Approval Status

you own.

= Manager Review Rating Report
Manager Review Rating Report

View the approval status of documents that

&pment for your workforce:

= Mass Approvals
Manager Mass Approvals

= Approver Doc Status Report
Approver Doc Status Report

= Maintain Performance Notes
Enter notes regarding an employee's
performance.

|  Addte Faveri | Ssign out

Approve Documents
Approve or deny a performance document
that is in your approval queue:

=l Approver Review Rating Report
Approver Review Rating Report

=l Change Document Due Date
Change the due date of a performance
document
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Step 8: Click on Current Documents

® ﬁ Performance Documents

(- My Favorites

(> Self Service

F
[ Time Management
I> Job and Personal

Information

I> Learning and Development
[ Performance Management View-Only Documents
I Career Planning =
I Succession Planning
- Review Transactions

(- Workforce Administration

[ Time and Labor

(- Global Payroll & Absence
Mgmt

[ Workforce Development

[ Organizational Development

(- Set Up HRMS

[ Enterprise Components

(- Worklist

[- Reporting Tools

(~ Change My Password

I~ My Personalizations

(— My System Profile

[ My Dictionary

E Create Documents
reate performance documents for your
direct reports.

indirect reports.

View performance documents for direct and

Create, update, and view performance documents for

Current Documents
Update or view your employess’

Sign out

=T Viiew your empioyees' completed
performance documents.
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Step 9: Click on the appropriate employee’s document.

ORACLE’
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Listed below are he curent performance documents for which you are the Manager.
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5 InProgress an037
FS: Hum Res Specialist
=) In Progress 260637
T Fues Spacalsl iy progress 50637
P sha Frea Specaliet 1y prorass 460837
mthnmwmp 460837
Aonud Pedormance Rsiew 07012010 DAAOR011 n’.’"“m’s""ﬂ“mmwm 260627
4l | _ri_l
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Note: All of the manager’s direct reports documents should be listed.

Step 10: Access the document to click “Complete.”

® Current Performance Documents

' Sex Sendce Document Details
- Manager Self Serdce )
Time Wanagement PS: Hum Res Specialist (WL)
ll:mmmm Annual Performance Review: 070172013 - 067302014
Infarm.atica
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Step 11: Click “Complete.”

Blaw Window |
Performance Document - Annual Performance Review

Manager Evaluation

Annual Performance Rewview. 07/01/2013 - D8/3072014

Aulhon Rl Manager
Statis Asmowbedged DueDate: 07212014
Approvat  Approved
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Step 12: Confirm Compl

Search:
®

(- My Favorites
(> Self Service
= Manager Self Service
I> Time Management
©> Job and Personal
Information
I Leaming and Development
< Performance Management
= Performance Documents
— Create Documents

— Historical Documents

— Mass Approval
— Approve Documents

- Current Documents

ete “Click Complete.”

Home Workist | Addto Favortes |

Sign out

New Window | Help | Customize Page | &

Performance Document - Annual Performance Review
Complete Evaluation

You have almost finalized your evaluation.

To confirm that you would like to mark the evaluation as completed, select the Complete bution. Do
not complete this evaluation until you have finalized each section.

Selecting the Complete butlen serves as your electronic signature. The date, time, and your
“signature” will be captured on the performance evaluation.

Complete I ' Cancel

- View-Only Dncuments(

— View Approval Status
— Manager Review Rating
Report
— Maintain Performance
Notes
— Change Document Due
Date
I Career Planning
I> Succession Planning
— Review Transactions
(- Agency Security Reset
(- Workdorce Administration
(- Benefits
[ Time and Labor
> Payroll for North America
(- Worldorce Development
(> Organizational Development
[ Set Up HRMS
(- Enterprise Components
[ Workdist
[ Reporting Tools
[- PeopleTools
(— Change My Password
I~ My Personalizations
(— My System Profile
[~ My Dictionary

Done
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DOAS Human Resources Administration —12/2012



Note: You will receive a message stating, “To confirm that you would like to mark the
evaluation as completed, select the Complete button.” **Do not complete this evaluation until
you have finalized each section.**

Step 13: Click “Ok.”

Search: New Window | Help | Customize Page | &

®

Performance Document - Annual Performance Review
> My Favorites

[ Self Service Complete Evaluation Confirmation
> Manager Self Senvice
> Time . )
I Job and Personal The performance evaluation is finalized and marked as "Complete™.
Information

> Leaming and Development

= Performance Management
= Documents .
- Create Documents

— Historical Documents
— Wiew-Only Documents
— Mass Approval
— Approve Documents
— View Approval Status
— Manager Review Rating
Report
— Maintain Performance
Notes
— Change Document Dug
Date
I Career Planning
I> Succession Planning
- Review Transactions
[+ Agency Securily Reset
(> Workforce Administration
[ Benefits
(> Time and Labor
[+ Payroll for North America
(- Workforce Development
[ Organizational Development
(- Set Up HRMS
[ Enterprise Components
- Warklist
[- Reporting Tools
[ PeopleTaols
|- Change My Password
(— My Personalizations
I~ My Systern Profile
(— My Dictionary
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Step 14: The document will now show that it is in a “Complete” status.
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C S enics Document Details
oy it PS: Hum Res Specialist (WL)
© Job and Persanal Annual Performance Review: 0710172013 - 06302014

[ Yo hawe

Periormance Document Dotas

Employee: o Tithes PS5 Hum Res Spedalist (WL)
Document Type: Aneuial Pefermance Redew  Period: 07012013 - DE002014
Template: Ancual Performance Revew  Docurment Ik AZ2IST

Stahas; Completed
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Reviow Seff Evaluation O Mot Stated OTER014
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Note: This completes the evaluation process and moves the evaluation from current documents

to historical documents.
Note: The Audit History (e-Signature) will reflect the actions for the employee/manager.

Section & - Cwerall Summary
Average Rating:  5-Excepbional Performer
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[ Werkdonce Development Last Modified By: 02302011 1144 50AM
t Acknraedged By DEO0R011 11373440
[ Wiorids Compioted By 08302011 1144 58AM
| Reporting Tools.
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The following fields will be populated: created by, last modified by, acknowledged by, and
completed by. ePerformance will also display the audit history in the signature section of the
Printable Evaluation and will serve as the electronic signatures for the document.
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