State Accou

Office

Job Aid

Acknowledging a Review Meeting - ESS

Favorites + Main Menu ~

Team Works

Top Menu Features Descriptions 0%
Qurmenu has changed!

The menu is now located across the top of
the page. Click on Main Menu to get
started.

Highlights

Recently Used
pages now appear
under the Favorites
menu, located at the
top left

Home | Worklist

Personalize Content | Layout

News and Announcements. <

Forgotten Password Hints:

We have noticed that you have not set up your security hint questionsiresponses that allows
you to use the forgotten password feature. It is important that you set up the security hint
questionsiresponses to ensure that you have uninterrupted access to the system

To set up your security hint questionsiresponses, use the ‘My System Profile’ menu item
and then click on the ‘Change or set up forgotten password help’ link found on the page.
This message will stop appearing once you have set up your securiy hint
questions/responsas

Breadcrumbs
visually display your
navigation path and
give you access to
the contents of
subfolders.

Menu Search,
located under the
Main Menu, now
supports type ahead
which makes finding
pages much faster.

Regular Mai Monthly: Monthly maintenance for TeamWorks Financials and Team
Georgia Marketplace™ is scheduled for every third Sunday of the calendar month. The
application will not be available for 1 hour between 7:00 AM to 8:00 AM

Weekly: The system will shut down every Monday between 5:00 AM and 5:30 AM for routine
maintenance.

QUESTIONS: SAQ CSC HCM
404-657-3056
836-896-7771
HCM@sa0.02.00¢

QUESTIONS: SAO CSC Security
404-657-3056
236-896-7771
SAG PS Access@saogagov

QUESTIONS: Human Resources Administration (HRA)
Phone: 404-656-2705
hra@doas 0a gov

HCM News: Sign Up for HCM News Here

Add to Favorites

Sign out

2 Help

Step

Action

Main Menu -

Begin by navigating to the Current Documents page.

Click the Main Menu link.

Note: This simulation is an example of a transaction. When entering a transaction in the
live TeamWorks HCM system, please select all values and options based on agency
policy, the paperwork on hand and the current situation.
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Office

Favorites - | [ Main Menu ~|
Search Menu: Home Worklist /Add to Favorites
TeamW| ®
B PayMatch for North America v Personalize Content| Layout
Top Menu Feat| C1  seff Service » incements =
ourm B Manager seff Service v
@ Agency security » Wword Hints:
The menu s no
the page. Click & workforce Administration * | that you have not set up your security hint questionsiresponses that allows
started. £ Time and Labor » |rgotten password feature. It is important that you set up the security hint
ises to ensure that you have uninterrupted access to the system
Highlights & waorkforce Development
& , eurity hint questions/responses, use the My System Profile’ menu item
Recently Use Organizationsl Development the ‘Change or set up forgotten password help’ link found on the page
pages nowap [ SetUpHCM » jil stop appearing once you have set up your security hint
under the Favg [ Enterprise Components » ['ses;
menu located |
top left Waorklist
P B Reporting Took , Pance Monthly: Monthly maintenance for TeamWorks Financials and Team
eporting Tools lace™ is scheduled for every third Sunday of the calendar month. The
Breadcrumps| = PeoPETools > fot be available for 1 hour between 7:00 AM to 8:00 AM.
readcrumbs|
visually displayl (5 Cnange wy Passwora tem will shut down every Monday between 5:00 AM and 5:30 AM for routine
gi]‘gﬁ‘f:g’:&‘ E  myPersonaiizatons
the contents of [ My System Profile o csc Hom
subfolders. | [y Dictionary 6573956
-896-7771

Menu Search,
located under the
Main Menu, now

supports type ahead QUESTIONS:
which makes finding
pages much faster.

QUESTIONS:

HCM@sao.92.00v

SAO CSC Security
404-657-3856

888-896-7771

SAOQ PS Access@sao ga gov

Human Resources Administration (HRA)
Phone: 404-656-2705
hra@ooas ga.gov

HCM News: Sign Up for HCM News Here

Sign out

? Help

Step

Action

Click the Self Service link.

