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Creating Documents as an ePerformance Administrator

Creating a performance document as the ePerformance Administrator is a variation on the standard
method that the Manager (Rater) uses to create documents for only the employees he/she supervises.
This process allows for higher levels of consistency and accuracy by utilizing standard parameters for all
documents created during a performance cycle.

It involves scheduling a background process which will generate documents for either a defined group of
employees or individual employees. Performance documents can be created for any review period date
range and for all three (3) performance document types (Probationary, Annual, Ad Hoc) and associated
templates.

Creating Documents for a Defined Group of Employees via a Group ID

The process is similar for creating performance reviews, whether it is by individual employee or by
Group. Creating documents by a Group has an extra step at the beginning of the process. When using
the Group ID feature, a Group must be created in HCM first.

NOTE: The “Group” is the population of employees whose
evaluations would be created during this process. To request that
the group be created, outline the criteria that would make up a
Group using the Group Definition Template and send the
completed Template to ePerformance@das.ohio.gov. Typically,

the group criteria will match what has been used to determine the
group’s cycle date configuration. One example of a Group could
be:

e Agency = DAS
e Appointment Type = Permanent
e Bargaining unit = C03, CO4

Another example could be:

e Agency =DRC

e Appointment Type = Permanent

e Bargaining unit = C03, C04, C05, C06, C07, C09, C14
e Job Code =46531

4

State of Ohio 7/16/2018
Creating Documents as an ePerformance Administrator Page 1 of 17


mailto:ePerformance@das.ohio.gov

Depa_rt_ment_of ) S t at e Of O h | 0]
Administrative Services  joh Ajd — Creating Documents as an ePerformance Administrator

Ohio

1. ePerformance Administrator navigates to: myOhio > Quick Icons (Four-Square symbol) > HCM >
Launch App > Main Menu > Workforce Development > Performance Management >
Performance Documents > Create Documents.

Favorites  Main Menu
Top Menu | Semrch Menu: 1 @
=
[ Smart Solutions »
m?nmﬁ:: [Z] Company Directory i
3 Self Service g
Highlightt | manager Self Service r
R-DII"I'H"' 5 Workforce Administration L
appear ur [ Benefits g
menu, loC ~; Compensation *
3 Time and Labor g
[y Payroll for North America »
3 Payroll Interface "
(1 Workfarce Development
m::;: ) Organizational Developme (23 Profile Management L
and give ' [ Workforce Monitoring [CJ Performance Management
contents 1 [ Set Up HRMS ¥ 1 Performance Documents - :
[y Enterprise Components L I DOGoOMANT DOCUNTtS I_I dmlnl!ratwe i
[y Tree Manager b [ Business Objectives —ay " e
[ Reporting Tools . — Reports
Senu 36y PeopleTaols h [£] ePerformance Cycle Date (] ViEW Decuments
:‘;';eh:al:ga j Kronos Interfaces » I Ve Document creation Results
finding pa ] My System Prafile [ Approve Documents
2] Calculation Debug/Trace Result
| J ePerformance Email Motify

2. Click the Add a New Value tab. Enter a Run Control ID, then click the Add button.

Create Documents

Find an Existing Value Add a New Value

Run Control ID: NR_DAS_EX ]

NOTE: The Run Control ID should include the
name of the Group (e.g., NR_DAS_EX would be
the ePerformance Administrator’s initials, the
agency and Exempt Group). This makes it much
easier to locate the process for validation after
the process is completed. Be sure to keep track
of the name of each Run Control ID used for
easy reference when searching.

R 4

Add
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3. Complete the following fields under the Run Request Parameters:
e Period Begin Date
e Period End Date
e Document Type
o Template ID
e Manager Selection Method: By Reports To Position (ALWAYS select this option, which
creates documents using the existing Reports To structure)

Period Begin Date: 07012018 W) Period End Date; [06/30/2019 i)
Document Type: ANNUAL REVIEW v Template 1D: | ANNUAL PERFORMAMNCE RE v |
Manager Selection Mathod: | By Reports To Position v

4. Select the Group ID radio button.

Create Documents Using

® Group ID o Employee ID

5. Enter the Group ID in the Group ID field, which will be provided from DAS’ ePerformance team.
NOTE: The Group ID must already be created.

Confirm that the As Of Date is correct (it will default to the current date).

Documents Using Group 1D

Employee Groups to Process Personalize | Find | View A1l | B | ¥ First T 1071 7 Last
*Group 1D As Of Date Description Language Code
1 EPERF_DAS |o |[12/13/2017 [ EPERF_DAS_PERM [+] (-]
State of Ohio 7/16/2018
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6. Click the Run button.

