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Guide Usage and Disclosures

Guide Information

This guide is designed based on the Oracle Cloud HCM delivered setups; some fields
may differ from your instance configurations. For example, some fields may be
required in this guide that are not required in your instance. Additionally, some of
the training topics discussed in this guide may not apply to your organization, but we
know you'll find it helpful. If you would like a custom guide for your organization,
please contact our Training Team at learn@camptratech.com.

How To Use This Guide
This guide is intended to assist Admin users with their day-to-day tasks in Oracle
Cloud. A few notes before you begin:

¢ Any fields with an asterisk are required fields.

< Based on your configurations, approval workflows may in place for the
training topics below; those tasks would need to be approved before the
additions or updates are visible in your instance.

¢ You may have specific flexfields in your instance that require inputs; this
guide is a generic tool and will not include those specific flexfields. You
will see those fields as a context segment or not visible at all in our Oracle
instance.
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Overall Process Flow

Before we begin with the training content, It’s important to understand the overall
process flow of information in Oracle Cloud for the Performance Management module.
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Glossary of Terms

Here we've included common terms associated to the Performance Management module.
Please review the terms below to familiarize yourself with the Oracle Cloud terms used
throughout this guide.

Performance Document

¢ A document that contains information and allows a supervisor to perform an
employee-related evaluation for a chosen time period

Notification

< Anotice sent to an employee of an organization containing information for action or
asan FYI

Goal Plans

< Avisual representation of the steps needed to accomplish an identified goal; a plan
to accomplish a goal

Participant Feedback

< Comments regarding an employee’s effort and performance from a manager or
colleague

Document Eligibility

< An employee will only be eligible for a performance document if they meet the
eligibility criteria for the performance document or the eligibility profile.

Review Periods

¢ A period of time in which an employee’s performance is evaluated, usually over the
course of 1 year, using a formal review process by their manager and/or colleagues

Questionnaires

¢ Survey questions designed to enable managers and supervisors to give actionable
feedback on specific aspects of employees' work, including areas for improvement,
additional training needs, areas of exceptional performance, and expectations of
future performance

Performance Document Types

< Document types are used to determine which performance document provide
interim rating later in performance documents or which goal plans that performance
goals added to performance documents are added to




Performance Roles

< We can create roles as required for the evaluation process for the organization.
Most organizations have participant roles such as peer or mentor, or participant
roles to facilitate a matrix management review. We can also have additional
manager roles used in performance templates where the default manager typeis not
the line manager, for example, the default manager can be an HR Manager

Eligibility Profiles

¢ Used to restrict availability of performance documents to a specific population
based on criteria set forth by the organization

Check-In

< A series of regular conversations between managers and employees about work,
progress, and goals throughout the year

Profile Rating Models

< Rating models are used to rate workers on their performance and level of
proficiency in the skills and qualities that are set up on the person profile

Talent Notifications

< We can configure the application to send notifications to different roles such as the
HR specialist, manager, and employee for various performance management tasks

Performance Templates

¢ We can configure the performance template to use interim evaluations; these
include interim ratings and comments in the later performance document. The
ratings, comments, or both (depending on configuration) from performance
documents associated with those document types appear in the document




Day to Day Operations Guide

Create Performance Documents

Navigation: Home>My Client Groups>Performance>Performance
Document>Create Document>Search Employee>Continue>Enter Document
Info>Submit>Eligibility Batch Process>Enter Basic Options>Submit>Monitor

Process

From the home screen, click My Client Groups

=ViSiON Q sesens

Good morning, HR Specialist (Curtis Feitty)!

Me  My®am |MyClientGroups) Tools My Reporting

QUICK ACTIONS. APPS Click My Client Groups

Next, click Performance

=ViSiON Q

Good morning, HR Specialist (Curtis Feitty)!
Me  MyTeam My Client Groups

QUICK ACTIONS Avps

Workforce Payrol
Structures

Click Performance

—



Click Performance Document

=ViSiON

< Performance

s L EE S
What do you want to do or manage?

Search for tasks o]

Administration

Performance Documeny

Participant Feedback

Click Performance Documents

Performance Document Eligibility

00006

Process Mass Actions for Performance Documents

Setup Maintenance
Review Periods
Questions

Questionnaire Templates

)00 O

Click Create Document

=ViSiON
< Performance Documents

Zin S AL

Search Performance Documents

| Find person from results O]  HideFiters | | ReviewPeriod 2023 Annual Cycle  Assignment Status | Active X

A=

[ Try searching to get results
‘© y gtog
Reset | & Select an employee, manager or department to start a search. Select a performance document tc

back.

and All - Collapse All

~ Review Period *

2023 Annual Cycle v]
~ Performance Document

~ Employee

Wanager

A Department

v Assignment Status

Enter the Filter Information

Click Create Document

Document Status  In progress X

Sort By

or move the current task forward or

QAawR

o

[ create Documem‘ ‘ Send Email




=ViSiON QN &R @

Create Performance Documents

Gl |

.
Search Eligible Employees

| Find person from resuts O]  HideFiters | | ReviewPeriod McA Annual Evaluation 2022-23  Assignment Status | Active X »

Sort By | Last Name - AtoZ

| save Test Sarah
— O|1s |,
PayrollTime
Filters st [ Assignment Status Manager
Active - Payrol Eligible Test Rachel

Expand All | Collapse All

~ Review Period *

EyEr———

Performance Document  Clear
McA Annual Performance FY |
Enter Filter Information
~ Employee Employes
Test Sarah ]

~ Manager

~ Department

Assignment Status E

Select the employee by clicking the Check box and click Continue

=VisioN Qo R

Create Performance Documents

=
La LT e
Click Continue
Search Eligible Employees

[Find person from resuts O, ide Fiters

A Revigy

Select Check Box

aiion 2022-23 | Assignment Status | Active X »

Sort By | Last Name - Ato Z

save Test Sarah 000009
7
Payrol
Filters e | Assignment Status Manager

Active - Payroll Eligible Test Rachel

Expand All | Collapse All

~ Review Period *

McA Annual Evaluation 2022 v

~ Performance Document  Clear

McA Annual Performance FY

~ Employee Clear
Test Sarah

~ Manager

~ Department

 Assignment Status E

Enter the Document Details and the Reason and click Submit

—



=VisioN Sl

Create Performance Documents [ e

Click Submit

Selected Employees - 1 v

Dociirient Details Entersthe belowjinformation

Review Period “From Date
McA Annual Evaluation 2022-23
11/23 fo
Performance Document Name
McA Annual Performance FY2023 “To Date
Manager 12/31/23 fo
Test Rachel |
Reason