Self Service

Page 2
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Home | Workist | AddtoFavortes

Personalize Content| Layout

r security hint questionsiresponses that allows
important that you set up the security hint

access to the system

s, use the 'My System Profile’ menu item
tten password help’ link found on the page.
ve set up your security hint

intenance for TeamWorks Financials and Team

a
lace™ is scheduled for every third Sunday of the calendar month. The

» fot be available for 1 hour between 7:00 AM to 8:00 AM.

tem will shut down every Monday between 5:00 AM and 5:30 AM for routine

Favorites - | [ Main Menu -]
Search Menu:
TeamW| ®
B3 PayMatch for North America L]
Top Menu Feat| C1  self Service
,
£3 Manager seff Service Time Reporting
Ourm €1 Personal Information »
€1 Agency Security o
The MeNUIS N0 e Acisrag Payroll and Compensation
@ page. Lic 3@ Benefits »
started. 3 Time and Labor -
Highiights &  Werkforce Developmert Performance Management
& E  LeaveBalance
Organizational Developy
Recently Useq [ Employee Expense Reimbursement
pages now pj Set Up HOM SR
underthe Favq 1 Entrprise Comporents g ob beseripon Repol
il & workist Manage Delegation
iCE WonTily  WontTy a)
@ Reporting Tools >
& PeopleTools
Breadcrumbs .
visually display] =) Change My Password
navigation patf| (5]  y personaiizations
give you ace:
the contents of [ My System Profile lo csc Hem
subfoiders. | & wy Dictonary 6573956
-896-7771
Menu Search, HCM@sa0.02.00v
Iocated under the
Main Menu, now
supports type ahead QUESTIONS: SAO CSC Security
which makes finding 404-657-3356
pages much faster. 885-096-7771
SAO PS Access@sa0.0a gov
QUESTIONS: Human Resources Administration (HRA)
Phone: 404-656-2705
hra@doas gagov
HCM News: Sign Up for HCM News Here

Sign out

? Help

Step Action

Click the Performance Management link.
Performance Management
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State Acco

Office

Favorites - | [ Main Menu -|
Search Menu: Home Worklist /Add to Favorites
TeamW| ®
B3 PayMatch for North America > Persenalize Content| Layout
Top Menu Feat| (1 Seff Service B
»
C3 Manager seff Service Time Reporting
Ourmj =] 3 Personal Information »
Agency Security
The menuisnof B Payrolland Gompensation »
the page. Click Workdorce Administratid e , Ir security hint questionsiresponses that allows
started, 3 Time and Labor tun-the security hint
o 3 Workorce Deveiopmen| = Peormance Managem lystem
Highlights PIEN S ave Batance €1 My Performance Documents * e .
@ Organizational Develor te menu item
Recently Used o " B Employes Expense el ) Peromance Notes lund on the page
pages now ap) Set Up HCM TP yOUrSECumy T
underthe Favd 1 gnterpnse Comporents S Job Deseription Report
gt & worst Manage Delegation i
& Reporing Took JFCE WMy WM Tiainienance for Team\orks Financials and Team
lace™ is scheduled for every third Sunday of the calendar month. The
Breadcrumbs| = PeopeToos » ot be available for 1 hour between 7:00 AM to 8:00 AM.
readcrumbs
visuslly displayl (5 Cnange wy Passwora tem will shut down every Monday between 5:00 AM and 5:30 AM for routine
gi]‘gﬁ‘f:g’:&‘ E  myPersonaiizatons
the contents of [ My System Profile A
subfolders. | [y Dictionary 6573956
-896-7771

Menu Search,
located under the
Main Menu, now
supports type ahead
which makes finding
pages much faster.

HCM@sa0.92.00¢

QUESTIONS: SAO CSC Security

404-657-3856
838-896-7771
SAQ PS Access@sao ga oy

QUESTIONS: Human Resources Administration (HRA)

Phone: 404-656-2705
hra@doas ga.gov

HCM News: Sign Up for HCM News Here

Sign out

? Help

Step

Action

My Performance Documents

Click the My Performance Documents link.
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Job Aid

Favorites - | [ Ma Menu |
Search Menu: Home ‘Worklist Add to Favorites Sign out
TeamW| ®
PayMatch for North America » Personaiize Content | Layout 2 Help

Top Menu Feat| Self Service

Manager Self Service
Ourm

Agency Security
The menu is no
the page. Click
started.

&
[=]
&
[=]
& workforce Administrati
& Time and Labor
Highlights @ workforce Developmen|
Recently Use @ organizational Develop|
pages now ap] 1 SetUp HCM
underthe Favg (3 enterprise Components|
& workist
[=]
[=]
E]
B8
El
B8

Reporting Tools

menu, located
topleft.