Create Documents
Run Control ID: NR_DAS_EX Report Manager  ProcessMonitor | Run |
Period Begin Date: ]ﬁ 71012018  [w) Period E..dmw_ﬁmurzms I
Document Type: | ANNUAL REVIEW v | Template ID: | ANNUAL PERFORMANCER v |
Manager Selection Method: | By Reports To Position v ]

Create Documents Using

® Group ID . Employee ID
Employee Groups to Process Personalize | Find | view & | B3 | 2
*Group ID As Of Date Description Language Code
1 [EPERF_DAS Q [12132017 [y EPERF_DAS PERM (+]1(=]
() save | [=] Notity | _s+Add 7 |UpdateiDispiay

7. Click the OK button.

Process Scheduler Request
User ID Run Control ID NR_DAS_EX
Server Name | v | Run Date [12/13/2017 [
Recurrence v Run Time [4-25-46PM | Reset to Current Date/Time |
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution

Mass Create Employee Documents EP_MGRDOC Application Engine  [Web v |[TXT v | Distribution
. ok || cancel
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8. Click the Process Monitor hyperlink.

Create Documents

Run Control ID: NR_DAS_EX Report Manager | ProcessMonitor | | Run |

Run Request Parameters ;

Period Begin Date: 7012018 [y Period End Date: 06/3012019 [3)
Document Type: | ANNUAL REVIEW v | Template ID: "ANNUAL PERFORMANCE R + |
Manager Selection Method: | By Reponts To Position v |

Create Documents Using

* Group ID - Employee ID
Employee Groups to Process Personalize | Find | View Al |-B | &
*Group ID As Of Date Description Language Code
1 [EPERF_DAS Q [12132017 [ EPERF_DAS PERM (+]1(=]
[ save | |[=] Nowty | L+Add s |Update/Dispiay

9. Continue to click the Refresh button until the Run Status column displays Success for the
EP_MGRDOC process. Because the Group ID can create large numbers of documents, the
processing time may be lengthy.

View Process Request For

UserID, Q. Type | v | [Last v | 1 |Days v Refresh

Server v Name | ), Instance From Instance To|
Run Status v Distribution Status | [ save On Refresh

Process List Personalize | Find | View All | & | H First 10f1 Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status I;s)'ta"'g}guuo“ Details
3702096 Application Engine EP_MGRDOC 12/13/2017 4:25:46PM EST ISuccess I Posted Details
State of Ohio 7/16/2018
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Accessing the Process Monitor

Process Monitor

When creating large numbers of documents, it is not necessary to continually refresh the Process Monitor. The
process will still run if you log out of myOhio and check on its status later.

Follow these steps to directly access the Process Monitor.

1. ePerformance Administrator navigates to: myOhio > Quick Icons (Four-Square symbol) > HCM >
Launch App > Main Menu > PeopleTools > Process Schedule > Process Monitor.

2. Your State of Ohio User ID will populate in the User ID field. Enter the number of days to look back
on in the Days field, then click the Refresh button.

Fawvorites  Main Menu » PeopleTools » Process Scheduler > Process Monitor

View Process Request For

User ID| o Type v || Last v 1 | Days v I Refresh I

Server ¥ Name | €, Instance From| Instance To|

Run Status ¥ Distribution Status 5 Save On Refresh

Select Instance  Seq, ProcessType User Run Date/Time Run Status Dratuby troy
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Accessing the Process Monitor

Process Monitor (Cont’'d)

3. The EP_MGRDOC process will be listed.

Fa\ro_rites Ma'm_l-'lenu > Peop[ETaols »  Process i"»_cheduler » Process Monitor

Process List
View Process Request For
User ID| o Type v || Last v ' 1 |Days v Refresh
Server v Name | 4 Instance From Instance To|
Run Status * Distribution Status ¥ | U Save On Refresh
Process List SE0Nn
Select Instance Seq, Process Ty Process Nome  User Run Date/Time BunStatys  QSODANON  poyyy
3931324 Application Engine EP_MGRDOC 03/19/2018 11:05:20AM EDT Success Posted Details
3931315 Application Engine EP_MGRDOC 031972018 10:31:25AM EDT Success Posted Datails

4. Continue to click the Refresh button until the process achieves the Run Status of Success.

10. To ensure the document creation was successful, navigate to Main Menu > Workforce
Development > Performance Management > View Document Creation Results and
enter the Run Control ID previously used during document creation. Click the Search button.

