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Manager Override Process

If an employee is unable to acknowledge that the performance review discussion was held in
ePerformance, the manager will need to override this function so that he can “complete” the
document in ePerformance. The steps below will walk you through the override steps.

Step 1: Log in to Employee Self Service using the Route 88 URL. https://route88.state.ga.us
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Logging in on this screen will take you directly to the Main Menu screen for PeopleSoft HCM.
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https://route88.state.ga.us/

Step 2: Click on “Manager Self Service”

ORACLE

Personalize Content | Layout

Help
Menu & S| News and Announcements
Search:
|— ® HCM Portal Issues
| |] My Eavoriea HCM Partal is not working for some employees_ If you are having login, pdf print, submit/save,
D’ gmznfgi‘:';:me S . or screen view issues - please use the following URLS instead of logging in through the HCM
k

> Agency Securtty RV <« PO TS O worl
> Benefits Current Status: SAO is warking with IBM, Qracle and AT&T vendors to understand what is
> Time and Labor causing the issues/errors with this HCM Paortal page and resolve the issues; such that all users
(> Payroll for North America may use the portal as was the case prior to the HCM Upgrade. This status will be updated the
(> Workforce Development first business day of every manth until these issues are resolved. We apologize for any
[ Organizational Development incanvenience and appreciate your support.
> Set Up HRMS
Ea‘;&?;'se FEnpETEE As always, users should call the HCM Customer Service Center (CSC) with any assistant
[ Reporting Tools needs:
[ PeopleTools
— Change My Password 404-657-3956
- Wy Personalizations 888-806-7771
- My System Profile HCM@sa0.qa.gov
- uy Dictionary HCN@s30.99.000

Manager Leave Summary -]

There is no information available for

display at this fime

Employee Leave Summary =

Details
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Step 3: Click on “Performance Management”

| Add to Faveri | Sign out

g Manager Self Service
[ My Favorites
- Self Servi

EHilanager Self Service

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

Review Transactions ime Management Job and Personal Information

I Time Management Review transactions that you have submitied anage schedules, view and approve Manage job and personal information for your
1> Job and Personal reported and payable time, absence and employees.
Information overtime requests, exceptions, and more. =l View Employee Personal Info
I Learning and Development [ Manage Schedules.
I> Performance Management 1 Approve Time and Exceptions
[> Career Planning 1 Report Time
1> Succession Planning et
 Review Iransadlions #il1 | earning and Development erformance Management ﬁc;ﬂeer Planning
> Agency Security Reset @ /Add and review information related to learniny lan, evaluate and manage performanggand Manage Career Planning Self Service
> Workforce Administration and development for employees. gevelopment for your workforga =] Manage Career Plans
- Benefits = Iiaining and Development Home i e — =] Career Progression Chart
[ Time and Labor = Training Summary L1 Performance Documents
(- Payroll for North America = Request Training Enroliment = Approve Documents
I Workforce Development 10 More.. 4 More...
- Organizational Development
I Set Up HRMS ﬁ'r. uccession Planning
[ ise C R ge employ Plans.
I Worklist = Succession 360
> Reporting Tools = Manage Succession Plans

[ PeopleTaols

|- Change My Password
|- My Personalizations
- My System Profile

- My Dictionary

[ 7 T Goouble dickto change security settings] - /)
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Step 4: Click on “Performance Documents”

> My Favorites

- Self Service

EdMan: S

I> Time Wanagement

[- Job and Personal
Information

[+ Leaming and Development

[+ Performance Management

I Career Flanning

1> Succassion Planning

Mass Approval

=) View Approval Status .
e = vewno approval status of documents that =
- Agency Security Reset e
> Workforce Administration
I Benefits
[ Time and Labor =

= Change Document Due Date
Change the due date of a performance
document.

> Payroll for North America
[ Workforce Development
[ Organizational Development
[ Set Up HRMS

> Enterprise Components
- Worklist

- Reporting Tools

> PeopleTools

|- Change My Password

|- My Personalizations

|- My System Profile

|- My Dictionary

Workist

Add to Favo

Performance Documents E Approve Documents

documents for your workfort
= Create Documents

= Current Documents

= Historical Documents

= View-Only Documents

Manager Review Rating Report
Manager Review Rating Report

that is in your approval queue.

= Maintain Performance Hotes
Enter notes regarding an employee's
performancs.

Sign out

Approve or deny a performance document

http: /jroutesad. state, ga.us: SS000/psphr 31dew/EMPLOYEE/HRMS/c/ROLE_MANAGER ECAW_UISER_MON.GBLPFORTALPARAM FT| | | | | |
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=

Step 5: Click on “Current Documents”

® ﬁ Performance Documents

[ My Favorites

b Self Service Create, update, and view performance documents for you
&dian If Service]

=] Create Documents
Create performance documents for your
direct reports.

[ Time Management
I> Job and Personal
Information
I> Learning and Development
I Performance Management Vien
I Career Planning EE
I Succession Planning
— Review Transactions
- Agency Security Reset
[ Workforce Administration
- Benefits
- Time and Labor
- Payroll for North America
> Workforce Development
- Organizational Development
[ Set Up HRMS
[ Enterprise Components
[ Worklist
> Reporting Tools
- PeopleTaols
|- Change My Password
|- My Personalizations
|- My System Profile
|- My Dictionary

nly Documents
View performance documents for direct and
indirect reports.

|  Add to Fau

Historical Documents
iew your employees’ completed
performance documents.

Current Documents
Update or view your employes

Hertomance =]

Sign out

http://routeBad. state ga.us:S5000ipspihrd 1 des/EMPLOVEEHRMS/c/ROLE_MANAGER.EF_CREATE_MY_PRF.GBL?PORTALPARAM | ‘ |

[ [@ tntemet

DOAS Human Resources Administration

12/2012



Step 6: Click on Annual Performance Review for the employee that you need to override.