Task owner request

=

Navigate back to the Performance home page and click Eligibility Batch Process

< Performance

L2 Lo L
P/2) Performance Roles

Elgibility Profiles
Performance Document Types
Performance Template Sections
Performance Process Flows
Performance Templates
CheckIn Templates

Feedback Templates

Eligibility Batch Proces:

Talent Notifications

Click Eligibility Batch Process

Profile Rating Models

0000000000

Select Batch Process Type




=ViSiON

< Eligibility Batch Process @

@ This process will be queued up for submission at position 1

Name Manage Eiigioity Batch Process

Description Determines the eligibility of workers for perfo. [ Notify me when this process ends
Schedule As soon as possible Submission Notes
Basic Options

Parameters

Batch Process Type|

Assign Performance Documer

Assign Check-in Template

Select Batch Process Type

Enter the Basic Options and click Submit

=ViSioN Qowp e

< Eligibility Batch Process @

@ This process will be queued up for submission at position 1

Cancel |

Name Manage Eligibilty Batch Process Click Submit
Description Determines the eligibility of workers for perfo. [ Notify me when this process ends
Schedule As soon s possible Submission Notes |

Bas i i
. Entersthe belowjinformation
Parameters e
Batch Process Type | Assign Performance Docur
o  CurentDate
*Effective as of Date
*Review Period | McA Annual Evaluation 2022-23 v
*Performance Document Name | McA Annual Performance F2023 v
*Create Eligible Performance Document  — \©
® ves
Maximum Number of Concurent Threads fo Peformance Document s
Creation
“Purge Historic Performance Management Eligibilty Status Data .‘ No
Yes
Purge Data Older Than |9/2/22 to

Lastly, click Monitor Process to view the status of the process

Process Options | | Advanced | | submit | | cancel |

‘ Monitor Process




=VisioN
< Eligibility Batch Process @

5

- ) o I o B Click Monitor Process
@ This process will be queued up for submission at position 1

Process Options | | Advanced | | submit | | cancel |

Name :

Description D

ibilty of workers for perfo, [J Notify me when this process ends

Schedule As

Submission Notes

Basic Options

Parameters

Batch Process Type ¥

=]

Search For Organization Performance Documents

Navigation: Home>My Client Groups>Performance>Performance Document>
Search and Select Document>Search Document Using Filters

From the home screen, click My Client Groups

=ViSioN Qs

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam |MyClentGroups) Tools  Configuraion My Reporting

QUICK ACTIONS APPS Click My Client Groups

O*

)

New Person

Goals

Next, click Performance




O cnif ey now kR & A

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam  MyClentGoups  Tools  Configuraion My Reporting

QUICK ACTIONS

B

Time
Management

il &

Performance Workiorce Payroll
Structures

Click Performance

+

Data Exchange Safety Incidents

=ViSiON

< Performance

Administration

Participant Feedback Click Performance Documents
9, e
fiZc) Performance Document Eligibility

@ Process Mass Actions for Performance Documents

Setup Maintenance

Review Periods
Questions

Questionnaire Templates

)OO O

Using the Filters, enter the search criteria. The Performance Documents
associated to the search criteria will populate

]
12 |

—



=ViSiON

< Performance Documents

VR &

Search Performance Documents

(Find person from resuts Q] HideFitters
Sa ch

[sae]

O | [ Actions v

McA Annual Performance FY2023
alTs
Test Sarah

LR

Filters Reset | &t

Payroll Time Specialst

il |iGiinse Assignment Status

E—ntigra:tdhe,Eilte:?‘lnformation

Active - Payroll Eligible

~ Review Period * Document Status

P —— In progress
| McA Annual Evaluation 2022 v

~ Performance Document  Clear

McA Annual Performance FY

~ Employee

Employee
Test Sarah
~ Manager

~ Department

v Assignment Status

These,documents)will populate

aawm

[ o

Review Period  McA Annual Evaluation 2022-23 | Assignment Status  Active X »

Sort By | Last Name - Ato Z

1000009

Manager
Test Rachel

Current Task

Worker Self-Evaluation | Ready

@

=]

Send Email Notification

Navigation: Home>My Client Groups>Performance>Performance Document>
Search and Select Document>Send Email Notification>Enter Information>Send

From the home screen, click My Client Groups

Q-

Good morning, HR Specialist (Curtis Feitty)!

Me My Team

My Client G S, Configuration MyR

QUICK ACTIONS

Click My Client Groups

%

Compensation

2

Data Exchange

Show More

Next, click Performance

a< P

@

Time
Management

Payroll

@




Q ses [aRR Ol =Rl ¢ |

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam  MyClen Tools  Configuration My Reporting

QUICK ACTIONS

ox
9" Hire an Employee

B g Hours

Time
Management

7

[8] change Manager

il

Compensation Performance

Payrol

VY Tanster

Click Performance
=

Data Exchange

=ViSiON

< Performance

anw R & @

What do you want to do or manage?
Search for tasks o

Administration

o=
fol =
f\/0) Participant Feedback

Performance Document Eligibility

@ Process Mass Actions for Performance Documents

Click Performance Documents

Setup Maintenance

Review Periods
Questions

Questionnaire Templates

)OO O

Click Send Email Notification

]
1|

—



=ViSiON

< Performance Documents

QAaw P g®

[t boumen [ et e
2 3 i K LR,

Click Send Email Notification
Search Performance Documents

[ ——r

% | Hide Filters | | Review Period

2023 Annual Cycle | Assignment Status  Active X

Document Status  In progress X

SortBy
[ save |

‘© Try searching to get results
Reset | 3 Select an employee, manager or department to start a search. S

a performance document to change due dates or move the current task forward or

Expand All | Collapse Al

~ Review Period *

2023 Annual Cycle

~ Performance Document
~ Employee

~ Manager

~ Department

Assignment Status E

Next, we need to enter the Select Population Information

=VisioN
Send Email Notification

n A HH

Select Population Entersthe below;Information

** Department Performance Document Dates.

11723 - 1213123

[Accounting HC US

Review Period Hire Date Start Range

2023 Annual Cycle

Select a value v

** Performance Document Hire Date End Range

2023 Annual 360 Development Evaluation

Email

“Email Subject

“Email Text

Foot 2B I U

8

The annual performance review cycle is about to start. This s a valuable opportunity to evaluate your own performance and discuss your career development with your manager.

