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 (
Reviewing 
Manager
s
: Steps for 
Individual Employee Approval
)In PeopleSoft 9.1, Managers can approve documents in two different manners.  They can use the Approve Documents screen to approve performance documents for an individual employee or they can use the  the Mass Approval function to approve or deny multiple performance documents.  
Step 1: Log into Team Georgia 
 (
Enter your User name and password
)[image: ]
After you have successfully navigated to Team Georgia to access ESS/Teamworks the system will direct you to the Main Menu screen for your log in. 





Step 2: Click on Manager Self Service 
[image: ]
Step 3: Click Performance Management 
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Step 4: Click on Approve Documents 
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Step 5: Click on the link for the Performance Document of the employee to be approved.
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Step 6: Click on Approve
 (
Employee name and employee ID appears here
) (
Reviewing manager name 
appears
 here
)[image: ]

Note: The reviewing manager (manager/manager) name will appear in the Evaluation Approval Chain section. 


Step 7: Click “OK” 
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Step 8: Document has been approved and is now ready for HR Admin approval
 (
Status has changed from Pending to Approved
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 (
Reviewing 
Manager
s
: Steps for 
Multiple Employee Approval
)Step 1: Log into Team Georgia 
 (
Enter your User name and password
)[image: ]
After you have successfully navigated to Team Georgia to access ESS/Teamworks the system will direct you to the Main Menu screen for your log in. 





Step 2: Click on Manager Self Service 
[image: ]
Step 3: Click Performance Management 
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Step 4: Click on Mass Approvals 
[image: ]
Step 5: Enter the Search Criteria parameters 
[image: ]
Click the hourglass next to Approval Process to select “Performance Management”
Note: The Current Role defaults to Approver. 
· Click “Search”


Step 6: Search engine will display documents to be approved
[image: ]
Note:  The Approver’s Oper ID: field will auto populate with the approvers Employee ID number. 
Note:  The Documents in Pending status which displays “Never” as the Modified date are the ones available for The Reviewing Manager’s approval. All the “Approved” or “Terminated” documents are grayed out and cannot be selected.
Step 7: Select documents to be approved or denied
 (
Click on any active link to view the employee document. 
Note:
 You will need to know the employee ID in order to know that you have selected the appropriate employee. 
)[image: ]
The “Select All” link at the top of the list is used to approve or deny all the documents in the filtered list.  After this click the “Approve Selected” button to approve the documents or select “Deny Selected” to deny the selected document(s).
· Click “Approve Selected” or “Deny Selected”
Note: The Employee ID, Manager/Mentor ID and Created By field will have the employee ID of those individuals. 
Step 8: Once message Approval Successful appears, click “OK”.
[image: ]
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