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Creating ePerformance documents by HR administrator using GroupID 

This job aid will demonstrate how HR administrators can create ePerformance documents 

using an GroupID.  The GroupID option allows you to create documents for all eligible 

employees that fall within the group (agency, department, etc.).   

 

1. Navigate to Main Menu > Workforce Development > Performance Management > Performance Documents > Create 

Documents 

2. On this page, click Add a New Value.   
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3. Type DOCS1 in the Run Control ID field.  

 

4. Click Add.   

5. Select desired Period Begin Date.  For this example, select 07/01/2017.  

6. Select desired Period End Date.  For this example, select 06/30/2018. 

7. Select desired Document Type.  For this example, select Annual Performance Review. 

8. Select desired Template ID.  For this example, select Annual Performance Review. 

9. Select By Reports to Position for Manager Selection Method.  
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10. Click the radio button for Group ID.  

 

 

11. In the next section, to select the correct GroupID, click the magnifying glass next to that field.  The GroupIDs you have 

security access to will appear. If you do not see the GroupID associated with your agency or department, please contact 

HCM@sao.ga.gov for assistance.  Otherwise, select the appropriate GroupID.   
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12. Verify the Description for the GroupID given is correct.  

 

13. Click Run. 



 

Creating ePerformance documents by HR administrator using employee ID | Prepared by DOAS/HRA 5 

               Created May 2017 

14. On the Process Scheduler Request panel, do not change any of the system defaults. 

 

15. Click OK. 

16. The Process Instance number should appear on the Create Document page.  That confirms the process has been 

initiated.  

  

 

 

17. To View your Document Creation Results, navigate to Main Menu > Workforce Development > Performance 

Management > View Document Creation Results. 

18. Click Search and select the same Run Control ID you used to create the documents.  

 

19. The last document(s) you created under the Run Control ID should appear.  The Success and Status sections will 

indicate if the documents were created successfully.  If the documents were not created or an error is displayed, please 

contact hra@doas.ga.gov for assistance.    
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20. END OF STEPS 

 

 

 

 


