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Concept
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This job aid is specifically for Administrators (i.e. HR Coordinators). Managers have
different capabilities and should follow the TM-06.4 CABQ Transferring an Employee
Performance Document job aid.

When an employee takes a hew position with another manager in your department the employee's
performance document can be transferred to the new manager. The new manager will be able to
update the performance document as appropriate to the new position.

Navigation to transfer as an Administrator (not manager):
Main Menu>Workforce Development>Performance Management>Performance
Documents>Administrative Tasks>Transfer Document

Required Field(s) Comments

Output - Result(s) Comments

Additional Information
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Procedure

In this lesson we will walk through the steps for Transferring Employee Performance
Document to new Manager.

Favorites = Main Menu ~ i
Home Worklist Add to Favorites. Sign out
HRMUAT Menu ~ Search Advanced Search
Personalize Content | Layout ) Heip

Announcements T ov Employee Self Service T [ov
E] View Paycheck E Direct Deposit E]vu'rax Information

No Current Announcements Review current and pricr View, 2dd, or change View, 3dd, or change:

paycheds. your direct depasit your W-4 infermation

infarmation

Personal Voluntary
=1 Be fits S = | = |
REHE s ummar\f{ Information Deductions
Leave and Comp Plan Balances o low SviEw s summan o

cument, past or future summary Add or update your
Descr End Bal benefit enroliments. Revisw 8 summary of voluntsry deductions
Srtnday Leay - your persansl

rinday Leave & informaticn.
Sick
Vacation 59.99

= Views W-2nil-2e Paycheck Modeler  [[==] Life Events
%\h Company Directon o ow Forms Creste 2 hypothetical Change bensfit
e View electronic W-2 and pa: on your el
W-2c forms. i B
This feature Is currently unavailable. m
new baby

Company Directory folder
HC_COMPANY_DRECTORY" is not available or is

improperly configured. =1 My Current Profile

Manage sills,

A problem has occurred. Please contact your competencizs, and

system administrator. scoomplishments in

your cument profile.

i G

Step Action

1. Click the Main Menu link to begin navigation.

Click the Workforce Development menu item.

Click the Performance Management menu item.

Click the Performance Documents menu item.

Click the Administrative Tasks menu item.

o|lalrfw™

Click the Transfer Document menu item.
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Favorites = Main Menu ™~ & force Development = > Performance Management =~ > Performance Documents = > Administrative Tasks = » Transfer Document
Home Worklist Add to Faverites Sign out
H RMUAT Al = | Search Advanced Search

New Window | Help | Personalize Page | L
Transfer Document
To transfer a performance document, select the checkbox for the Employee and then select the Continue push button

Search for Documents

First Name Last Hame
Manager First Name Last Hame
Document Type - Document Status -
Period Between [ - L}
Search Clear

Step

Action

To search for the employee's performance document enter the desired information
into the First Name field.

For this training enter "Albert".

Enter the desired information into the Last Name field. Enter "Albuquerque”.

Click the Search button.

10.

To choose the employee for document transfer:

Click the Checkbox option.

11.

Click the Continue button.
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Favorites = Main Menu = - ¢

farkforce Development = > Performance Management = > Performance Documents = > Administrative Tasks = > Transfer Document

Home: Worklist MuttiChannel Console
HRMCFG

Addto Favorites | Sign out
Al ~|search Advanced Search [/ Last Search Results

Hew Window | Help | Personaiize Page |
Transfer Document
Confirm Transfer
Performance Documents Personalize | Find \ | =]

Period Begin Period End  Job Title

First' '+ 107 1'% Last
Employee ID Name Document Type Document Status Manager
000031002  Albert Albuquerque  APD Annual Review Completed 0772372016 06/30/2017  Human Resources Mgr  Sandy Socorro

“You have chosen to transfer the document indicated to another manager.
Select the receiving manager by using the “Select a Manager” hyperink, then select the Save button to complete the transfer.
New Manager ID:
Select a Manager

Save
Return to Previous Page

Step Action
12.

To select the new manager that will be receiving the performance documents for
this employee:

Click the Select a Manager link.
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Favorites = Main Menu ™~ & lorkforce Development = » Performance Management = > Performance Documents = > Administrative Tasks = > Transfer Document
Home: Worklist MutiChannel Console Add to Faverites Sign out
H R M C F G Al = | Search Advanced Search Last Search Resulls

New Window | Help | Personaiize Page | ©

Person Search
Search Criteria and Results
Instructions
Search Criteria
HName ||

Last Name

Second Last Name

First Name

ACName

Search

Return to Previous Page

Step Action

13. Enter the desired information into the Name field.

For this training enter "Andrea".

14. Enter the desired information into the Last Name field.

Enter "Romero".

15. Click the Search button.

16. Click the Button option to the left of the correct manager's name.

(9]

17. Click the OK button.
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Favorites = Main Menu ™ & forkforce Development = » Performance Management ~ > Performance Documents =~ > Administrative Tasks = > Transfer Document
Home | Workist | Mutichannel Console | AddtoFavortes | Sign out
HRMCFG All = |Search Advanced Search (3] Last Search Results
Hew Window | Help | Personaiize Page |
Transfer Document
Confirm Transfer
Performance Dacuments personalize | Find |20 |B  First@ 1 011 @) Last
Employee ID Name Document Type Document Status Period Begin Period End  Job Title Manager
000031002  Abert Albuquerque  APD Annual Review Completed 0772372016 06/30/2017  Human Resources Mgr  Sandy Socorro
“You have chosen to transfer the document indicated to another manager.
Select the receiving manager by using the “Select a Manager” hyperink, then select the Save button to complete the transfer.
New Manager ID: Andrea Romero
Selectalin
Save
Return to Previous Page
Favorites ™ Main Menu ™ forkforce Development = > Performance Management = > Performance Documents = > Administrative Tasks = » Transfer Document
Home | Workist | MufiChannel Console | AddtoFavorites | Sign out
HRMCFG All = | Search Advanced Search  [2] Last Search Results

New Window | Help | Personaiizs Pags | I
Transfer Document
Save Confirmation

' The save was successiul

oK
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Step Action

19. Click the OK button.
20. Congratulations! You have successfully completed Transferring Employee

Performance Document to new Manager.
End of Procedure.
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