View Document Creation Results

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Run Control ID: | begins with ¥ |[NR_DAS_EX| |

[J Case Sensitive
Limit the number of results to {up to 300): EU{I'

| Search || Clear | Basic Search [&f Save Search Criteria
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11. The View Document Creation Results page displays a list documents that were created as a

result of the EP_MGRDOC process. The Status column indicates the documents were created
successfully.

View Document Creation Results

Run Control i) NR_DAS EX

Petiod Begin Dae: [3L 00 Puriod End Dave: 06303015
Document Typs: ANNUAL ANWUAL REVIEW

Mansgar Selection Method: By Reparts To Possan

n ANNUAL PERF ORMANCE

REVIEW o You Dacument created successhully ]
L} PIF\"E: N'L PERFORMANCE Yes Documert crested successhilly
(-] m PERFORMANCE Yos Docurmant crssted surcesshully

12. The document(s) can be viewed by navigating to Main Menu > Workforce Development >

Performance Management > Performance Documents > View Documents.

13. Enter the employee’s First and Last Name into the search criteria and click the Search button.

View Performance Documents

Use the Search capabilities to find a specific document or documents to view. Listed below will be all the documents for which you
have access within that criteria

Search for Documents

Employee First Name: |Jane Last Name: [Smith
Manager First Name: | Last Name: |
Document Type: | ANNUAL REVIEW v | Status: | r
Period Between: 07/01/2018  |[%) 06/30/2019  |[%)
| Search | | Clear |
State of Ohio 7/16/2018
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14. Select the Document Type hyperlink (ANNUAL REVIEW) and the Document Details page will
display.

View Performance Documents
Document Details

EMPLOYEE NAME Human Capital Mgt Sr Analyst
ANNUAL REVIEW: 07/01/2018 - 07/31/2018

Performance Document Details

Employee: EMPLOYEE NAME Job Title: Human Capital Mgt Sr Analyst
Document Type: ANNUAL REVIEW Period: 07/01/2018 - 07/31/2018
Template: ANNUAL PERFORMANCE  Document ID: 256839
. REVIEW
oo SUPERVISOR NAME - In Progress
Document Progress
Step Status Due Date
Establish Evaluation Criteria O |Not Started 09/29/2017
Nominate Participants O Not Started 07/01/2018
Track Nominations QO |Not Started 07/01/2018
Review Participant Evaluations QO |Not Started 07/01/2018
Review Self Evaluation O | Not Started 07/01/2018
Review Manager Evaluation QO Not Started 07/16/2018
eturn to Select Documen
State of Ohio 7/16/2018
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Creating Documents for a Selected Employee(s)

1. ePerformance HR Admin navigates to: myOhio > Quick Icons (Four-Square Icon) > HCM >
Launch App > Main Menu > Workforce Development > Performance Management >
Performance Documents > Create Documents.

Fa\rovrites Mainvl‘-'lenu
Top Menu | Search Manus: @
s
(3 Smart Solutions 4
nﬂ:i.l'lm'inl: [[] Company Directory u
3 Self Service 4
Highlight: (~ Manager Self Service ’
Recently [ Workforce Administration 4
appearur (3 Benefits 4
menu, o€ 5 Compensation ’
(3 Time and Labor L
(3 Payroll for North America 4
(3 Payroll Interface 4
Brandcrs (3 Workforce Development .
display y¢ (3 Organizational Developme. &I Profile Management >
andgive! 3 Workforce Monitoring [ Performance Management
contents « £ SetUp HRMS > 1 Performance Documents . .
B Enbersdiss Componenti L 23 Development Documents = Administrative Tasks
[ Business Objectives Period Begin and End Date Edit
&3 Tree Manager ) I [7] Create Documents I
3 Reporting Tools » = REpOIs —_—
Menu S.u o) PeopleTools : [] eperformance Cycle Date | [.] View Documents
?y‘gehﬁ:zz j Kebis Tbirtives " _, View Document Creation Results
finding pz | My System Profile || Approve Documents
— = || Calculation Debug/Trace Result
|=] ePerformance Email Notify

2. Click the Add a New Value tab. Enter a Run Control ID, then click the Add button.

Create Documents NOTE: It is a best practice to enter a unique
Run Control ID to match the criteria that will
Fndap Bising Yalus be used to determine the employee or Group

that will be used in this document creation

Run Control ID:|NR_1(}D[14321 process.