Pt 1ot 27, Chaalrs v HTHL 173 E

Next, enter the Email Information




=VisiON aaeEe N

el |

Send Email Notification (

TR |

Select Population

** Department Performance Document Dates
| Accounting HC US 11/23 - 12/31/23

Review Period Hire Date Start Range

(2023 Annual cycie Select a value

** Performance Document Hire Date End Range

[2523 st 35000

ment Evaluation

Email Entersthe belowInformation

“Email Subject
[Opcinin Ptomnes Revies
*Email Text

Fot |2 ~]8 1 u

The annual performance review cycle is about to start. This is a valuable opportunity to evaluate your own performance and discuss your career development with your manager.

P 1 o 27, Chacrs i T 173 E

Click Send

=VisioN coer e @

Send Email Notification = -
S B %5 L R0 A = m RN 5 T R o —_ .

Select Population

** Department

Performance Document Dates.

[Accounting HC US

Review Period

11723 - 1213123

Hire Date Start Range

[2023 Annuat Gyce

* Performance Document

Select a value

Hire Date End Range

[y ———

Email

“Email Subject

“Email Text

Foot c2- B I U E

The annual performance review cycle is about to start. This s a valuable opportunity to evaluate your own performance and discuss your career development with your manager.

Pt 1ot 27, Chaalrs v HTHL 173 E

Transfer Performance Documents

Navigation: Home>My Client Groups>Performance>Performance Document>
Search and Select Document>Actions>Transfer>Enter Details>Submit

From the home screen, click My Client Groups




Q Sesch o peope and ctn awrR e @

Good morning, HR Specialist (Curtis Feitty)!
My Client Gr ools  Configuration
QUICK ACTIONS. Click My Client Groups
" RN e x i
] W74 B

Time
Management

[B] change Working Hours
Gy chang:
B et

il

Compensation is Performance Payroll

Yy Transfer

3 -

Data Exchange Safety Incidents

neb e @

& &y ; 2
New Person Person Time

<3 il &7

Compensation Performance Workiorce Payroll
Structures

Click Performance
2

Data Exchange
oxy Manager

Click Performance Document




=ViSiON anw kR & A

< Performance

L2 SIS LS
What do you want to do or manage?

Search for tasks o]

Administration

Performance Documeny

Participant Feedback

Click Performance Documents

Performance Document Eligibility

Process Mass Actions for Performance Documents

00006

p Maintenance

o
@
et

Review Periods

Questions

Questionnaire Templates E

Search for the Performance Document by entering the Review Period,
Performance Document, and Employee

)OO O

=VisioN Qaner e @

< Performance Documents [ crate Document ] [ send Email Notfication

VIV R EEEY,
Search Performance Documents

Hide Filters | | Review Period McA Annual Evaluation 2022-23 | Assignment Status  Active X »

O | | Actions v Sort By | Last Name - Ato Z

[[save | || g5 | MA Annual Performance FY2023
U S
Test Sarah 1000009
Filters Reset | ¥ Payroll Time Specialist
H H Assignment Status Manager
Entersthe belowjinformation G Y
e ettt —— Active - Payroll Eligible Test Rachel
~ Review Period * Document Status Current Task.
In progress Manager Evaluation of Workers | In Progress

McA Annual Evaluation 2022

Performance Document  Clear

McA Annual Performance FY

~ Employee Clear

Test Sarah

~ Manager

~ Department

Assignment Status E

Select the Performance Document




=VisSiON anw kR P @A

Zce S0 A,

< Performance Documents [ create Document ] | send Email Nofiction

Search Performance Documents

Test Sarah X Q] HideFiers | [EREE 1 s Foniaation 20275 [ »
[ actions v Sort By | Last Name - Ato Z v
= sekct |
T MeA AnnualPerformance FY2023
Test Sarah

Payroll Time Specialist

Select Document
Assignment Status Manager
Active - Payroll Eligible Test Rachel
~ Review Period * Document Status Current Task
In progress Manager Evaluation of Workers | In Progress
McA Annual Evaluation 2022

~ Performance Document  Clear

McA Annual Performance FY

~ Employee Clear

Test Sarah

~ Manager

~ Department

Assignment Status

Select Actions then Transfer

=ViSioN anwr @ @

P e

< Performance Documents [(crest Document [ send et Ntiction

Search Performance Documents

[Fesamn

Hide Filters | Review Period McA Annual Evaluation 2022-23  Assignment Status  Active X »

h 0 Sort By | Last Name - A to Z v

[ <[ save Compiete
v Click Actions
Reset & Cancel
Expand All | Collapse Al Manager:
Test Rachel
~ Review Period * Current Task
T = Change Due Dte Manager Evaluation of Workers | In Progress
McA Annual Evaluation 2022 s
Move Task Back Click Transfer
A Performance Document  Clear Move Task Forward
cA Annual Performance FY

~ Employee Clear

Test Sarah

A Manager

~ Department

L

 Assignment Status

Enter the Document Details and click Submit




=ViSiON

Transfer Performance Documents

Click Submit
Selected Employees -1 4
Document Details Entersthe belowinformation
*New Manager Reason
A 5l R
Change Due Date

Navigation: Home>My Client Groups>Performance>Performance Document>
Search and Select Document>Actions>Change Due Date>Enter Details>Submit

From the home screen, click My Client Groups

=ViSiON Y.

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam [MyClentGroups| Tools  Configuration My

QUICK ACTIONS. APPS Click My Client Groups

O Hire an Employee
| O % o

&) W

New Person Person

Next, click Performance

]

—
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Good morning, HR Specialist (Curtis Feitty)!
Me My Team My Client s Tools  Configuration Y

QUICK ACTIONS

B

Time
Management

il &

Performance Workiorce Payroll
Structures

Click Performance

3 -

Data Exchange Safety Incidents

=VisioN Qowr & @

< Performance

Administration

o=
fol =
f\/0) Participant Feedback

Performance Document Eligibility

@ Process Mass Actions for Performance Documents

Setup Maintenance

Click Performance Documents

Review Periods

Questions

Questionnaire Templates E_

Search for the Performance Document by entering the Review Period,
Performance Document, and Employee

)OO O




=ViSiON

< Performance Documents

anwrF @@

s K LK
Search Performance Documents

[Test sarah X9

Hide Filters | | Review Period McA Annual Evaluation 2022-23

O | | Actions v

& J | g | MeA Annual Performance FY2023
Of1s
Test Sarzh
s Reset | £F Payroll Time Speciaist

Ententhe/belowjinformation Assignment Status

Active - Payroll Eligible

~ Review Period * Document Status

n progress
McA Annual Evaluation 2022 v

 Performance Document  Clear

McA Annual Performance FY

~ Employee Clear

Test Sarah

~ Manager
~ Department

Assignment Status

Select the Performance Document

=ViSioON

< Performance Documents

[ create Document ] [ send Email Notifi

Assignment Status | Active X »