PeopleTools
Breadcrumbs ’

visually displa
navigation pat

Change My Password
My Personalizations
My System Profile

subfolders. My Dictionary

Time Reporting

Personal Information
Payroll and Compensation
Benefits

»
, Ir securiy hint questionstrespo
i th,

Performance Managem
Leave Balance

Employee Expense Reil

My Performance Docur
[ Performance Notes

nses that allows
Je securty hint

Job Description Report

DDDDEE R R

Manage Delegation

0 CSC HCM
-657-3956

Menu Search,
located under the
Main Menu, now
supports type ahead
which makes finding
pages much faster.

8967771
HCM@sa0.0a.00¢

QUESTIONS: SAO CSC Security
404-657-3856
836-896-7771
SAQ PS Access@sao ga.gov

B current Documents
B Historical Documents

QUESTIONS: Human Resources Administration (HRA)

Phone: 404-656-2705
hra@doas ga.gov

HCM News: Sign Up for HCM News Here

/@Ce Mortnly - WORTy Tiaintenance for TeamWorks Financials and Team
lace™ is scheduled for every third Sunday of the calendar month. The
fotbe available for 1 hour between 7:00 AM to 8:00 AM.

tem will shut down every Monday between 5:00 AM and 5:30 AM for routine

Step

Action

Current Documents

Click the Current Documents link.
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Favorites v Main Menu ~ > SelfServicew > Performance Management~ > My Performance Documents v >  Current Documents
Home ‘Worklist /Add to Favorites Sign out
Team Works
New Window | Help | Personalize Page | £
Current Performance Documents
John Travolta
Listed are your current performance documents.
Performance Documents Personaize | Find | (] B First (0 120f
Employee ID Document Type Document Status Period Begin Period End  Job Title NextDueDate  Manager Department
Annual Performance Event Services Mgr Flannery
00272159 Review Define Criteria 07/0112018 08/30/2017 (@WCC) 01/0172017 Q'Conner 922408
Annual Performance N Event Services Mar Flannery
00272159 Review Ready to Acknowledge 07/0172014 06/30/2015 (GWCC) 0713112015 O'Connor 922408
< >

Note the Document Status is marked Ready to Acknowledge.

Click the Annual Performance Review link.

Annual Performance
Review

Page 6
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/@ Complete Self Evaluation
DueDate 073172015
View

/@ Review Manager Evaluation

DueDate 0773172015

© Review with Manager

Acknowledge

View

Favories v | WamWenu v SelfSenice~ 5 ~ Wy Performance Documents v > Gurrent Documents
Home AddtoFavories | Sign out
Team Works
0 «
Performance Process Annual P Review Retun to Current Documents [ Save. Acknowledge |
Steps and Tasks S o~ | Manager Evaluation - Acknowledge Gt | E9 Nty
John Travoita John Travolta
Annual Performance Review Job Title Event Services Mar (GWCC) Manager Flannery O'C¢
0710172014 - 06/302015 Overview _) Document Type Annual Performance Review Period 07/01/2014
e . Template Annual Performance Review Document ID 831456
Defne Criiera ‘ Status Ready to Acknowledge Due Date 077312015
DueDate 01012015

This document is currently waiting for your acknowledgment

Select the Acknowledge button to confirm that you and your manager have discussed this document. Your name will be piaced in

printed document acknowledging that the review was heid.

~ Expand All | (5, Collapse Al

Section 1 - Coreflndividual Competencies
v Expand | (» Collapse

Communication

Creativity and Innovation

Customer Service

Teamwork and Cooperation
Results Orientation
Accountability

Judgement and Decision Making
Talent Management

Transformers of Government

P e e | B e (e
<

Step Action

7. Notice in the Steps and Tasks pagelet the Define Criteria and Complete Self

Evaluation steps are marked complete with a green check mark.

