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Agency Administrator Functions in Performance 
Management Documents 
Overview 

This desk aid guides agency administrators on understanding, accessing and working with performance 
management documents in order to assist managers through the evaluation process. The agency’s templates 
and performance documents are configured within Performance Management to accommodate most 
employees within an agency. Some internal business processes might require further standardization of 
employee evaluations beyond the delivered performance document. 

The information provided in this desk aid is based on the CAPPS multi-agency use performance management 
template and displays all the functionality available within Performance Management. Some of the information 
may not apply, depending on your agency’s template configuration. Contact your agency’s Human Resources 
Department with any questions. 

Performance Management 

Performance Management is a module designed for accessing, creating and updating evaluation documents that 
support the performance review process. The module supports: 

• Goal setting and tracking 

• Regular check-ins between the manager and the employee for ongoing feedback 

• Requests for feedback from other reviewers in the agency 

• Communications 

• Feedback sharing between the manager and the employee in the final evaluation 

• Approval of evaluation documents 

Understanding Performance Documents 

This section is copied from the Manager Self Service Desk Aid and offers an overview of performance 
documents. Referring to this section may be helpful when reviewing the administrator tasks. 

Document Structure 

Document Header 

The document headers displays general information about the document and the employee when 
expanded. Some of the fields are determined by the agency template. 

 



CAPPS Central Desk Aid 

Agency Administrator Functions in Performance Management Documents Feb. 19, 2026 Page | 2 

Document Body 

Includes one or more sections for evaluating the employee. This area is for: 

• Defining evaluation criteria 

• Tracking checkpoint progress 

• Entering performance feedback 

 

Common Icons and Controls 

Icon or Control Description 

Document Status • Displays the current state of the document.  

• Informational.  

• Values for each step include: 

o DEFINE CRITERIA: In Progress 

o CHECKPOINT or FINALIZE CRITERIA: In Progress 

o EVALUATION:  

▪ Evaluation in Progress 
▪ Shared with Employee 
▪ Shared with Manager 
▪ Request Acknowledgment 
▪ Pending Acknowledgement 
▪ Acknowledged 
▪ Approval 
▪ Canceled 
▪ Completed 

Note: These values are also used as document statuses to organize 
and filter documents. 

Drop-Down Arrow Displays the list of related actions that can be initiated for the employee. 
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Icon or Control Description 

Expand or Collapse Expands or collapses the area that displays general information about the 
performance document (such as the document ID and type), the associated 
template and due date. 

Save Saves the changes made. 

Nominate Participants Adds individuals to participate in the employee’s performance review or 
manage participant evaluations on the Add/Review Participants page. A blue 
dot in the upper right corner of the icon indicates updates are available on the 
page. 

Note: This icon only displays if configured to do so on the template. 

More Actions  
(Ellipsis Icon) 

Displays more available actions that apply to the document. 

Note: Available actions vary based on factors (such as the template setup, 
current step of the document and user’s role). 

More Actions Menu 

The More Actions ellipsis (...) icon displays in various locations on document pages. The actions available depend 
upon the user’s access, stage/level and area of each document. 

Document Level 

There are two levels and menu areas:  

Document Cards 

The More Actions ellipsis (...) icon is located on the right of each document card and includes 
actions for: 

• Open 

• Last Updated 
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Performance Documents 

The More Actions ellipsis (...) icon is located near the top header area on the Performance Document 
page and includes the actions to: 

• Clone 
• Print 
• Notify 
• Attachments 
• Last Updated 
• Overview 

 

The More Actions ellipsis (...) menu located in the header area of a document provides options for 
document-level action descriptions. 

Field or Control Description 

Open Opens the document on the Performance Document page, which is the same 
as selecting the employee’s name on a Document Card. 

Clone • Creates a new document by copying the corresponding document with a 
new evaluation period that the user specified. 

• Allows the user to create a new document quickly for the same employee, 
document type, and document template for the new evaluation period. 

