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If an employee is unable to acknowledge that the performance review discussion was held in ePerformance, the manager will need to override this function so that he can “complete” the document in ePerformance.  The steps below will walk you through the override steps.

Log in to Employee Self Service.
[image: ]

 Click on Manager Self Service
[image: ]



Click on Performance Management
[image: ]

Click on Performance Documents
[image: ]

Click on Current Documents
[image: ]

Click on Annual Performance Review for the employee that you need to override.
[image: ]

Click Acknowledge to enter the evaluation for the employee.

[image: ]

Click Acknowledge Review.

[image: ]



If you are using the function because the employee doesn’t have ePerformance access to Acknowledge that his review was held, select Manager Override.  If the employee has ePerformance access, but has refused to sign his evaluation, select Employee Refused.  Then click OK.

[image: ]

The Complete button should now be displayed for the impacted employee.  Click on the Complete button and proceed with steps to finalize the performance evaluation.
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