Sort By | Last Name - Ato Z v

1000009

Manager
Test Rachel

Current Task

Manager Evaluation of Workers | In Progress

QAawpRP g

Zor S S LA,

Search Performance Documents

Test Sarah > Hide Fiters | | Review Period  McA Annual Evaluation 2022-23
. E O | Lactiops v |
=) soect [
o MeA Annual Performance FY2023

Test Sarah

Payroll Time Specialist
Select Document
Assignment Status

Active - Payroll Eligible

~ Review Period *

Document Status

In progress
McA Annual Evaluation 2022 prog

Performance Document  Clear

McA Annual Performance FY

~ Employee Clear
Test Sarah
~ Manager

Department

 Assignment Status

Select Actions then Change Due Date

Assignment Status | Active X »

SortBy | Last Name - Ato Z v

Manager

Test Rachel

Current Task

Manager Evaluation of Workers | In Progress




=ViSiON anw kR @@

< Performance Documents Creats Document | [ send Email Notifcation |

BV R TR, & m B %3 i %

Search Performance Documents

Find person from results O]  HideFiters | | ReviewPeriod McA Annual Evaluation 2022-23  Assignment Status | Active X »

Actions v/ Sort By | Last Name - Ato Z

[ save Campite
v Select Actions. e
Filters Reset | & Cancel
Expand Al Collapse All Manager
Test Rachel
~ Review Period * Transfer Current Task

1 [Change Due Datey Manager Evaluation of Workers | In Progress
McA Annual Evaluation 2022
Move Task Back
Performance Document  Clear Move Task Forward Click Change Due Date

McA Annual Performance FY |

~ Employee Clear
Test Sarah

~ Manager

~ Department

Assignment Status E

Enter the Tasks information and click Submit

=VisioN Qow R

Change Due Dates ==

PR |

Click Submit

Selected Employees - 1

Document Details

Tasks Enterithe belowjinformation
as e
Task Due Date in Template

Worker Self-Evaluation
Revised Due Date

e 331723 &
Worker / f
Task Due Date in Template
Manager Evaluation of Workers
Revised Due Date
Role -
3p2 ™
Manager
Task Due Date in Template
Manage Participant Feedback
Revised Due Date
Role -
32 0y
Manager
Task Due Date in Template
First Approval
Revised Due Date
Role e -
3 >
Manager

Task Due Date in Template
Confiim Review Meeting Held
Revised Due Date

Cancel Performance Documents
Navigation: Home>My Client Groups>Performance>Performance Document>
Search and Select Document>Actions>Cancel>Enter Details>Submit

From the home screen, click My Client Groups




Q Sesch o peope and ctn awrR e @

Good morning, HR Specialist (Curtis Feitty)!
My Client Gr ools  Configuration
QUICK ACTIONS. Click My Client Groups
" RN e x i
] W74 B

Time
Management

[B] change Working Hours
Gy chang:
B et

il

Compensation is Performance Payroll

Yy Transfer

3 -

Data Exchange Safety Incidents

neb e @

& &y ; 2
New Person Person Time

<3 il &7

Compensation Performance Workiorce Payroll
Structures

Click Performance
2

Data Exchange
oxy Manager

Click Performance Document




=ViSiON anw kR & A

< Performance

L2 SIS LS
What do you want to do or manage?

Search for tasks o]

Administration

Performance Documeny

Participant Feedback

Click Performance Documents

Performance Document Eligibility

Process Mass Actions for Performance Documents

00006

p Maintenance

o
@
et

Review Periods

Questions

Questionnaire Templates E

Search for the Performance Document by entering the Review Period,
Performance Document, and Employee

)OO O

=VisioN Qaner e @

< Performance Documents [ crate Document ] [ send Email Notfication

VIV R EEEY,
Search Performance Documents

Hide Filters | | Review Period McA Annual Evaluation 2022-23 | Assignment Status  Active X »

O | | Actions v Sort By | Last Name - Ato Z

[[save | || g5 | MA Annual Performance FY2023
U S
Test Sarah 1000009
Filters Reset | ¥ Payroll Time Specialist
H H Assignment Status Manager
Entersthe belowjinformation G Y
e ettt —— Active - Payroll Eligible Test Rachel
~ Review Period * Document Status Current Task.
In progress Manager Evaluation of Workers | In Progress

McA Annual Evaluation 2022

Performance Document  Clear

McA Annual Performance FY

~ Employee Clear

Test Sarah

~ Manager

~ Department

Assignment Status E

Select the Performance Document




=VisSiON anw kR P @A

< Performance Documents

Zce S0 A,

Search Performance Documents

Test Sarah x

Hide Filters | Review Period  McA Annual Evaluation 202223 | Assignment Status  Active X

[ actions v Sort By | Last Name - Ato Z v

[sae] select |
e MeA Annual Performance FY2023

Test Sarah

Payroll Time Specialist

Select Document
Assignment Status

Manager

Active - Payroll Eligible Test Rachel

~ Review Period * Document Status Current Task

In progress Manager Evaluation of Workers | In Progress
McA Annual Evaluation 2022 v

~ Performance Document  Clear

McA Annual Performance FY

~ Employee Clear

Test Sarah

~ Manager

~ Department

Assignment Status

Select Actions then Cancel

=ViSioON Qo P &

< Performance Documents

‘ Create Documem‘ ‘ Send Email Notific

s K
Search Performance Documents

[Find person rom resuts O, i Fiers

Review Period  McA Annual Evaluation 2022-23 | Assignment Status | Active X »

SortBy | Last Name - AtoZ

|| save |
Click Actions
S Reset £}
i Manager
Expand All  Collapse All :
Click Cancel Test Rachel
~ Review Period * Transfer Current Task

Change Due Date

Manager Evaluation of Workers | In Progress
McA Annual Evaluation 2022 v

Move Task Back
~ Performance Document  Clear Move Task Forward
MeA Annual Performance FY ~ |

~ Employee Clear

Test Sarah v

~ Manager

~ Department

L

 Assignment Status

Enter the Reason and click Submit




=ViSiON

Cancel Performance Documents

Click Submit

Selected Employees -1

Reason

[ Task owner request <
Select Reason

=]

Delete Performance Documents
Navigation: Home>My Client Groups>Performance>Performance Document>
Search and Select Document>Actions>Delete>Enter Details>Submit