• Displays if the option to allow cloning from existing documents is enabled 
for your role in the document type setup. 

Print Displays a printable version of the document in PDF format (when logged in 
with manager access) and provides the options of participant feedback: 
• With participant identity included 
• Without participant identity included 
• To be excluded 

Notify Displays a message about the document on the Notify page. 

360 Graphical 
Rating 

Allows viewing ratings provided by all evaluators as well as the calculated 
average rating for each section, item and sub-item of the evaluation on the 
360 Graphic View page. 

Note: Ony available in the Evaluation step and only if the View Average 
Rating option is selected for your role (manager, employee or both) on the 
template configuration.  

Attachments Allows adding attachments to the document on the Attachment page. 

Note: Only available in the Evaluation step.  
 

Note: The user can view but not add attachments to completed or canceled 
documents. 

Last Updated Displays the document’s last updated information on the Last Updated page. 

Overview Displays the description and objective of each step in the performance process 
on the Performance Process Overview page. 
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Step Level 

The More Actions ellipsis (...) icon is located to the right of the selected checkpoint. The available actions 
change depending on the current step or document status. 

 

Step Level Actions 

Field or Control Description 

Skip 
Checkpoint 

Skips the current Checkpoint step if it is no longer needed. 

Note: Available with the Checkpoint step only. 

Reopen Prior 
Step 

Reopens the previous step for the update.  

Note: Available if the previous step was just completed or skipped and no 
changes were made to the current step. 

 

Note: Unavailable in the first step of the document. 

View Employee 
Evaluation 

Displays the self-evaluation of the employee on the Self-Evaluation – <status> 
page. 

Note: Only available for managers in the Evaluation step.  

Reopen 
Employee 
Evaluation 

Reopens the employee’s self-evaluation that was completed or canceled by the 
manager or the system. 

Updates the document status of the employee’s self-evaluation to Evaluation in 
Progress. 

Note: Only available for managers in the Evaluation step. 

Reopen 
Manager 
Evaluation 

Reopens the manager document for update by changing the document status to 
Evaluation in Progress.  

Note: Only available for managers in the Evaluation step and only when the 
evaluation is passed the Evaluation in Progress status but is not yet completed. 

 

Note: A document cannot be reopened if it was submitted for approval. 

Cancel Overall 
Evaluation 

Cancels the entire evaluation and updates the document status to a Canceled 
status. 

Note: Only available for managers in the Evaluation step. 

Change Due 
Date 

Modifies the due date of the employee’s self-evaluation that is currently in 
progress. 

Note: Only available for managers in the Evaluation step. 

View 
Instructions 

Displays the instructions provided for the current document step on the 
Instructions page. 

Note: Available with all document steps. 
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Section Level 

The More Actions ellipsis (...) icon is located on 
the right of the selected checkpoint. The 
available actions change depending on the 
current step or document status. 

Section Level Actions 

Field or Control Description 

Delete Multiple 
Items 

Removes one or more items from document sections on the <section> page. 
Note: Only available if the user’s role can delete items in the current step 
based on the template setup. 

Optional Actions 

Field or Control Description 

Define Section 
Weight 

Specifies section weights for the document on the Section Weight page. 

Note: Only available if the section can be weighted based on the Template 
configuration. 

Define Item 
Weight 

Specifies section weights for the document on the Section Weight page. 
Note: Only available if items in the section can be weighted based on the 
template configuration.  

Item Level 

The More Actions ellipsis (...) icon is located next to the add (+) icon on the Performance Document page 
and in the header area of an item. The available actions change depending on the current step or 
document status. 

Item Level Actions 

Field or Control Description 

View Graphical 
Rating 

Displays ratings provided by all users for the item in a horizontal bar chart on 
the Average Ratings page. 

Note: Only available in the Evaluation step and only when the VIEW 
AVERAGE RATING check box is selected for your role on the Template 
Definition – Process page. 

Delete Removes the corresponding item. 

Note: Only available if the user’s role can delete items in the corresponding 
document step based on the template setup. 

