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Overview

PerformanceManager documents may be downloaded for offline use in situations when Internet access is unavailable (disconnected use).  The offline feature is ideal for users that require an ability to work on a document when Internet access is not readily available (e.g. while traveling on a plane, etc).  The offline feature enables a disconnected user to work and save document edits until Internet access becomes available, at which point, the user simply uploads the document changes to the PerformanceManager system.

Requirements 

To work on a downloaded (offline) document, you will need Microsoft Word. 

Conditions and Limitations

1. A form may only be downloaded for offline use when it resides in your PerformanceManager Inbox.

2. Competencies and Objectives may not be modified or added to an offline document.  The offline feature is designed for entering evaluation comments, ratings, and weights (when appropriate) only. Note: A pm form can have two types of goal weights. 1. Goal weight from the actual goal plan (this cannot be edited offline) 2. Goal weight as a PM element only (this can be edited offline)
3. Forms with CDP elements will not have full offline capabilities.

4. Forms with embedded compensation fields will not have full offline capabilities.

5. Legal Scan, Spell Check, and Writing/Coaching Assistant will not be available when you are working with an offline document. 

6. The offline document is a copy of the online version from which it was downloaded.  You will need to upload the offline document to replace the online version prior to routing the document within the PerformanceManager system.  If not, the changes made to the offline document will not be reflected in the online version of the document.  

Note: Once the online document is routed from a user’s PerformanceManager Inbox (e.g. via a Send action), you will no longer be allowed to replace the online version of the document with the offline version. 

Download Instructions

1. Log into the PerformanceManager system and open an existing form that you wish to download for offline use.
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2. Once the document is opened, click the Download button and a file download popup window will appear.
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3. Save the document to a local directory as an HTML document.
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4. Repeat steps 1-3 for all documents you wish to download for offline use.
5. Close the browser when you are finished.
Working with a Downloaded Document

Once a document has been downloaded, you may work on the document with Microsoft Word.  

I. Using an HTML Editor

The following instructions describe using Microsoft Word as the HTML editor for working with the offline form.  However, the same basic instructions apply to usage with other HTML editor programs.

1. Open Microsoft Word.

2. From within Microsoft Word, open the downloaded offline document.
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3. The offline document will open in Microsoft Word and is ready for offline use.  

Some versions of Microsoft Word will take you into “Exit Design Mode” automatically.  If you are in this mode, the following window will be displayed in the bottom right hand corner of the screen. For the process to work correctly, you must click on the icon to close out of Design Mode.
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4. As is the case with the online editing, you will be able to save your work at the end of your session if you wish to resume work at a later time.  To minimize the risk of losing your work, we recommend that you save your changes often during your working session.  Simply select the File menu from the toolbar and then click on the Save option.
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5. You must close the Word document when you are finished and ready to load the document back into SuccessFactors.
Uploading Offline Form to Online System

Once your offline work has been completed and saved, you may upload the offline document to the online PerformanceManager system when Internet access becomes available.  

NOTE: You must upload the document through a web browser.

1. Open up your web browser, locate the offline document by clicking on File, Open, Browse.  Highlight the file and click Open.
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2. Open the document in the web browser by double clicking on the file.  A popup message will appear displaying instructions and tips for offline document use Click on the OK button to close the popup message.  IMPORTANT:  If the Popup message does not appear, your browser is blocking the popup window.  You must click on the message at the top of the browser to allow popups to come through.  After you load it, you can close out of the browser so the popup blocker will be enabled again.
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3. Select the Override online document content…Document Uploads option if (1) it is not the first upload of this particular offline document and (2) you wish to replace the existing online document.
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4. Enter your password and click on the Upload Document button.
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5. The following screen and message will appear if the upload was successful.
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Note: If the upload process fails, you will be taken to a screen containing an error message.  
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The likely causes for the failure are:

i. The original document from which the offline document was downloaded from may have been modified.  This may happen if you (1) work on the online form after downloading the offline version or (2) previously uploaded the offline form once already (thus, modifying the original online document).  In the first scenario, uploading of the offline document is disallowed.  In the second scenario, you are allowed to upload the offline by hitting the Back button of the browser, selecting the Override online document content” option, and then clicking the Upload Document button.

ii. The original document from which the offline document was downloaded from has been routed from your Inbox.  In this scenario, uploading of the offline document is disallowed.
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