UCPath Task:
OF ath Approve ePerformance Document - Manager

CALIFORNIA

Use this task to approve an ePerformance document.
Approval levels are defined in UCPath and are based on local business practices.

Navigation: Performance Workcenter > Manager Self Service >
Approve Perform/Develop Docs

Favorites Main Menu + > Manager Self Service + > Performance Management~ > Approve Documents
) Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE All ~ | search 2 | Advanced Search
New Window | Help | Personalize Page
Select Transaction to Approve
Filter Criteria
First Name Last Name
Manager First Name Last Name
Document Type v| Document Template ID Q,
Period Between ET. [5)
Search Clear
Step Action
1. Use the Select Transactions to Approve page to search for documents that are

pending your approval.

In this example, search for annual performance evaluation documents.

2. Select the appropriate Document Type. The Document Type list is restricted
by Business Unit (BU) and by security roles. This list may display documents for a
single BU or for several BUs, depending on your security role.

Click the button to the right of the Document Type field.

<
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Favorites + ‘ Main Menu + > Manager Self Senvice v >

ORACLE’

All ~ | Search

Select Transaction to Approve
Filter Criteria

First Name

Manager First Name

Documsanype] VI

Period Between

IRMED Incentive Award Programs
Cle{ IRMED RN Peer/Self Review
IRMED RN PeeriSelf Review

IRMED Annual Performance Docs

Search

Performance Management ~ > Approve Documents

Home Worklist MultiChannel Console Add to Favorites Sign OQut

% | Advanced Search

Mew Window | Help | Personalize Page

Last Name
Last Name

Document Template ID Q

Step

Action

IRMED

For this example, select the IRMED Annual Performance Docs list item.
ual Performance Docs

Favorites ~ ‘ Main Menu ~ > Manager Self Service v >

ORACLE’

Al ~ | Search

Select Transaction to Approve
Filter Criteria
First Hame

Manager First Name

Document Type | IRMED Annual Performance Docs v

Period Between o E1

Search Clear

Performance Management~ > Approve Documents

Home Worklist MultiChannel Console Add to Favorites Sign OQut

% | Advanced Search

Mew Window | Help | Personalize Page

Last Name
Last Name

Document Template ID Q
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Step Action
4, Click the Search button.

Favorites Main Menu = > Manager Self Service + > Performance Management~ > Approve Documents
Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE All ~ | search | Advanced Search

Mew Window | Help | Personalize Page |~

Select Transaction to Approve

The following hyperlinks indicate employees which require your participation in an approval process.
Select on a hyperlink to see details about what needs to be approved for each employee

Filter Criteria

First Name Last Name
Manager First Name Last Name
Document Type [ IRMED Annual Performance Docs v | Document Template ID Q
Period Between R
Search Clear -

Performance Document

Select Empl ID Name Job Title Department PD“”’"E”‘ BeginDate EndDate  Document Status Approval Status 5
m] 17549446 Evan Sut iﬁgfc‘rpoucv 815500 1170 07/01/2018  07/0112018 Approval Pending A
PROJECT POLICY .
m] 17549441 DebLu e 815500 1181 07/08/2016  07/08/2018 Approval Pending Al
m] 17413556 Don Chidi COMM SPEC 3 D01055 1196 02/01/2018 021512018 Approval Pending ;‘
-
< n >

Step Action

5. UCPath displays documents pending your approval for the selected document type.

6. Select the check box for each document you want to approve.

For this example, select the check box for Evan Sut.

Il
7. Click the scroll bar.
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Favorites » ‘ Main Menu + > Manager Self Service v > Performance Management~ > Approve Documents
. Home Worklist MultiChannel Console Add to Favorites Sign OQut
ORACLE Al ~ | Search % | Advanced Search
Search Clear ”
Performance Document
Select Empl ID Name Job Title Department ::'DM“"'E“ BeginDate EndDate  Document Status Approval Status  S{
E 17549446 Evan Sut E&E;ECT FELE 815500 1170 07/01/2018 07/01/2018 Approval Pending Al
FROJECT POLICY -
O 17549441 DebLu ANL 3 815500 1181 07/08/2018 07/08/2018 Approval Pending Al
O 17413556 Don Chidi COMM SPEC 3 D01055 1196 02/01/2018 02/15/2018 Approval Pending ;
Approve Deny
™
< [ >

Approve or deny the document.

For this example, click the Approve button.
Approve
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Message

The selected Performance documents are now approved.

