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Document Creation – Quick Reference



1. Access PeopleSoft utilizing your User ID and Password
2. Select – “Workforce Development”
3. Select – “Performance Management”
4. Select – “Performance Documents”
5. Select – “Create Documents”
6. Select – “Add a new value”
a. Create your “Run Control ID” (ex. 2011AnnualCPA for Central Personnel Agency)
7. Select – “Add”
8. Choose the Period Begin Date – “July 1, 20XX”
9. Choose the Period End Date – “June 30, 20XX” (of the following year)
10. Select Document Type – “Annual Performance Review”
11. Select Template ID – “Annual Performance Review”
12. Select Manager Selection – “By Reports to Position”
13. Choose Group ID – “Select your assigned Department GroupID (Click Magnifying Glass)
14. Go to Search Results → Click your designated agency GroupID (ex. GB460SPA)
15. Choose “As of Date” – Current date (the date you are creating documents) 
16. Click – “Save”
Note: It is very important to save your Run Control ID
17. Select – “Run”
18. Select Server Name – “PSUNX”
19. Select – “Ok”
20. Click – “Process Monitor”
21. Click – “Refresh” (continuously until document status is “Success” and  “Posted”)
a. View RUN STATUS – “Success”
b. View DISTRIBUTION STATUS – “Posted”
22. Select – “View Document Creation Results” from Menu
23. Enter the Run Control ID you created
24. Select – “Search”
25. See list of Annual Reviews Created and validate for accuracy

*Repeat these steps to create Mid-Year Performance Documents*



ePerformance Help Desk: talentmanagement@spa.ga.gov or 1-877-318-2772
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