Last Updated Displays the last updated information of the corresponding item on the Last 
Updated page. 

Define Item 
Weight 

• Specifies item weights for the section on the Item Weight page. 

• Allows view of the Section or Item Weight page. 

Note: Only available if the agency-specific template is configured to allow for 
weighted sections or content items. 



CAPPS Central Desk Aid 

Agency Administrator Functions in Performance Management Documents Feb. 19, 2026 Page | 7 

Participant Reviews 

The More Actions ellipsis (...) icon for participants allows two actions:  

• Participant request  
–or–  

• Evaluation 

 

Participant Review Actions 

Field or Control Description 

Cancel Evaluation • Available for: 
o Managers only. 
o Accepted requests or participant evaluations listed as Evaluation in Progress. 

• Cancels the participant evaluation. 

Change Due Date • Available for:  
o Managers only. 
o Accepted requests or participant evaluations listed as Evaluation in Progress. 

• Updates the due date of the participant evaluation. 

Delete Evaluation • Available for:  
o Managers only. 
o Canceled participant evaluations. 

• Deletes the canceled participant evaluation. 

Reopen 
Evaluation 

• Available for:  
o Managers only.  
o Completed or Canceled participant evaluations. 

• Reopens the participant evaluation. 

Resubmit • Available for Canceled, Withdrawn or Declined requests. 

• Resubmits the participant request, which sets its status to Pending. 

Send Reminder • Available for Pending requests. 

• Sends an email reminder to the individual about a Pending request. 

View Participant 
Evaluation 

• Displays evaluations completed by participants on the Participant Evaluation page. 

• Applicable to completed participant evaluations for users whose role is specified 
in the VIEW EVALUATIONS field on the template configuration. 

Note: See the Performance Document or Participant Evaluation page. 

Withdraw • Withdraws the request from the individual.  

• Applicable for Pending requests. 
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Accessing Performance Administration 

Navigation  
 Dashboard: Employee Self Service, Workforce Administration; Tile: Performance Administration 

The Performance Administration page displays the default Create Documents page and contains a left-hand 
navigation menu. 

Performance Administration Tasks 

Performance documents can be created, transferred, reopened, canceled and deleted. To complete tasks, 
agency administrators:  

• Use navigation menus, pages and searches.  
• Assist agency managers with processes and workflows to enhance employees’ workplace performance.  
• View document creation results and performance documents. 
• Approve performance documents. 
• Maintain Performance Notes. 

Creating Performance Documents 

Agency administrators are authorized to create performance documents for any employee within the agency 
and need the same information that a manager uses: 

• PERIOD BEGIN DATE and PERIOD END DATE  
• DOCUMENT TYPE  
• TEMPLATE ID 
• MANAGER SELECTION METHOD BY REPORTS TO POSITION 
• CREATE DOCUMENT USING EMPLOYEE ID 

To create a performance document: 

1. Create a RUN CONTROL ID.  

2. Choose the employee(s) by using the EMPLID and NAME. 

3. Populate all fields. 

4. Select Run. 

 
The Process Scheduler Request with the checked Select box displays. 
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5. Select OK to begin the process of creating the performance document. 

 
The Process List page displays. 

The document is created when the: 

• RUN STATUS changes to Success.  

• DISTRIBUTION STATUS to Posted. 

Note: You may need to select Refresh several times until the Run and Distribution statuses are 
completed. 

Transferring Documents 

Agency administrators are authorized to transfer a performance document from one manager to another 
manager within the same agency. When search criteria is entered on the Transfer Document page, the user 
receives a list of documents that can be selected.  

Note: In the following example, the search uses tester EMPLOYEE ID 70681000169. 
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To transfer a document to another manager: 

1. Select Continue. 
The Transfer Document on the Confirm Transfer page displays. 

 

2. Select the Select a Manager hyperlink to open a Search page.  

Note: The chosen manager must be within your agency. 

