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Topic: Managers-Manager - View capability – CR018
E-performance has a new view only capability for anyone in the chain of command to see documents in their reporting tree. 
Managers are now able to view employee’s documents after the documents have been created and will be able to monitor the status of the documents. 
The following steps should be followed to review this new feature:

Steps: 

After you have successfully logged into e-Performance select the following links:

· Manager Self-Service
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· Performance Management
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· Performance Documents
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· View-Only Documents
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Note: Make sure the Effective date for determining employees is the current date. 
· Click Continue
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· Scroll over to the right side of the page and click on the yellow & green organization chart link next to that manager’s name 
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· Scroll back to the left side of the page then click CONTINUE
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· Select  the appropriate employees documents

· Click continue
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· Select the appropriate document (annual, mid-year, quarterly)to be reviewed
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· Click the view button next to Review Manager Evaluation

· Review the manager’s ratings and comments.
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If you have any questions about this new feature, please contact: 

e-Performance Help Desk

Phone: 1-877-318-2772

Email: talentmanagement@spa.ga.gov
       