The Review with Manager step is also marked complete in the Review Manager
Evaluation step, The next step in the performance review process is Acknowledge.
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State Acc

Office

Favorites v ‘ Main Menu v » My Performance Documents v > Current Documents

Home Worklist /Add to Favorites Sign out
Team Works
Performance Process o Annual Performance Review Retun to Current Documents [ Save. Acknowledge |
Steps and Tasks S &~  Manager Evaluation - Acknowledge Gt | E9 Nty
John Travoita
Annual Performance Review Job Title Event Services Mar (GWCC) Manager Flannery O'Ct
07/01/2014 - 06/3012015 Overview

*'@ Define Criteria
DueDate 010172015

=)@ Complete Seff Evaluation

DueDste 073172015

View

Review Manager Evaluation

DueDste 07312015

© Review with Manager
Acknowledge

View

Document Type Annual Performance Review

Template Annual Performance Review
Status Ready to Acknowledge

This document is currently waiting for your acknowledgment

Select the Acknowledge button to confirm that you and your manager have discussed this document. Your name will be piaced in
printed document acknowledging that the review was

hela.

Period 070172014
Document ID 831456
Due Date 07/31/2015

~ Expand All | (5, Collapse Al

Communication
Creativity and Innovation
Customer Service

Teamwork and Cooperation
Results Orientation
Accountability

Judgement and Decision Making
Talent Management

Transformers of Government

P e e | B e (e

Section 1 - Core/Individual Competencies
~ Expand | (») Collapse

Step

Action

«

Click the double arrow to hide the Performance Process pagelet.

Page 8
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Job Aid

Favorites v ‘ Main Menu ¥ > Self Service v > - > My Performance Documents v >  Curent Documents
Home ‘Worklist /Add to Favorites: Sign out
Team Works
»
Annual Performance Review Retum to Current Documents Save Acknowledge | m

Manager Evaluation - Acknowledge

Job Title Event Services Mor (GWCC) Manager Flannery O'Connor
Document Type Annual Performance Review Period 07/01/2014 - D8/302015
Template Annual Performance Review Document ID 831456
) Status Ready to Acknowiedge Due Date 073172015

This document is currently waiting for your acknowledgment

Select the Acknowledge button to confirm that you and your manager have discussed this document. Your name will be piaced in the signature section on the
printed document acknowledging that the review was heid.

&Pt | =9 Notify

= Expand All | 5, Collapse Al

Section 1 - Core/Individual Competencies
= Expand | (» Collapse
Communication
Creativity and Innovation
Customer Service
Teamwork and Cooperation
Results Orientation
Accountability
Judgement and Decision Making
Talent Management

Transformers of Government

Coreflndividual Competencies Summary

Step

Action

Now, click the Acknowledge button.

Acknowledge

Note: Users_-ean should review the document before clicking the Acknowledge button.

Date Created: 10/24/2016 2:45:00 PM9/22/2016-12:39:00-PM
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Confirm Review Action

You have chosen to acknowledge that you and your manager have:
reviewed this document.

i jing that the review was
heid and your electronic signature will be added to this document

Step Action
10. To confirm the acknowledgement, click the Confirm button.
Confirm
Page 10
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Job Aid

Favores v | Main Menu + > o = > My Performance Documents v » _ Current Documents

Home | Workist | Add o Favorites

Team Works
Annual Performance Review Retum to Current Documents | Save
Manager Evaluation - Acknowledge
John Travolta

Job Title Event Services Mor (GWCC) Manager Flannery O'Connor

\J Document Type Annual Performance Review Period 07/01/2014 - D8/302015
Template Annual Performance Review Document ID 831456
Status Ready to Acknowiedge Due Date 073172015

| You have successfuly acknowledged this document
This Gocument s currently Waiting for your acknowledgment.

Select the Acknowledge bution to confirm that you and your manager have discussed this document. Your name will be placed in the signature section on the
prifted document acknowiedging that the review was held

Acknowledge.

&Pt | =9 Notify

- Expand Al | (1 Collapse Al

Section 1 - Core/Individual Competencies

~ Expand | '» Collapse
Communication
Creativity and Innovation
Customer Service
Teamwork and Cooperation
Results Orientation
Accountability
Judgement and Decision Making
Talent Management
Transformers of Government

Sign out

~

Step

Action

11

The user has successfully acknowledged the document.
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State Acc

Office

Favores v | Main Menu + > o = > My Performance Documents v » _ Current Documents

Home | Workist | Add o Favorites

Team Works

Refum to Current Documents | Save.

