REVIEWING MANAGER HIERARCHY REVIEW OF PERFORMANCE DOCUMENTS

Reviewing Managers or other leaders in an agency can view the performance document of employees down
through their hierarchy using the View Only Documents function.

Step 1: Reviewing Managers should go to Manager Self Service >> Performance Management >> View Only
Document.

Step 2: Once at this screen, Reviewing Managers should select the effective date for determining their direct
reports and click on Continue.
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View documents for one of your employees.

Create Documents Follow this 3-step process to view documents for one of your employees:
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1. Enter the date used to find the employees that report to you. You will be able to view documents
for only those employees that report to you as of this date.

2. Select the employee you would like to view documents for.

3. Select the document type hyperlink for the document you would like to view details for.
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Step 3: The list of the Reviewing Manager’s direct reports will display. To view people farther down in the
hierarchy, the Reviewing Manager would click on the hierarchy icon next to the appropriate direct report.
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Step 4: The list of that manager’s direct reports will display. To view people farther down in the hierarchy,
the Reviewing Manager would again click on the hierarchy icon next to the appropriate direct report.

Search:
® View-Only Documents
b My Favorites Select the employee 1o view documents for.
| Self Senice
t= Manager Self Senice
T anagement
i+ Job and Personal
nfo Select the employee you would like 1o view documents for
I Compensation and Stock
1 Leaming and Development |  ONce you have finished select Continue 1o enter the document details.
= Performance Management

o Retym to Previous Page

Reports To: = ASOL 02052013
Continug
Select Employee [ Fod | & rest B g3 ora B s
S . . - il s
| Mame Empl ID iHI‘I Status | Department .
~ Empty Position MG1: Business HRA-
(00092332) Operations Enterprise HR
> Agency Security =
[ Workforce Administration o :G””R HRA -
© Time and Labor pch i Enlerprise HR ol
| Workdorce Development Manager
b g:gaz::o;sal Development MG1HR HRA
b (ad Active Program = @
> Enterprise Components u,r?;ge, Enterprise HR
& Worklist
[ Reporting Tools
[ PeopleTools
- Change My Password Continue
- My Personalizations

Step 5: The list of that manager’s direct reports will display. The Reviewing Manager can continue to drill
down through the hierarchy as needed. When the Reviewing Manager sees the name of the performance
document he wants to review, he should click next to that person’s name and click continue.

Search: =
) View-Only Documents
b My Favorites Select the employee 10 view documents for.
i+ Self Senice
[~ Manager Self Senice

oo | [

s
ke ang Kol Select the employee you would like 1o view documents for.

Information
I Compensation and Stock
I Leaming and Development | Once you have finished select Continue to enfer the document details.
= Performance Management
= Performance Documents | Befuin o Previous Pag
Create D 5 Select Employees

& ASOF 02052013

Reged
- Maintain Perdformance

hotes
- Review Transacions
0 Agency Security
1 Workforce Administration
& Time and Labor
0

PS:Hum Res

Spedialist (AL) HRA - Enterprise HR.

PS:Hum Res HR
X (EL) HRA - HF

0
| Set Up HRMS

l: ﬁ‘;\befmtse Components Continue

[ Reporting Tools

DOAS Department of Administrative Services 2 2/2013



Step 6: The list of all performance documents for that employee will display. The Reviewing Manager can
click on the document of the cycle he wants to review.

Note: Document may be viewed only. It may not be modified.
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