From the home screen, click My Client Groups

=ViSiON Y

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam [MyClentGroups| Tools  Configuration My

QUICK ACTIONS. APPS Click My Client Groups

O Hire an Employee
J o &
New Person Person
Management

il

Next, click Performance

—

]
27|
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Good morning, HR Specialist (Curtis Feitty)!
Me My Team My Client s Tools  Configuration Y

QUICK ACTIONS

B

Time
Management

il &

Performance Workiorce Payroll
Structures

Click Performance

3 -

Data Exchange Safety Incidents

=VisioN Qowr & @

< Performance

Administration

o=
fol =
f\/0) Participant Feedback

Performance Document Eligibility

@ Process Mass Actions for Performance Documents

Setup Maintenance

Click Performance Documents

Review Periods

Questions

Questionnaire Templates E_

Search for the Performance Document by entering the Review Period,
Performance Document, and Employee

)OO O




=ViSiON anw kR & A

< Performance Documents Create Document | [ Send Email Notifcation

Y R T,

Search Performance Documents

‘Wm Sarah xQ ‘ Hide Filters | Review Period McA Annual Evaluation 2022-23  Assignment Status ~ Active X »
) \m Sort By | Last Name - Ato Z
[ save | J | g | MeA Annual Performance FY2023
Ol1s
Test Sarzh 1000009
Reset | 1% Payroll Time Spedialist
information Assignment Status Manager
e Active - Payroll Eligible Test Rachel
~ Review Period * Document Status Current Task
in progress Manager Evaluation of Workers | In Progress

McA Annual Evaluation 2022 v

Performance Document  Clear

McA Annual Performance FY

Employee Clear

Test Sarah

~ Manager

~ Department

Assignment Status E

Select the Performance Document

=ViSiON antr® @

< Performance Documents Crate Document | [ Send Emal Notication |

Search Performance Documents

Test Sarah 9] Hide Fitters | | ReviewPeriod  McA Annual Evaluation 2022-23 | Assignment tatus | Active x »
Sa [ | actions v Sort By | Last Name - Ato Z
Sekct

|
~McA Annual Performance FY2023
Test Sarah

s

Payroll Time Specialist

Select Document

Assignment Status Manager
Active - Payroll Eligible Test Rachel

~ Review Period * Document Status Current Task
In progress Manager Evaluation of Workers | In Progress

McA Annual Evaluation 2022

Performance Document  Clear
McA Annual Performance FY
~ Employee Clear
Test Sarah
~ Manager

Department

 Assignment Status E

Select Actions then Delete. As a note, if the Delete option is grayed out, the
configurations do not support deleting a performance document; the
configurations must be updated to allow a Performance Admin to delete a
Performance Document




=ViSiON

< Performance Documents

Y R

Search Performance Documents

Sort By | Last Name - Ato Z

~ Review Period *

‘ Manager Evaluation of Workers | In Progress
McA Annual Evaluation 2022 ~

 Performance Document  Clear Move Task Forvard

McA Annual Performance FY

Employee Clear

Test Sarah

~ Manager

~ Department

v Assignment Status E

Enter the Reason and click Submit

=ViSiON

Cancel Performance Documents

P R

Click Submit
Selected Employees - 1

[ Task owner request
L
Select Reason

Delete Participant Feedback

Navigation: Home>My Client Groups>Performance>Participant
Feedback>Actions>Delete>Yes>Submit

From the home screen, click My Client Groups

—

]
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Good morning, HR Specialist (Curtis Feitty)!

Team | My Client Gre
QUICKACTIONS

* Hire an Employee

%

Compensation

2

Data Exchange

Next, click Performance

@) =

Configuraion My

Click My Client Groups

il

Performance

+

Safety Incidents

Good morning, HR Specialist (Curtis Feitty)!

QUICK ACTIONS

9 Hire anfs

@ au

% Termination Compensation

) Tanster

Data Exchange

Click Participant Feedback

—

31

foX.

New Person Person
Management

il

Performance

+

Safety Incidents

B

Time
Management

Payrol

B

Time
Management

&

Workiorce Payroll
Structures

Click Performance

a < P c®




=ViSiON

< Performance

IV e
What do you want to do or man
Search for tasks Q

Administration

Performance Documents

Performance Document Eligibility

©666

Setup Maintenance

Review Periods
Questions

Questionnaire Templates

00O

age?

ge

Click Participant Feedback

Process Mass Actions for Performance Documents

QaAnwpP

Search for the Participant Feedback by entering the Filters information

Find person from results Q| Hide Filters
a
BET -

s Reset | &F

vrand A ollapse Al

Enterft_hg belowjinformation

~ Review Period *

2021 Annual Cycle v]

~ Performance Document [m]
~ Participant

~ Employee

~ Manager Manager

Robert Jackman

~ Department

 Document Status

Select the Participant

Review Period 2021 Annual Cycle

Actions v/
Participant
Guy Mattran | Associate

2021 Annual 360 Evaluation
Document Status In progress

Director of HR Service Desk

Assignment Status

Active - Payroll Eligible

Participant

Elizabeth Mavery | Associate

2021 Annual 360 Development Evaluation
Document Status In progress

Director of Payroll

Assignment Status

Active - Payroll Eligible

Participant

Elizabeth Mavery | Associate

2021 Annual 360 Evaluation

Document Status In progress
Director of Human Resources

Assignment Status

Active - Payroll Eligible

Document Status

Inprogress X | Assignment Status  Active X »

Sort By | Participant Last Name - A t ~

Feedback Status
Awaiting reply

Elizabeth Mavery

Manager

Robert Jackman

Feedback Status

Completed

Brian Joseph

100

Manager

Robert Jackman

Feedback Status

Completed

Frank Pukta

Manager

Robert Jackman




< Participant Feedback

Q  HideFilters | | ReviewPeriod 2021 Annual Cycle | D In progress X Active X »
[m ve—— Sort By [Participant Last Name - A1
N Select
s
[save] Participant Feedback Status
Guy Mattran | Associate Awaiting reply
Select Participant 2021 Annual 360 Evaluation Elizabeth Mavery
Document Status In progress 7
Director of HR Service Desk
~ Review Period *
Assignment Status Manager
2021 Annual Cydle . Active - Payroll Eligible Robert Jackman
~ Performance Document [ Participant Feedback Status
7] Elizabeth Mavery | Associate Completed
2021 Annual 360 Development Evaluation Brian Joseph
~ Participant Document Status In progress 100
Director of Payroll
Assignment Status Manager
~ Employee Active - Payroll Eligible Robert Jackman
[ Participant Feedback Status
A Manager Clear Elizabeth Mavery | Associate Completed
Robert Jackman v] 2021 Annual 360 Evaluation Frank Pukta
Document Status In progress 576
~ Department Director of Human Resources
Assignment Status Manager
Active - Payroll Eligible Robert Jackman
~ Document Status

