



9.1 e-Performance 
Cloning – Job Aid for Managers
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 (
Manager
s: Steps for Document C
loning
)Document cloning allows the the manager to create documents for some or all of their direct reports based on documents created in an earlier cycle or for a different employee. This feature will provide managers the ability to capture previously developed customizations and import those into new documents.  Documents can only be created from the same document type (i.e. Annual to Annual or Mid-year to Mid-year).  
Step 1: Log into ESS/TEAMWORKS
 (
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 
[image: ]



Step 4: Click on Performance Documents 
[image: ]
Step 5: Click on Create Documents
[image: ]
You are now ready to create documents for one or all of your direct reports. 


Step 6: Click on “Continue”
 (
The system will default to the current date and this date should not be changed.  
)[image: ]
Note:  The effective date should not be changed. The system will automatically default to the current date. 
Step 7: Click on the “Scrollbar” to view all direct reports
 (
Click the arrow to scroll down
)[image: ]

Step 8: Select the employee(s) you want to create a document for and click continue.
[image: ]
Note:  All of your direct reports should be listed. If they are not, consult with your HR Administrator. 
· Select the employee you want to clone a new document.
· Managers can select an individual or use the “Select All” link to create documents for all of their direct reports.  
· A check mark will appear in the selected box(es). 









Step 9: Enter the parameters for creating the document
[image: ]
Note: The selected employee(s) will appear in the Selected Employees section. 
· Period: Enter the appropriate reporting period: (Mid-year 07/01/XXXX – 12/31/XXXX or Annual 07/01/XXXX – 06/30/XXXX. You may also click on the calendar to select the dates. 

· Document Type: Select one of the following:
· Annual Performance Review
· Quarterly Performance Review
· Mid-year Performance Review

· Click “Create Documents”






Step 10: Continue to enter the parameters for creating the documents 
[image: ]
Note: The Period and Document Type should appear based on the data entered in the previous step. 
· Create from prior document:  Defaults to “Yes” and cannot be changed 
· Prior Document: Click on the hour glass to select the employee’s document to be used to create the cloned document. 
[image: ]
· Select the Employee and cycle that you wish to use to create the cloned document.  The selected name will then appear in the field.
· Click “Create Documents”
Step 11: The results of your document creation will appear
 (
Note: The employee(s) ID, name, and template should be populated. 
)[image: ]
Note:  If the document was successfully created, “Yes” will appear in the Successful Creation column and “Document created successfully” will appear in the Status column. 









Step 12: The newly created document(s) will appear in your list of Current Performance Documents.
[image: ]
Step 13: You are now ready to complete the Establish Evaluation Criteria step by clicking on “Start”. 
[image: ]
Note:  In order for the document detail to show the correct status (“In Progress”), you must click start and then save the document even if no changes are being made to the criteria.
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