Annual Performance Review
Manager Evaluation - Acknowledge
John Travolta

Job Title Event Services Mor (GWCC) Manager Flannery O'Connor

\J Document Type Annual Performance Review Period 07/01/2014 - D8/302015
Template Annual Performance Review Document ID 831456
Status Ready to Acknowiedge Due Date 073172015

© You have successfully acknowledged this document.
‘This document is currently waiting for your acknowiedgment.

Select the Acknowledge bution to confirm that you and your manager have discussed this document. Your name will be placed in the signature section on the
prifted document acknowiedging that the review was held

Acknowledge.

&Pt | =9 Notify

- Expand Al | (1 Collapse Al

Section 1 - Core/Individual Competencies

~ Expand | '» Collapse
Communication
Creativity and Innovation
Customer Service
Teamwork and Cooperation
Results Orientation
Accountability
Judgement and Decision Making
Talent Management
Transformers of Government

Sign out

~

Step

Action

12.

Click the double arrow to show the Performance Process pagelet.

»

Page 12
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Job Aid

Favorites v ‘ Main Menu v B 2 - » My Performance Documents v > Current Documents

Home Worklist /Add to Favorites Sign out

Team Works
«

Performance Process o Annual Performance Review Return to Current Documents [ Save. Acknowiedge | A
Steps and Tasks S &~  Manager Evaluation - Acknowledge Gt | B3Nty
John Travolta Joh ita
Annual Performance Review Job Title Event Services Mar (GWCC) Manager Flannery O'Ct
07/01/2014 - 06/3012015 Overview

*'@ Define Criteria
DueDate 010172015

~' @ Complete Self Evaluation
DueDate 0713172015

View

Review Manager Evaluation
DusDate 0713172015
© Review with Manager

View

Document Type Annual Performance Review
Template Annual Performance Review
Status Ready to Acknowledge

_J

© You have successfully acknowledged this document.
‘This document is currently waiting for your acknowiedgment.

Period 070172014
Document ID 831456
Due Date 07/31/2015

Select the Acknowledge bution to confirm that you and your manager have discussed this document. Your name will be placed in

printed document acknowiedging that the review was héid

~ Expand Al | (1) Collapse Al

Section 1 - Core/Individual Competencies
- Expand |
Communication

» Collapse

Creativity and Innovation
Customer Service

Teamwork and Cooperation
Results Orientation
Accountability

Judgement and Decision Making
Talent Management

Transformers of Government

Step

Action

13.

Note the Acknowledge step is now marked complete.

Click the Return to Current Documents link.

Return to Current Documents
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State Acco

Office

Favorites v Main Menu ~ > SelfServicew > Performance Management~ > My Performance Documents v >  Current Documents.
Home Worklist /Add to Favorites Sign out
Team Works
New Window | Help | Personalize Page | £
Current Performance Documents
John Travolta
Listed are your current performance documents.
Performance Documents Personaize | Find | (] B First (0 120f
Employee ID Document Type Document Status Period Begin Period End  Job Title NextDueDate  Manager Department
Annual Performance Event Services Mgr Flannery
00272159 Review Define Criteria 07/0112018 08/30/2017 (@WCC) 01/0172017 Q'Conner 922408
Annual Performance Event Services Mar Flannery
00272159 Review Acknowledged 07/0172014 06/30/2015 (GWCC) 0713112015 O'Connor 922408
< >

14.

The Current Performance Documents page indicates that the review meeting_and
finalized evaluation is_are acknowledged. The next step in the process involves the
manager finalizing the performance document.

Page 14
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Office

Job

Aid

Favorites + ‘ MainMenu ~ > SeliSevicew > Performance Management~ 5 My Performance Documents v 5 Current Documents
Home ‘Worklist /Add to Favorites Sign out
Team Works
New Window | Help | Personalize Page | £
Current Performance Documents
John Travolta
Listed are your current performance documents.
Performance Documents Personaize | Find | (] B First (0 120f
Employee ID Document Type Document Status Period Begin Period End  Job Title NextDueDate  Manager Department
Annual Performance Event Services Mgr Flannery
00272159 Review Define Criteria 07/0112018 08/30/2017 (@WCC) 01/0172017 Q'Conner 922408
Annual Performance Event Services Mar Flannery
00272159 Review Acknowledged 07/0172014 06/30/2015 (GWcC) 0713112015 O'Connor 922408
< >

15.

Congratulations! You have acknowledged a performance evaluation document and
review meeting.

End of Procedure.
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