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During this session we will demonstrate the non unit performance evaluation completion steps.



Employee Initiates the 

Non-Unit Performance Evaluation 

Process



Enter this web address in your browser and press the enter key.

https://edrm.login.us2.oraclecloud.com/



This is where you will land.

Click the “Company Single Sign-On” box.



Type the same user name and password used to log on to your TCNJ email. 
This also known as your “single sign on”.

Press “Sign in”.



This is where you will land.

Click the “home”                icon found at the upper right side of the screen.



You will land here.  You are the person whose performance is being evaluated.

You should see that the “Me” option is underscored.  Next, click the “Career and 
Performance”            tile.  



From this screen we will navigate to your performance details by 
selecting the Performance option.



Select the review period.  Non-unit performance evaluations are on a calendar 
year review period.



To Print Document

After selecting the calendar year review period, the performance module opens to the documents that 
require completion.  Other important information on this screen includes your manager’s name, the 
current task that is required and how much of the task has already been completed. 



Highlighted on this screen are the performance rating descriptions, non unit competencies and the non-unit questionnaire. 
All sections will need to be completed prior to the evaluation being submitted to your manager. 

Performance 
Evaluation 
Details are 
Here



Here are performance rating descriptions.



To assess your overall performance, click the edit button and a dialog box opens. Once you have 
completed this task, click save. 



Here is an example of an employee’s overall performance summary.



In order to view the competencies click the “view” box.



TCNJ competencies may be found in the Cloud.



More TCNJ competencies are here.



To view and evaluate your own performance click the “evaluate” square.



Employee evaluates each competency, accomplishments and 
results.  They also provide a self rating for each of the nine 
items.



To open and evaluate the non-unit questionnaire, click the “evaluate” square.



This is the Employee Questionnaire.  Each employee is required to indicate performance against 2019 goals 
and to submit at least three future goals related to diversity and inclusion. 
Each employee is required to document performance for the 2019 year, and to identify three to five 
performance goals for the next performance (2020) year.



Here is an example of diversity 
and performance goals.



After completing competency and goal outcomes, and entering 
goals for the 2020 performance year, should you wish to, you may 
include additional feedback.



You may save and close the document if you intend to return to it 
later, you may submit the document to your supervisor, or you may 
do both, save and close, then submit the document for manager 
review.



Notification that to employee that document 
was submitted and evaluated by the manager.



Manager is Notified in the HCM 

Cloud that a Direct Report has 

Initiated the Performance Evaluation 

Process.



Manager logs on to the HCM Cloud and is notified of 
outstanding actions.



A click on one of the notifications reveals that there are 
performance evaluations to be reviewed.





Manager selects employee and opens performance evaluation documents.



Status of the performance process may be viewed.



Status of the performance process may be viewed.

Manager’s task completion may be viewed.



Manager reviews employees self assessment and begins 
the performance evaluation process.





An error message appears if the manager fails to 
complete all steps in the evaluation process.



Manager evaluates employee’s performance



All competencies have been evaluated



Performance evaluation document is submitted for second level approval.









Performance Evaluation Next Steps

Electronic Performance Evaluation Form is Routed to Division Vice President via Cloud

Approved:  Document is Routed to Manager

Not Approved: Discussion Takes Place and Changes are Made 

Employee is Notified in HCM Cloud that Documents are Pending

Employee and Manager Schedule Meeting to Discuss Performance Outcomes

Once Document is Approved in Cloud it is Retained in HCM Cloud. 

Both Employee and Manager have access to review the Document at a later Date.



Submit questions to:  woodski@tcnj or join the Office of Human Resources for 
Performance Evaluation Process Labs as indicated on the learning calendar.


