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MANAGERS: Instructions for Viewing your Team Members’ ADEP Plans

As a manager, you are able to view and access all ADEP plans uploaded by your direct reports
through PeopleSoft.

Accessing completed ADEP Plans:

1. Loginto PeopleSoft HR on the Nest using the quick links menu:
The Nest > Quick Links > Staff Portal > PeopleSoft HR

quick links

Our Transformation

Emergency Management Change Password
Ask Us [ Self Service My Files
IMS Self Service My Staff Details
Academic Resources Expense Claims
Staff Portal PeopleSoft CS
Resources & info PeopleSoft FMS
News & Events PeopleSoft HR
Staff Directory Unitec Gradebook
Performance Parinering Policies And
Procedures
Report an Injury/hazard :
Student Services
Helpdesk
Staff Seif Service

2. Select ‘Manager Self Service’

Menu - Classic

Search:

| ®

[= My Favarites
[ Unitec Custom Modules

[ Manager Self Service

[ Worlkforce Adminisiration
[- Enterprise Learning

[: Set Up HRMS

[ Enterprise Components
[ Reporting Tools

[ PeopleTools

= My Personalizations



https://hcm.unitec.ac.nz/psp/HCMLIVE/EMPLOYEE/HRMS/h/?tab=DEFAULT
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3. Select ‘Employee Performance Documents’

@J Unitec HR

Favorites = Main Menu > Manager Self Service

Main Menu =
Manager Self Service

Mawvigate to self service information and activities for people reporting to you.
[ Employee Performance Documents }

Employee Performance Documents

4. You will see a list of all your direct reports who have uploaded their ADEP Plans. Click ‘View
Attachment’ to view each individual’s ADEP plan

Jacky McManus

Persanaize | Find | View A1 | B | 8 Firat Bl 45015 10 Loy

Empl ID i Name Attached File Long Description  DateTimeStamp View Attachment
1/1439272 0 Team Member 1 1439272 L pdf [2017 ADEP | |15/08/17 2:38:04.092000PM
2/1470331 0 TeamMember2 1470331 .pdf 017ADEP | |15/08/17 2:48:06.648000PM View Attachment
3/1471109 0 TeamMember3 1471109 pdf 2017 ADEP | |15/08/17 2:48:11.457000PM View Aftachmen
41477762 0 Team Member4 1477762, pdf ?'201? ADEP 16/08/17 2:52:27.65T000PM View Attachmen
5 1490066 1 Team Member5 1490066_1_ pdf 15/08/17 3:06:05.905000PM View Aftachmen

If you have any questions about this process please contact your Human Resources Business

Partner.
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