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Transferring a Document

Duringthe course of a performance or development document, the documents may need to be

transferred toanother Manager (Rater). Transferringadocument means thatthe ePerformance
Administrator has transferred the documentto a different Manager (Rater) and the original Manager

(Rater) will nolonger be able to rate and comment on the Employee’s performance or development.

The Manager (Rater) receiving the transferred document becomes responsible for completing the
documentand conducting the face-to-face performance

evaluation with the employee. Forexample, this may happen NOTE: Manager (Rater) view is limited to
whenthereisareassignment of the employee within the documentsthat he/she owns. The Manager
agency, the original Manager (Rater) positionis vacant, or the (Rater) cannot search forother documents.
original Manager (Rater) is out of the office foran extended

period of time.

1. ePerformance Administrator Navigates to:
myOhio > Launch HCM > Workforce NOTE: You can also transfer Development Documents

by navigatingto: myOhio > Launch HCM > Workforce
Development > Performance Management>
Development Documents > Administrative Tasks >
Tasks > Transfer Document. Transfer Document and then following the rest of the

stepsshown here.

Development > Performance Management >
Performance Documents > Administrative

2. Usingthe Search for Documents fields, type the
name of the employee whose document will be
transferred and click the Search button.

Transfer Document

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

Employee First Name: Last Name:

Manager First Name:; Last Name:

Document Type: | Status: b
Period Between: =] [#]

Search Clear
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3. Clickthe checkbox nexttothe Employee name and associated Document Type whichistobe

transferred.
Performance Documents customize | Find | BV | 3 Frat K qor4 O Lot
Employee Document Type Begin Date End Date Job Title Status Manager
Customer Servi
O |ororereris  Aeyzw 11012012 10B12013 | esore o inprogress LISA Baler

SelectAll Deselect All | |~ Continue

4. Clickthe Continuebutton.

5. Clickthe SelectaManager hyperlink.

Transfer Document
Confirm Transfer
Performance Documents Customize | Find | BV | # Firet £
Employee Document Type Begin Date End Date Job Title Status
) ANNUAL Customer Service
DIEDRE Ferris REVIEW 111212012 1213142012 e In Progress

You have chosen to transfer the document indicated ahove to another manager.

Selectthe receiving manager by using the "Select a Manager” hyperlink, then select the Save
hutton to complete the transfer.

New Manager ID:

Select a Manager

6. Usingthe Search Criteria and Results box, type the name of the person the documentisto be
transferredto and click Search.

Person Search - Simple
Search Criteria and Fesults

F Instructions

Search Criteria

Hame:

Last Name:

First Name:

ACHame:

| Search |
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4. Inthe Search Results, click the Radio button nextto the employee.

Search Criteria and Results

Person Search - Simple

Search Criteria

Name: JANELLE

LastName:  |[SMITH

First Name: |

ACName: |

- Search |

Search Results |
& JANELLE Smith

e O

Return to Previous Page

NOTE: To view additional information about nominated participant,

clickthe 0 icon nextto hisor hername. The resulting

informationisillustrated below:

Person Search - Simple
Details for JANELLE Smith

Data

| Description: Employee |
Data
Type: EMP Active

Department: TAX210300 Audit-South Central Region

Location: TAXTEL TelecommuﬁrEEinployee

[:=SelectThis Person | Return to List

5. Clickthe OK button.
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6. Clickthe Save button on the Confirm Transfer page.

Transfer Document

Confirm Transfer

Performance Documents

nize | Fin | BV | Fist B g orq T st

Employee Document Type Begin Date End Date Job Title Status
. AMMUAL Custamer Service
DIEDRE Ferris REVIEW 111 22012 1203172012 Pe— In Progress

You have chosen to transfer the document indicated above to another manager.

Selectthe receiving manager by using the "Select a Manager” hyperlink, then select the Save
hutton to complete the transfer.

New Manager ID:  JAMELLE Srnith

Select a Manager

Save

Eeturn to Previous Page

NOTE: Notice thatthe New Manager ID
now says JANELLE Smith.

7. Clickthe OK button.

Transfer Document

Save Confirmation

' The Save was successiul.

0K
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