



9.1 e-Performance 
HR Admin – Document Creation Process
(For the Agency or an Individual)
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HR Admin: Document Creation Process
)Document creation allows the HR Admins to create documents for the entire agency or for an individual employee. 
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 Workforce Development 
[image: ]
Step 3: Click Performance Management
[image: ]



Step 4: Click on Performance Documents 
[image: ]
Step 5: Click on Create Documents
[image: ]



Step 6: Click on “Add a New Value”
[image: ]
Note:  You are not ready to start the create document process. 
Step 7: Enter the Run Control ID and Click Add
[image: ]
Note: Recommended naming convention to include – agency acronym, type of document created, and performance year. For example: SPAAnnual2012. 
***Run Control IDs are unique to the individual employee ID number of the HR Administrator. Therefore, no two HR Administrators can use the same Run Control ID.***
Step 8: Enter the Run Request Parameters
[image: ]
Note:  The Run Control ID will appear along the top of the page. Complete the following fields:
· Period Begin Date and End Date: (format)
Mid-year 07/01/XX – 12/31/XX
Annual – 07/01/XX – 06/30/XX
· Document Type: (Select the appropriate document)
· Template ID: (Select the appropriate document)
· Manager Selection Method: (By Reports to Position)
· Create Document Using: (system defaults to GroupID)
· GroupID: (manually enter the groupID or click on the hourglass to select the appropriate group ID)
· As of Date: (defaults to the current date, this should not be changed)
Note: The As of Date should be on or after the “Period Begin Date”.
· Click Save
· Click Run


Step 9: Select the appropriate Server Name: “PSUNX”
 (
Your employees ID will appear here 
) (
Instance number appears
) (
Click on the drop down arrow
)[image: ]
Step 10: Click “OK” 
[image: ]



Step 11: The results of your document creation will appear
[image: ]
Note:  The system will display previous process instances of when you created documents. The most recent instance will appear first in the list. 
· Click the “Refresh” button continuously until the Run Status reads “Success” and the Distribution Status reads “Posted”. 
[image: ]
Note: Run Status reads Success and Distribution Status reads posted.
Step 12: Click View Document Creation Results
[image: ]
Step 13: Enter the same Run Control ID you previously used to create documents, click “Search”. 
 (
Enter the previously used Run Control ID. 
) (
Click Search
)[image: ]


Step 14: View Document Creation Results appear 
[image: ]
Note: If the document was created successfully, the status will read Document created successfully. If the status reads, Document does not exist; verify the parameters used when creating the document (the employee job data and position data) is correct. 
Once this information has been verified, you may go through the document creation process again using the same Run Control ID. 
***Run Control IDs are unique to the individual employee ID number of the HR Administrator. Therefore, no two HR Administrators can use the same Run Control ID.***


Creating a document for an Individual 
First follow steps 1-7 listed above – remainder of steps as follows:
Step 8: Enter the Run Request Parameters
 (
Change radio button to Employee ID
)[image: ]
Note:  The Run Control ID will appear along the top of the page. Complete the following fields:
· Period Begin Date and End Date: (format)
Mid-year 07/01/XX – 12/31/XX
Annual – 07/01/XX – 06/30/XX
· Document Type: (Select the appropriate document)
· Template ID: (Select the appropriate document)
· Manager Selection Method: (By Reports to Position)
· Create Document Using: (system defaults to GroupID select Employee ID)
· EmployeeID: (manually enter the employeeID for the individual you are creating a document for, or click on the hourglass to search for the employee)
· As of Date: (defaults to the current date, this should not be changed)
· Note: The As of Date should be on or after the “Period Begin Date”.
· Click Save
· Click Run


Step 9: Select the appropriate Server Name: “PSUNX”
 (
Your employees ID will appear here 
) (
Instance number appears
) (
Click on the drop down arrow
)[image: ]

Step 10: Click “OK”, then click on View Document Creation Results
 (
Click View Document Creation Results
)[image: ]


Step 11: Enter the Run Control ID you used when creating the individual performance plan
[image: ]

Step 12: The newly created individual document will appear for the employee
[image: ]


Note: The following information should be populated:
· EmpID
· Name
· MgrID/MtrID
· Supervisor Name
· Success – “Yes”
· Status – “Document created successfully”
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