Select Actions then Delete

=VisioN Qowr & @
< Participant Feedback

Q| HideFilters  Review Period 2{ tatus Inprogress X  AssignmentStatus  Active X »
O Sort By | Participant Last Name - A1 v
© |[ save
eedback Status
L v Feadback S
Click Delete Awaiting reply
Filts Reset D
® L luation Elizabeth Mavery
Expand All | Collapse Al Document Status In progress
Director of HR Service Desk
~ Review Period *
: Assignment Status Manager
2021 Annual Cycle v Active - Payroll Eligible Robert Jackman
~ Performance Document [ Participant Feedback Status
Elizabeth Mavery | Associate Completed
2021 Annual 360 Development Evaluation Brian Joseph
~ Participant Document Status I progress 00
v Director of Payroll
Assignment Status Manager
~ Employee Active - Payroll Eligible Robert Jackman
Participant Feedback Status
A Manager Clear Elzabeth Mavery | Associate Completed
Robert Jackman 2021 Annual 360 Evaluation Frank Pukta
Document Status I progress B
A Department Director of Human Resources

Enter the Reason and click Submit




=VisioN SR

Delete Participant Feedback
A o i . 3 " A AP R
Click Submit
Selected Participants (1)

Reason

Task owner request
Select Reason

=]

Complete Performance Documents

Navigation: Home>My Client Groups>Performance>Performance Document>
Search and Select Document>Actions>Complete>Enter Details>Submit

From the home screen, click My Client Groups

=ViSiON Y

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam [MyClentGroups| Tools  Configuration My

QUICK ACTIONS. APPS Click My Client Groups

O Hire an Employee
J o &
New Person Person
Management

il

Next, click Performance

]
4 |
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Good morning, HR Specialist (Curtis Feitty)!
Me My Team My Client s Tools  Configuration Y

QUICK ACTIONS

B

Time
Management

il &

Performance Workiorce Payroll
Structures

Click Performance

3 -

Data Exchange Safety Incidents

=VisioN Qowr & @

< Performance

Administration

o=
fol =
f\/0) Participant Feedback

Performance Document Eligibility

@ Process Mass Actions for Performance Documents

Setup Maintenance

Click Performance Documents

Review Periods

Questions

Questionnaire Templates E_

Search for the Performance Document by entering the Review Period,
Performance Document, and Employee

)OO O




=ViSiON

< Performance Documents

anwrF @@

s K LK
Search Performance Documents

[Test sarah X9

Hide Filters

[save]
o o rs

s Reset | &t

Entersthe belowjinformation

~ Review Period *

McA Annual Evaluation 2022 v

 Performance Document  Clear

McA Annual Performance FY

~ Employee Clear

Test Sarah

~ Manager

~ Department

Assignment Status

Review Period

O | | Actions v

McA Annual Performance FY2023
Test Sarzh

Payroll Time Specialist

Assignment Status

Active - Payroll Eligible

Document Status

n progress

Select the Performance Document

=ViSioON

< Performance Documents

McA Annual Evaluation 2022-23

[ create Document ] [ send Email Notifi

Assignment Status | Active X »

Sort By | Last Name - Ato Z v

1000009

Manager
Test Rachel

Current Task

Manager Evaluation of Workers | In Progress

QAawpRP g

Zor S S LA,

Search Performance Documents

Test Sarah > Hide Fiters | | Review Period  McA Annual Evaluation 2022-23
. E O | Lactiops v |
=) soect [
o MeA Annual Performance FY2023

Select Document

Test Sarah

Payroll Time Specialist

Assignment Status

Active - Payroll Eligible

~ Review Period *

McA Annual Evaluation 2022

Performance Document  Clear

McA Annual Performance FY

~ Employee Clear
Test Sarah
~ Manager

Department

 Assignment Status

Select Actions then Complete

Document Status

In progress

Assignment Status | Active X »

SortBy | Last Name - Ato Z v

Manager

Test Rachel

Current Task

Manager Evaluation of Workers | In Progress




=ViSiON

< Performance Documents

BV R TR, &

Search Performance Documents

Assignment Status | Active X »

== = ke FY2023
00009
Filters Reset | &} Cancel Click Complete
Expand All Collapse Al Maiiager
Test Rachel
~ Review Period * Transer Current Task
1 Changs Due Date Manager Evaluation of Workers | In Progress
McA Annual Evaluation 2022 v
Move Tesk Back
Performance Document  Clear Move Task Fonvard
McA Annual Performance FY |
~ Employee Clear
Test Sarah
A Manager
~ Department

Assignment Status E

Enter the Reason then click Submit

=VisSiON

Complete Performance Documents

I ER F L.

Click Submit
Selected Employees -1

Reason

s |

== 1
Enter Reason

=

Reopen Performance Documents

Navigation: Home>My Client Groups>Performance>Performance Document>
Search and Select Document>Actions>Reopen>Enter Details>Submit

From the home screen, click My Client Groups

—
w
~
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Good morning, HR Specialist (Curtis Feitty)!
My Client Gr ools  Configuration
QUICK ACTIONS. Click My Client Groups
" RN e x i
] W74 B

Time
Management

[B] change Working Hours
Gy chang:
B et

il

Compensation is Performance Payroll

Yy Transfer

3 -

Data Exchange Safety Incidents

neb e @

& &y ; 2
New Person Person Time

<3 il &7

Compensation Performance Workiorce Payroll
Structures

Click Performance
2

Data Exchange
oxy Manager

Click Performance Document




=ViSiON

< Performance

VSR SRV,
What do you want to do or manage?