For example, if creating a document for an
individual employee, enter your initials and
employee’s State of Ohio User ID (e.g.,
NR_10004321).

Add

Find an Existing Value | Add a New Value

Be sure to keep track of the name of each Run
Control ID used for easy reference when

searching for the job.
State of Ohio 7/16/2018
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3. Enter the following under the Run Request Parameters:
e Period Begin Date
e Period End Date
e Document Type
o Template ID
e Manager Selection Method: By Reports To Position (Always select this option, which
creates documents using the existing Reports To structure)

Period Begin Date: 07/0172018  [w) Period End Date: [06/30/2019  [5)
Document Type: ANNUAL REVIEW * | TemplatelD: | ANNUAL PERFORMANCE RE |
Manager Selection Method: | By Reports To Position v

4. Select the Employee ID radio button.

Create Documents Using

@) Group ID ® Em ployee ID

5. Enter the Employee ID in the EmplID field under Employees to Process and click Enter.

Documents Using Employee ID

Employees to Process
*Empl ID Empl Record  Name Language Code
1 [10004321 Q | 0Q  JANE SMITH +] =]

6. To add additional employees, click the 4 sign. NOTE: Each employee added will have a
document created using the same Period Begin and End dates and Document Type and
Template.

Documents Using Employee ID

Employees to Process
*Empl ID Empl Record  Name Language Code
1 (10004321 Q | 00y JANE SMITH =
State of Ohio 7/16/2018

Creating Documents as an ePerformance Administrator Page 11 of 17



Department of

Ohio

State of Ohio

Administrative Services o Ajd — Creating Documents as an ePerformance Administrator

7. Enter another employee ID and click Enter.

Documents Using Employee ID
Employees to Process
*Empl ID Empl Record  Name Language Code
1/(10004321 Q || 0Q,  JANESMITH H{=
2 11112222 Q | 0Q,  DEIDRE HALL

In this screenshot, an Annual Review document will be created for Jane Smith for the period of
07/01/2018 through 06/30/2019.

Create Documents
Run Control ID: NR_10004321 RepotManager  ProcessMontr | Run |
| Period Bagin Date: Q7012018 15y Period End Date: 06302015 (3
Document Type: | ANNUAL REVIEW * | TemplateiD: |ANNUAL PERFORMANCE RE ¥ |
Manager Selection Method: | By Reports To Position_ ]
[Cresto Documents Using |
& ]
. Group 1D * Employee ID

| Documn!s Using Employee ID '
Employees to Process

Empl 1D Empl Record  Name Language Code ‘
| 110004321 Q | 0Qy  JANE SMITH L= |
(dseve I Neaty

State of Ohio
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8. Click the Run button.

Create Documents

Run Control ID: NR_10004321 Report Manager  Process Monitor ~ Run

Run Request Parameters

Period Begin Date: ETFD”ZNB [ Period End Date:[06/3012019 [}
Document Type: | ANNUAL REVIEW v | TemplatelD: |ANNUAL PERFORMANCE RE ¥ |
Manager Selection Method: | By Reports To Position v

Create Documents Using

) Group ID * Employee ID
Employees to Process fow AR 1 et —
*Empl ID Empl Record  Name Language Code
110004321 Q | 0Qy  JANE SMITH L)
(i) save | (=] Notty bAdd | 2 ]UpdateDispiay |

9. Onthe Process Scheduler page, click the OK button.

Process Scheduler Request
UserID - Run Control ID NR_10004321

Server Name | v | Run Date |12/04/2017 5 _
Recurrence v Run Time|[12:46:01PM ~ Resetto Current Date/Time

Time Zone Q
Select Description Process Name Process Type *Type * Format Distribution
5 Mass Create Employee Documents EP_MGRDOC Application Engine |Web v | |T)(T v | Distribution

Ok ||| Cancel |
State of Ohio 7/16/2018
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10. Click the Process Monitor hyperlink.