Current Performance Documents
Listed below are e cutrent perisimands dsoumants for which you “n!“ﬂw
Perfosmmance Documents . | | .
Emgloyes e — BoginDute EndDate  [leb Tite
4606
fnaal Palornance Redis Q72012 0BINR01S o el TRE In Progress 4608
Sooul Pettermance Revew 07012010 06Ana11 o PR In Progoess 4608
Anewal Petoemance Resdews  OTA12010 OBBOROT gmm' In Progress 4608
AtvualPetomance Redw OVDIRO2 0BR0RO3 S rSTR nprogress 4808
Avvuial Putarmance Redim 07012070 06302011 LM RS In Progress 4608
Seleci Ml Dustlecty) Commeus
. = I |
[ T B ]

Step 7: Click “Acknowledge” to enter the evaluation for the employee.

@ Current Performance Documents

Mew Wingow | Help | Customize Face | 3

Document Details

, PS: Hum Res Specialist (WL}
Annual Performance Review: 07012012 - 063002013

Hislotgal Documents
- Vigs-Ordy Documents
— Masa Aooroal

— Aoy DSaments
if Achen

QUONZ0II  View

Hetia Reviaw Se Evaluason ¥ Complated

¢ Ruagyts

QTR0 View

Completi Manage! Evalusiion

Job Titko: PS: Hum Res Speciaist (WL}
OTRAR0Z - DABMGE13

Hext Action

Ralg
Rekromieda 7m0 m( Anpwiedon )
[ Sucoession Planning
- Rewew Transactions —

—

e e Riehum12 Sesect Documents

[ Bavacerpkizubmitiction st dorumsent vand) £P EDAT_ESTT: I

[ T S T
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Step 8: Click “Acknowledge Review”

Haw Wingow | Help | Customize Page | D =

Performance Document - Annual Performance Review

Manager Evaluation

............... P3: Hur Res Specialsl (WL}

Annual Perdformance Review. 07/01/2012 - 082302013

Author: Roke: Manager

Status: Ready 1o Acknowsege Due Date:  OT212013

Approvak  Approved

The sialus of ihis evaluation s Revew Held in Bis sialus, you may enler comments. in the
Msnager Comments section, ¥ applicatie

Al any lime you can s-ave any enlries you make on e evaluation using Pie Save for Laler bufion. §
¥Ou Feed 15 SEENoWB0GE e evallation of the empleyee, selec Me ASknowhedge buBon and

Select 4 feasen whi you i i evaluation for g
Acmowiecge Revee] & B Beam 1o Docament Datsl
Emand &5 Goliapse &) Expand Sections
Section 1 - Ind ore C
Emang Colsone

¥ Customer Service

¥ Teamyrolk and Cooperation
¥ Judgement and Decisson Making

Averoge Rating: _Excoptional Performer 500 El

Step 9: If you are using the function because the employee doesn’t have ePerformance
access to “Acknowledge” that his review was held, select “Manager Override.” If the

employee has ePerformance access, but has refused to sign his evaluation, select “Employee
Refused.” Then, click OK.

| Workist | AddtoFavortes | Sign out

| Search- New Window | Help | Customize Page | &

b My Favorites Performance Document - Annual Performance Review
o Seff Service Acknowledge Evaluation for Employee

> Manager Self Senice

I> Time Management You have chosen to acknowledge the performance evaluation for the employee

©> Job and Personal
Information

I Learning and Development

<F

= Performance Documents

This function is normally performed by the employee to acknowledge that the performance
discussion has occurred. Managers should only perform this function if the employee is unable to
that the performance review discussion was held or if they are unwilling to do so. In
these cases, the manager would need to acknowledge the document sa that it can be “completed”
ite Documents in ePerformance.
— Historical Documents
— View-Only Documents
— Mass Approval
— Approve Documents
— View Approval Stat
— Manager Review Agfin
Repor
— Maintain Performance
Notes To confirm that you would like to the performan select the OK button.
— Change Document Due
Date
I> Career Planning
I Succession Planning oK
— Review Transaction:
[ Agency Security Reset
[ Worldorce Administration
- Benefits
> Time and Labor
> Payroll for North America
- Workforce Development
> Organizational Development
[ Set Up HRMS
(- Enterprise Components
- Worklist
[ Reparting Tools
> PaopleTaols
|- Change My Passward
|- My Personalizations
- My System Profile
|- My Dictionary

Selecting the OK button serves as your electronic signature. The date, time, and your "signature” will
be captt formance evaluation.

& Manager Override

A

' Employee Refused

Cancel

Done [ [ [@ nernet EYCIR, |
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Step 10: The “Complete” button should now be displayed for the impacted employee.

Click on the “Complete” button and proceed with steps to finalize the performance

evaluation.

Hiew Window | Heln | Customize Page | B
Current Performance Documents

Document Details

. PE: Hum Res Specialist (WL)
Annual Perdormance Review: 0T/01/2012 - 06302013

[Emplivyee: oty Tithiez PS5 Hum Res Specialist (WL)
Document Type: Anrwal Perfermance Revew  Period: OTRIR2012-  0AO0R2013
Template: Ancual Pedormance Redew  Document it 422094

Manager: Status:

Documant Progress

e ate
Estatish Evaluation Criliria  Completed 01012013 View
Feiniiw St Evaluadon v Completed  0TAU2013  \iw
Manager v 0731R013 ¢ Comeisty
tum it Liis aid
| I N O~ T T

Note: The Finalizing the Performance Evaluation — Manager Job Aid provides step-by-step

instructions to walk you through the process of completing the performance evaluation after the
Manager Override function has been completed.
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