Search for tasks o]

Administration

Participant Feedback Click Performance Documents

Performance Document Eligibility

00006

Process Mass Actions for Performance Documents

Setup Maintenance

Review Periods

Questions

Questionnaire Templates E

Search for the Performance Document by entering the Review Period,
Performance Document, and Employee. Click the carrot to view the filters applied
to the search. Remove all filters except Review Period, Performance Document,
and Employee by clicking the X

)OO O

=ViSiON anw kR ® @

[ create Document ] [ send Email Notifcation

< Performance Documents

Tt s AP W == T Tt s AP W = TR 7
Search Performance Documents Ciick To View Filters Applied
ind persun from results O] HideFiters | [ ReviewPeriod | McA Annual Evaluation 2022-23 | Performance Document | Mca Annual Performance FY2023 X Ea
Saved Searc Employee TestSarah X |-
oaved searc U1 | Actions v
[ sav McA Annual Performance FY2023
O 1s N
Test Sai 100000
! Reset | 41
Manager
Tt Rachl

~ Performance Document  Clear

ek sl Prtormance Y ~ |

~ Employee Clear

Test Sarah ]

anager
\

~ Department

~ Assignment Status E

Select the Performance Document

]
39|
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=ViSiON

< Performance Documents

Zce S0 A,

Search Performance Documents

Test Sarah X Q| HideFilters  Review Period McA Annual Evaluation 2022-23
[ actions v

Select
TS IMca Annual performance FY2023
Test Sarah

Payroll Time Specialst
Select Document
Assignment Status

Active - Payroll Eligible

~ Review Period *

Document Status

In progress
McA Annual Evaluation 2022

~ Performance Document  Clear
McA Annual Performance FY

~ Employee Clear
Test Sarah

~ Manager

~ Department

Assignment Status

Select Actions then Reopen

=ViSiON

< Performance Documents

Zor S S LA,

Search Performance Documents

d person from results | hide iters

Review Period

MeA Annual Evaluation 2022-23

Expand Al Collapse All Click Reopen

~ Review Period * Transter

M Annual Evaluation 2022

~ Performance Document  Clear
McA Annual Performance FY

~ Employee Clear
[ Test sarah v

~ Manager

~ Department

v Assignment Status

Enter the Reason then click Submit

Performance Document

Assignment Status | Active X »

SortBy | LastName -AtoZ .

Manager

Test Rachel

Current Task

Manager Evaluation of Workers | In Progress

QAawpP

QxR

@

| create Document ‘ ‘ Send Email Notification

MeA Annual Performance FY2023 X »

Sort By | LastName - AtoZ v

Manager
Test Rachel




=ViSiON

Reopen Performance Documents

B . BV

Click Submit

Selected Employees -1

Reason

Rasen |
[ Task owner request v
Select Reason

=]

Move Task Forward

Navigation: Home>My Client Groups>Performance>Performance
Document>Search and Select Document>Actions>Move Task Forward>Enter
Details>Submit

From the home screen, click My Client Groups

=ViSiON YR ——

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam |MyClentGoups) Tools  Configuraion My Reporting

QUICK ACTIONS. APPS Click My Client Groups

Next, click Performance

]
a |

—
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Good morning, HR Specialist (Curtis Feitty)!
Me My Team My Client s Tools  Configuration Y

QUICK ACTIONS

B

Time
Management

il &

Performance Workiorce Payroll
Structures

Click Performance

3 -

Data Exchange Safety Incidents

=VisioN Qowr & @

< Performance

Administration

o=
fol =
f\/0) Participant Feedback

Performance Document Eligibility

@ Process Mass Actions for Performance Documents

Setup Maintenance

Click Performance Documents

Review Periods

Questions

Questionnaire Templates E_

Search for the Performance Document by entering the Review Period,
Performance Document, and Employee

)OO O




=ViSiON

< Performance Documents

i S AR

Search Performance Documents

[Test sarah X9

| Hide Fiters | | Review Period  McA Annual Evalustion 2022-23
O | [ Actions v
[ save | J | g | MeA Annual Performance FY2023
Of1s
Test Sarzh
1 o PayrollTime Specilist

Ententhe/belowjinformation Assignment Status

Active - Payroll Eligible

~ Review Period * Document Status

n progress
McA Annual Evaluation 2022 v

 Performance Document  Clear
McA Annual Performance FY
~ Employee Clear

Test Sarah

~ Manager
~ Department

Assignment Status

Select the Performance Document

=ViSioON

< Performance Documents

s K
Search Performance Documents
Test sarah

Hide Filters | Review Period

McA Annual Evaluation 2022-23

O | Lactiops v |
soka [
o MeA Annual Performance FY2023
> | Test Sarah

Payroll Time Specialist
Select Document
Assignment Status

Active - Payroll Eligible

~ Review Period *

Document Status

In progress
McA Annual Evaluation 2022 prog

Performance Document  Clear

McA Annual Performance FY

~ Employee Clear

Test Sarah
~ Manager

Department

 Assignment Status

Select Actions then Move Task Forward

QAaw P g8

[ create Document ] [ send Email Notifi

Assignment Status | Active X »

Sort By | Last Name - Ato Z v

1000009

Manager
Test Rachel

Current Task

Manager Evaluation of Workers | In Progress

QAawR

@

Assignment Status | Active X »

SortBy | Last Name - Ato Z v

Manager

Test Rachel

Current Task

Manager Evaluation of Workers | In Progress




=ViSiON

< Performance Documents

Pt AT
Search Performance Documents

i results O]  HideFiters | | ReviewPeriod McA Annual Evaluation 2022-23  Performance Document  McA Annual Performancs eFY23 X »

Click Actions 000009

Expand All | Collapse All

~ Review Period * Transfer

Change Due Date

| valuation | In Progress
McA Annual Evaluation 2022

Performance Document  Clear

McA Annual Performance FY | T —
ic rwal

~ Employee Clear

Test Sarah |

~ Manager

~ Department

Assignment Status

Enter Reason and Move Forward to Task. Click Submit

=ViSiON

Update Performance Tasks

e Click Submit

Selected Employees - 1

Document Details

*Move Forward to Task

ation of Employees S
Select Move Forward to Task

Select Reason

Move Task Back

Navigation: Home>My Client Groups>Performance>Performance
Document>Search and Select Document>Actions>Move Task Back>Enter
Details>Submit

From the home screen, click My Client Groups




Q Sesch o peope and ctn awrR e @

Good morning, HR Specialist (Curtis Feitty)!
My Client Gr ools  Configuration
QUICK ACTIONS. Click My Client Groups
" RN e x i
] W74 B

Time
Management

[B] change Working Hours
Gy chang:
B et

il

Compensation is Performance Payroll

Yy Transfer

3 -

Data Exchange Safety Incidents

neb e @

& &y ; 2
New Person Person Time

<3 il &7

Compensation Performance Workiorce Payroll
Structures

Click Performance
2

Data Exchange
oxy Manager

Click Performance Document




=ViSiON anw kR & A

< Performance

L2 SIS LS
What do you want to do or manage?