Create Documents

Run Control ID: NR_10004321 Repont Manager .~ Run
| Run RequestParameters |

v

Period Begin Date: 07012018 [y Period End Date: 067302019 iy
Document Type: | ANNUAL REVIEW v TempletelD: | ANNUAL PERFORMANCE RE ¥ |
Manager Selection Method: | By Reports To Position v

: £
+

Create Documents Using

- UGroupiD ‘® Employee ID ,
[ocoments Using Employoet0?.
Employees to Process Fnd | v ™ Frst B 1001 L3 12
*Empl ID Empl Record  Name Language Code
1 (10004321 Q| 0Cy  JANE SMITH +] ﬂ| |
() save | ) Nowty [hAds  2lUpssteDispiay

11. Continue to click the Refresh button until Run Status shows Success.

View Process Request For
wer Qe L — R — o R ]
Semr: Name Q, Instance From Instance To
RunStaws  v|  DiswibutionStaws [ *| [ Save On Refresh

Process List

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 5‘I;alus Details
3701737 Application Engine EP_MGRDOC 12/04/2017 12:46:01PM EST ISuccess I Posted Details
State of Ohio 7/16/2018
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12. To ensure the document creation was successful, navigate to Main Menu > Workforce

Development > Performance Management > View Document Creation Results and
enter the Run Control ID previously used during document creation. Click the Search button.

View Document Creation Results

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Run Control ID: | begins with |NR_10004321
[J Case Sensitive

Limit the number of results to {up to 300): EUO

| Search || Clear | Basic Search E)?'] Save Search Criteria

13. The View Document Creation Results page will display the document creation status.

View Document Creation Results

Run Control ID:  NR_10004321

| Pariod Begin Date: 07012018 Period End Date: 06302019
. Document Type: ANNUAL ANNUAL REVIEW
 Manager Selection Method: By Repots To Posltion

Create Documaents Using
- Group il * Employee ID
Documents Using Employee ID
Emptin BT Mame Template ID M0 SupervisorMame  Success? Status
10004321 0 JAMNESMITH ;:u%.&, PERFORMANCE 10207894 WILLIAM TAYLOR Yes Document created succossiully

(i) Save | L Retum o Search

State of Ohio 7/16/2018
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14. The document can be viewed by navigating to Main Menu > Workforce Development >
Performance Management > Performance Documents > View Documents.

15. Enter the employee’s First and Last Name into the search criteria fields and click the Search

button.

View Performance Documents

have access within that criteria

Use the Search capabilities to find a specific document or documents to view. Listed below will be all the documents for which you

Search for Documents

Employee First Name: |Jane

Last Name: [Smith

Manager First Name: |

Last Name: |

Document Type: | ANNUAL REVIEW

| v

M | Status:

07/01/2018  |[w

Period Between:

06/30/2018  |[w)

| Search | | Clear |

16. Click the Document Type hyperlink (ANNUAL REVIEW) and the Document Details page will

display.

View Performance Documents

Document Details

EMPLOYEE NAME
ANNUAL REVIEW: 07/01/2018 - 07/31/2018

Employee: EMPLOYEE NAME

Document Type: ANNUAL REVIEW

Template: ANNUAL PERFORMANCE
REVIEW

W SUPERVISOR NAME

Step

Establish Evaluation Criteria o]
Nominate Participants o]
Track Nominations o]
Review Participant Evaluations O
Review Self Evaluation o]
O

Review Manager Evaluation

eturn to Select Documen

Human Capital Mgt Sr Analyst

Performance Document Details

Document Progress

Job Title: Human Capital Mgt Sr Analyst
Period: 07/01/2018 - 07/31/2018
Document |D: 256839

Status: In Progress

Status Due Date
Not Started 09/29/2017
Not Started 07/01/2018
Not Started 07/01/2018
Not Started 07/01/2018
.Not Started 07/01/2018
Not Started 07/16/2018

State of Ohio
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Possible Errors in the Status Column

The Status column will indicate whether the documents were created successfully or if an error occurred
during the process.

The Status Invalid or missing input parameter displays when the employee’s supervisor position
is vacant. The document was not created during the process and will need to be manually
created.

Employee Groups Processed

i
Personalize | Find | a | L 1-1296 of 1296 2] Last

Empl MgriD / q
Empl ID Recond Name Template ID MtriD Supervisor Name Success? Statusv
_ 0 Qgellil{% PERFORMANCE No Invalid or missing input parameter ~
0 ANNUAL PERFORMANCE N Invalid issing input "
REVIEW o nvalid or missing input parameter
ANNUAL PERFORMANCE n e
0 oo REVIEW No Invalid or missing input parameter

The Status Document already exists displays when there is already a document with the same

document type in the system for that employee during the same period dates. A new document will not
be created.

Employee Groups Processed Personalize | Find | & | 3 First |
Empl ID E:]c[grd Name Template ID mr?g,r Supervisor Name Success? Status
0 QE?IUE% BERLQRNEHCE Mo Document already exists.
State of Ohio 7/16/2018

Creating Documents as an ePerformance Administrator Page 17 of 17



	Creating Documents as an ePerformance Administrator