W e ]

Step Action

9. UCPath displays a confirmation message.

Click the Yes button.
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Favorites = Main Menu + > Manager Self Service v »  Performance Management~ > Approve Documents
. Home Worklist MultiChannel Console Add to Favorites Sign Qut
ORACLE All ~ | Search % | Advanced Search

Mew Window | Help | Personalize Page |~

Select Transaction to Approve

The following hyperlinks indicate employees which require your participation in an approval process
Select on a hyperlink to see details about what needs to be approved for each employee

Filter Criteria

First Hame Last Name
Manager First Name Last Name
Document Type | IRMED Annual Performance Docs v| Document Template 1D Q.
Period Between [ET. [
Search Clear

Performance Document

Document

Select Empl ID Name Job Title Department D Begin Date  End Date Document Status  Approval Status H|
=] 17549441 DebLu FROJECTROLCY 518500 1981 07082018 07N08I2018 Approval Pending A
O 17413556 Don Chidi COMM SPEC 2 D01055 1196 02/01/2018 02/15/2018 Approval Pending ;‘
.
javascript:submitAction_winD{document.wind,'SELECT NAME2517); >
Step Action
10. The document for Evan Sut no longer appears in the list of documents pending

approval.

Note: A manager may have both the ePerformance HR administrator role and the
Manager role. If this is the case and the template for the document has the
ManagerToAdmin approval definition 1D attached, then the document remains in
manager's approval queue waiting for the manager to perform administrator
approval.

When the manager approves the document a second time, then both approvals are
processed and the document no longer appears in the manager's approval queue.

11. If you have not reviewed the document yet, click the Name link to open the
evaluation document before you approve it.

For this example, review a document before you approve it.

12. For this example, click the Don Chidi link.

Don Chidi
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Favorites = Main Menu + > Manager Self Service v > Performance Management~ > Approve Documents
. Home Worklist MultiChannel Console Add to Favorites Sign OQut
ORACLE All ~ | Search % | Advanced Search

| Mew Window | Help | Personalize Page

Approve Document

Approve or deny the proposed information for the employee listed here. You may
also enter optional comments about each approval choice. When you are finished,
selectthe rove or Deny button on the page.
Don Chidi EmplID 17413556

dgigns =
Performance Document
Doc Type Annual Performance Documents
Author Keet Amura
Period Begin Date 02/01/2018 Period End Date 02/15/2018
Rating Does Not Meet Expectations

Performance Document Details

Evaluation Approval Chain

Review Employee:Pending € Request Information
Evaluation Approval Chain

Pending
Multiple Approvers IE‘
@ ePerformance HR Administrator

Comment
Approve Deny
Go To Approval Summary

javascriptvoid(0)

Step Action

13. Use the Approve Document page to approve or deny the document, provide
approval comments, and view and add approvers as needed.

14, Review high-level document details, such as the document type and rating.

Use the Performance Document Details link in this section to open the document
for your review.

15. The Evaluation Approval Chain section displays the current approval status. For
this example, the document is in the Pending status.

16. The Evaluation Approval Chain section also displays the approval routing and
approver names. In some cases, multiple approvers may be required. To view the
names of approvers, click the Multiple Approvers link.

Use the [+] button to add additional approvers, if needed.

17. Click the Performance Document Details link to review the document.

Performance Document Details
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Favorites v Main Menu = > Manager Self Service v > Performance Management~ > Approve Documents
. Home Worklist MultiChannel Console Add to Favorites Sign Qut
ORACLE All ~ | Search % | Advanced Search
”
Annual Performance Documents
Manager Evaluation - Pending Approval BB | = Notry
Don Chidi,
Actions
Job Title COMM SPEC 3 Manager Keet Amura
J Document Type Annual Performance Documents Period 02/01/2018 - 02/15/2018
i Template Annual Performance Docs DocumentID 1196
Status Approval - Submitted Due Date 02/01/2018
Employee Data =
EmplID 17413556
Department D01055 Earth Sciences
Location P5508 PIERCE
Plan/Grade CTRV ~ 22
Step 0
@Lnng Format | [, View Graphical Rating [
Goals || Competencys | Feedback
Section 1 -
Summary
Manager Rating Outstanding EDD% Avg Rating Outstanding 500 Hii
Manager Comments =
javascriptisubmitAction winD{document.wind, #ICSetFieldEP_APPR_MAINTEQTL Ul BTN ID.EOTL 55 HDR_ACTION RTEZPRINT): v

Step

Action

18.

employee.