3. Enter search criteria. 

 

4. Select OK. 
The Confirm Transfer page displays again with the selected manager 

 

5. Select Save. 
The document transfer was successful and the Save Confirmation page displays. 

6. Select OK. 
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The previous Transfer Document page now displays the transferred document. 

 

Reopening Documents 

Agency administrators are authorized to reopen documents that managers cannot. In the following example, the 
search is by EMPLOYEE ID and DOCUMENT STATUS with a Canceled status document. 

On the Reopen Document page: 

1. Select Continue. 

 
The Confirm Reopen Document page displays. 

 

2. Select Save. 
The Save Confirmation page displays. 

3. Select OK.  
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To verify that the document was reopened for the employee:  

1. Navigate to the View Performance Documents page. 

2. Enter the desired search criteria. 

 

3. Select Search. 
The document is listed under Performance Documents. 

Canceling Documents 

Agency administrators are authorized to cancel a document — a document must be canceled before it can be 
deleted. In the following example, the administrator selects the previously reopened document and sets it to 
canceled again. The search criteria is by EMPLOYEE ID and DOCUMENT ID. 

To cancel a document: 

1. Select Continue. 

 
The Confirm Cancellation page displays. 

2. Select Save. 

 
A confirmation of the Cancel Document displays. 

3. Select OK.  
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Deleting Documents 

Only agency administrators can delete documents, including documents that were canceled. Documents cannot 
be deleted accidentally. In the following example, the previously canceled Document ID 189259 will be deleted. 

1. Select Continue. 

 
The Confirm Delete page displays. 

2. Select Save. 

 
A confirmation of the Delete Documents displays.  

3. Select OK. 
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Viewing Performance Documents 

Agency administrators are authorized to view documents within the agency.  

If an administrator needs to review performance documents: 

1. Access the View Performance Documents menu. 

2. Search by EMPLOYEE ID.  

3. Select the employee’s name in the list of performance documents. 

 
 

The employee’s performance document displays in View Only mode. 

 

 



CAPPS Central Desk Aid 

Agency Administrator Functions in Performance Management Documents Feb. 19, 2026 Page | 15 

 

 

Maintaining Performance Notes 

Agency administrators are authorized to add, delete or transfer Performance Notes for employees in the agency. 

To add, delete or transfer Performance Notes: 

1. Search for and select an Empl ID. 

2. Select Add a New Note. 
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3. Enter a SUBJECT and NOTE TEXT. 

 

4. Select Save. 

5. Select the checkbox on an existing performance note row. 

 

6. Select Delete –or– Transfer. 
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Viewing Document Creation Results 

Agency administrators are authorized to see if the document was created successfully. 

Note: Agency administrators are authorized to create a document using the assigned template(s) but are not 
authorized to make changes to the documents. 

To view a created document: 

1. Search by RECENT SEARCHES, SAVED SEARCHES, or RUN CONTROL ID. 

 

2. Select Search. 
The View Document Creation Results page displays. 

 
The administrator can use the View Performance Documents function to view the created document 
(this is view only). 
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ePM Reports and Queries 

There is a substantial amount of data the agency can use to compare and monitor the agency’s performance 
management program. This data can be exported using the delivered Multi-Agency Use queries.  

Note: Only an agency administrator can access and run these queries. 

Accessing Multi-Agency Use queries: 

1. Select the Navigation tool. 

 
The navigation window displays. 

2. Select Menu. 

3. Select Reporting Tools.  

4. Select Query. 

5. Select Query Viewer. 
The Query Viewer page displays. 

6. Select the Query Name item from the drop-down menu for the SEARCH BY field. 

 

7. Enter TX_EP in the BEGINS WITH field. 

Note: All performance management queries begin with TX_EP. 
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8. Select Search. 
The Query section populates. 

 

Note: Each Query can be run to HTML or Excel. 

9. Enter at least one of the available fields. 

 

10. Select View Results. 
A corresponding View Results page displays. 
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Revision History 

Date Description of Change Changed By 

Feb. 19, 2026 Initial release. J. Partin 
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