Search for tasks o]

Administration

Performance Documeny

Participant Feedback

Click Performance Documents

Performance Document Eligibility

Process Mass Actions for Performance Documents

00006

p Maintenance

o
@
et

Review Periods

Questions

Questionnaire Templates E

Search for the Performance Document by entering the Review Period,
Performance Document, and Employee

)OO O

=VisioN Qaner e @

< Performance Documents [ crate Document ] [ send Email Notfication

VIV R EEEY,
Search Performance Documents

Hide Filters | | Review Period McA Annual Evaluation 2022-23 | Assignment Status  Active X »

O | | Actions v Sort By | Last Name - Ato Z

[[save | || g5 | MA Annual Performance FY2023
U S
Test Sarah 1000009
Filters Reset | ¥ Payroll Time Specialist
H H Assignment Status Manager
Entersthe belowjinformation G Y
e ettt —— Active - Payroll Eligible Test Rachel
~ Review Period * Document Status Current Task.
In progress Manager Evaluation of Workers | In Progress

McA Annual Evaluation 2022

Performance Document  Clear

McA Annual Performance FY

~ Employee Clear

Test Sarah

~ Manager

~ Department

Assignment Status E

Select the Performance Document




=ViSiON

< Performance Documents

e X TH
Search Performance Documents
Test Sarah X

Hide Filters | Review Period  McA Annual Evaluation 2022-23

e
S JMcA Annual Performance FY2023
Test Sarah

Payroll Time Specialist

Select Document
Assignment Status

Active - Payroll Eligible

~ Review Period *

Document Status

In progress
McA Annual Evaluation 2022

~ Performance Document  Clear
McA Annual Performance FY

~ Employee Clear
Test Sarah

~ Manager

~ Department

Assignment Status

Select Actions then Move Task Back

=ViSioON

< Performance Documents

Zr LT

Search Performance Documents

| Find person from resuits Q| HideFilters | | Review Period

McA Annual Evaluation 2022-23

|| save |

Click Actions

Reset

%

Expand All | Collapse All

~ Review Period * Transter

Change Due Date

-Mcv! Tesk Back

Move Task Fonvard

McA Annual Evaluation 2022 v

~ Performance Document  Clear

N At Prormarce <]

~ Employee Clear

Test Sarah v

~ Manager

~ Department

L

 Assignment Status

Click Move Task Back

QAawpP

Assignment Status | Active X

SortBy | LastName -AtoZ .

Manager

Test Rachel

Current Task

Manager Evaluation of Workers | In Progress

QAawR

o

‘ Create Documem‘ ‘ Send Email Notific

Performance Document | McA Annual Performance FY23

SortBy | Last Name - AtoZ

Manager

Test Rachel

Current Task

Manager Evaluation of Employees | Ready

Enter Reason and Move Back to Task. Click Submit




=ViSiON

Update Performance Tasks

B e EYER R - - m B e 2ottt A Click Submit

Selected Employees -1

Document Details

Performance Document Name “Move Back to Task
McA Annual Performance FY23

Reason

Task owner request p
Select Reason

Select Move Back to Task

[

Process Mass Actions for Performance Documents
Navigation: Home>My Client Groups>Performance>Process Mass Actions for
Performance Documents>Add>Select Task>Enter Information>Submit

From the home screen, click My Client Groups

=ViSiON Y

Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam [MyClentGroups| Tools  Configuration My

QUICK ACTIONS. APPS Click My Client Groups

9" Hire an Employee

o &
New Person Person
Management

il

Next, click Performance

]

—
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Good morning, HR Specialist (Curtis Feitty)!

Me  MyTam  MyClentGoups  Tools  Configuraion My Reporting
QUICKACTIONS

ox
9" Hire an Employee

B

Time
Management

8] cha

[B] Crange Mianager Déﬂil]

Compensation is Performance Payroll

’."}‘ Transfer
Click Performance

3 -

Data Exchange Safety Incidents

=VIiSiON

< Performance

N What do you went to do or manage?

Administretion

@ Performance Docurments

@ Participant Feedback

Performance Eligibility

@l Process Mass Actions for Performance Documents

Click Process Mass Actions for Performance Documents

Setup Maintenance

@ Review Periods
@ Questions
@ Questionnaire Templates E_

Click Add

]

—
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{ Process Mass Actions for Performance Documents

Submittec Mass Action Processes

N \

arch process name | HiceFiters | = SubmissionDate Tocay X  Completion Date Al X

"‘@ No results found.
3 Check your ssarch ciiteria,

Filters

Reset | & ‘ Refresh ‘

Expand All | Colapse All

~ Submission Date Clear

al
Today

Last 7 Days
Last 30 Cays

Range [specify)

~ Campletior Date Clear

an
Teday

Last 7 Days
Last 30 Cays

Range (specify)

Select the Task we wish to mass process

=VISiON

< Process Mass Actions for Performance Documents

Click Add

SortBy

Submitted Mass Action Processes

Search process name Hide Filters SubmissonDate  Today X  Completion Date Al x
Filters Reset | £} ‘ Refresh ‘
Expand Al Collapse Al
No results found.
~ Submissicn Cate Clear
Check
Al
Today S

Last 7 Days
Last 30 Days

Range (specify)

~ Completion Date Clear

an
Todzy

Last 7 Days
Last 30 Days

Range (specify)

Enter the Details

‘ + Add ‘

ol Ptamanis Counsnts
conpels Parmarce bocumets
s s Petomanc osumsrs
ortes Delete Performance Documents
s P PrtamancsDsumens

Change Curent Tas<

Change Task Due Dates

Select Task

Update Moe! Profle Comoetency Sacicns




ViSiON

Process Mass Change Current Task

Details

*Review Period

2023 Annual cycie

Ententheinformation below;

Business Unit

Federal US Business Unit

*Performance Document

Department

[2023 Aol valuation
Current Task
[ Worker seit-Evaluation

“New Current Task

fanager Evaluation of Work

Reason

Task owner request

Click Submit

=VISiON

Process Mass Change Current Task

Select a value

Manager
Select a value
Employee
Select a value
Assignment Status

v Select a value

anvBP2 @
e
——

Details

*Review Period

Business Unit

b 2023 Ao e

“Performance Document

v Federal US Business Unit

Department

2023 Annual Evaluation

Current Task

Select a value

Manager

Worker Self-Evaluation

“New Current Task
Manager Evaluation of Workers
Reason

Task owner request

Select a value
Employee
Select a value

Assignment Status

Select a value

Click Submit




Thank you for reviewing and using our guide; we hope you have found it helpful. If you have any
questions on the content included in this guide, please contact our Training & Learning team at
learn@camptratech.com

Version Revision

History Date Author Changes
Version 1.0 Megan Ketter Initial Version

]
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