Review the manager document, which includes inputs from the manager and the

When your review is complete, return to the Approve Document page.

19.

Click the scroll bar.
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Favorites + ‘ Main Menu + > Manager Self Senvice v >

ORACLE’

All ~ | Search

Annual Performance Documents
Manager Evaluation - Pending Approval

Performance Management v >

Approve Documents

Home Worklist MultiChannel Console Add to Favorites Sign Qut

% | Advanced Search

EjPrini | £ Notity

@Lang Format | [, View Graphical Rating

Goals Competencys Feedback

Section 1 -

Summary

Manager Rating Outstanding 500

Manager Comments

Avg Rating Outstanding 500 Fil

Employee Comments

Attachments

No Attachments have been added to this document

Return to Performance Document Approval

javascriptsubmitAction winD{doc

'EP_BTN_LINK_WRK_EP_LINK1');

Step
20.

Action

Click the Return to Performance Document Approval link.
Return to Performance Document Approval

Favorites ~ ‘ Main Menu ~ > Manager Self Service v >
ORACLE'

All ~ | Search

Approve Document

Approve or deny the propoesed information for the employee listed here. You may
also enter optional comments about each approval choice. When you are finished,
selectthe Approve or Deny button on the page.

Don Chidi

0ns v

Performance Document

Doc Type Annual Performance Documents
Author Keet Amura

Period Begin Date 02/01/2018
Rating Does MNotMeet Expectations

Performance Document Details
Evaluation Approval Chain

Review Employee:Pending
Evaluation Approval Chain
Pending

Multiple Approvers E
ePerformance HR Administrator

Comment

Performance Management ~ >

EmplID 17413556

Period End Date 02/15/2018

€ Request Information

Approve Documents

Home Worklist MultiChannel Console Add to Favorites Sign OQut

% | Advanced Search

| Mew Window | Help | Personalize Page

&

Approve Deny

GoTo Approval Summary

javascriptvoid(0)
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Step Action
21, Review the multiple approvers.

Click the Multiple Approvers link.
Multiple Approvers

Mary Thomas

Approver #3

‘Carson Daily

Step Action
22. Review the list of approvers.
Click the Close button.
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Favorites = Main Menu + > Manager Self Service v > Performance Management~ > Approve Documents
. Home Worklist MultiChannel Console Add to Favorites Sign OQut
ORACLE All ~ | Search % | Advanced Search

| Mew Window | Help | Personalize Page

Approve Document

Approve or deny the proposed information for the employee listed here. You may
also enter optional comments about each approval choice. When you are finished,
select the Approve or Deny button on the page.

Don Chidi_ EmplID 17413556

Actions~  ;

Performance Document

Doc Type Annual Performance Documents
Author Keet Amura
Period Begin Date 02/01/2018 Period End Date 02/15/2018
Rating Does Not Meet Expectations

Performance Document Details

Evaluation Approval Chain

Review Employee:Pending € Request Information
Evaluation Approval Chain

Pending

Multiple Approvers E
@ ePerformance HR Administrator

Comment
Approve Deny
GoTo Approval Summary

javascriptvoid(0)

Step Action

23. Add comments about your approval or denial of the document.

Click in the Comment field.

24, Enter the desired information into the field. For this example, enter | agree with
the evaluation results..

25. Click the Approve button.
Approve

26. UCPath displays a confirmation message.

Click the Close button.
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Favorites ~ Main Menu = > Manager Self Senice ¥ >  Performance Management~ >  Approve Documents ~
. Home Worklist MultiChannel Console Add to Favorites Sign Ou
ORACLE Al | Search

% | Advanced Search

Approve Document

Approve or deny the proposed information for the employee listed here. You may

also enter optional comments about each approval choice. When you are finished,

selectthe Approve or Deny button on the page

Don Chidi. EmplID 17413556
ctions~ ¢

Performance Document

Doc Type Annual Performance Documents
Author Keet Amura

Period Beqgin Date 02/01/2018 Period End Date 02/15/2018

Rating Does Not Meet Expectations

Performance Document Details
Evaluation Approval Chain

Review Employee:Approved
Evaluation Approval Chain
Approved

ePerf Mgr 1 RVCMP - Pradeep
v ePerformance HR Administrator
09/27118 - 9:23 AM

GoTo Approval Summary

| Mew Window | Help | Personalize Pac

Step Action

217.

document is now available for review as a historical document.

The Approve Document page displays the new approval status of Approved. The

28.

You have successfully approved an ePerformance document.
End of Procedure.
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