How to Complete a Non-unit Performance Evaluation
in the Oracle HCM Cloud




To begin the evaluation process, the individual whose performance is being assessed completes a self
evaluation.

1. Login with your username and password.
2. Confirm that the ME icon is underscored.
3. Click the Career and Performance title.
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Before You Go Further...

While navigating in the module, to return to a prior screen, click the backward arrow in the module.
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Should you inadvertently click the back arrow in the browser, you will be taken to this screen.
Click the back arrow a second time and you will typically be redirected by to your pagelin cloud.

Error 403--Forbidden

From RFC 2068 Hypertext Transfer Protocol - HTTP/1.1:
10.4.4 403 Forbidden




1.Click the Performance tile.
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< Career and Performance

@ Skills and Qualifications @ Performance e Career Development e Feedback

Build your talent profile by adding

View performance documents and
skills and qualifications

View details about your development
complete related tasks.

plan, career interest, and career
exploration

View or request feedback about
yourself.




1. Click the Evaluate box next to Non-Unit Competencies.
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< . Complete Self-Evaluation: Non-Unit Review

Cynthia Bishop-Lyons

o Review and evaluate the contents of each section of the evaluation. Click submit when you're done.

Document Details v
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Employee Rating Employee Calculated Rating
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Employee Comments

Show Performance Rating Descriptions

Evaluation Topics

Non-Unit Competencies <
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1. After rating each competency, you will click the Calculate button and the form will update with an overall rating
and performance score.
2.  After calculating, click submit at the top right side of the screen.

Show Performance Rating Descriptions

Summary
Employee Rating Employee Calculated Rating
Mostly Mostly (28)

Show Performance Rating Descriptions



1. Once all competencies have been rated and you have calculated the a score, click Save and Close.

2.  Once you click save and close, the prior performance screen will display.

Evaluate Topic Non-Unit Competencies [ o

Cynthia Bishop-Lyons

Show Additional Info

Essential Job Functions

Expected Behaviors: - Demonstrates the knowledge and skills necessary to perform the job - Performs responsibilities in accordance with job description, procedures, and policies - Acts as a
resource person (if necessary) upon whom others rely for assistance - Understands the expectations of the job and remains current regarding new developments in areas of responsibility -
Demonstrates skills necessary to meet job requirements

Employee Rating
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Employee Comments
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1. Click the Non-Unit Diversity and Performance Questionnaire Evaluate button.
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Complete Self-Evaluation: Non-Unit Review
Cynthia Bishop-Lyons

Document Details e
Non-Unit Overall Summary ~
Employee Rating Employee Calculated Rating
Mostly Mostly (28)

Employee Comments

Show Performance Rating Descriptions

Evaluation Topics ~

Non-Unit Competencies

7 of 7 rated | 7 of 7 commented

Employee Rating Employee Calculated Rating
Mostly Mostly (28)

Non-Unit Diversity and Performance Questionnaire
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1. Enter the outcomes for the 2020 performance year and the goals for the 2021 performance year.

TCNJ 825

My Questionnaire ~

Questionnaire

Bishop-Lyons, Cynthia

* Diversity is maximizing the opportunity to take advantage of rich backgrounds and abilities of all employees by recognizing and valuing differences, seeking inclusiveness, and considering and
honoring different points of vi Diversity also means practicing mutual respect for qualities and experiences that are different from our

Expected Behaviors:

- Treat members of your team in a respectful and professional manner.

- Create meaningful opportunities for team members to interact and enhance greater understanding and appreciation for each other.
- Regard, recognize, and value differences in the needs and viewpoints of others.

- Ensure that work teams reflect a variety of perspectives, understanding that diverse teams create more dynamic outcomes.

- Engage in broad recruitment efforts to fadilitate diversity of hiring

- Take advantage of the rich backgrounds and diverse talents of TCNJ staff.

- Attend presentations focusing on topics about intercultural understanding and appreciation.

- Pursue community engagement opportunities

- Program development impacting diverse communities.
- Develop or participate in multicultural networking opportunities.

Please identify two (2) specific action items that you will implement during this evaluation period that reflect your commitment to diversity.
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goals and objectives for the 2021 performance cycle \




1. Below is an illustration of the text field where future diversity goals are entered.
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Questionnaire

Bishop-Lyons, Cynthia

Please respond to the following questions:

Diversity Goals Planning

* Diversity is maximizing the opportunity to take advantage of rich backgrounds and abilities of all employees by recognizing and valuing differences, seeking inclusiveness, and considering and
honoring different points of view. Diversity also means practicing mutual respect for qualities and experiences that are different from our o

Expected Behaviors:

- Treat members of your team in a respectful and professional manner.

- Create meaningful opportunities for team members to interact and enhance greater understanding and appreciation for each other.
- Regard, recognize, and value differences in the needs and viewpoints of others.

- Ensure that work teams reflect a variety of perspectives, understanding that diverse teams create more dynamic outcomes.
- Engage in broad recruitment efforts to facilitate diversity of hiring.

- Take advantage of the rich backgrounds and diverse talents of TCNJ staff.

- Attend presentations focusing on topics about intercultural understanding and apprediation.

- Pursue community engagement opportunities.

- Program development impacting diverse communities.

- Develop or participate in multicultural networking opportunities.

Please identify two (2) spedific action items that you will \ME\Ement during this evaluation period that reflect your commitment to diversity.
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1. lllustration of screen for outcomes and achievements relative to 2020 diversity goals and performance
goals.

Diversity Goals Review and Outcomes

@ P

Outcomes for 2020 performance cycle

Show Attachments

Performance Goals Review and Outcomes

* Please document the extent to which the performance goals set at the beginning of the prior year were achieved
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Show Attachments



1. Once 2020 outcomes and 2021 performance and diversity goals are entered click Save and Close.
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Questionnaire [ Cancel

Bishop-Lyons, Cynthia

My Questionnaire

Please respond to the following questions:

Diversity Goals Planning

* Diversity is maximizing the opportunity to take advantage of rich backgrounds and abilities of all employees by recognizing and valuing differences, seeking inclusiveness, and considering and
w. Diversity also means practicing mutual respect for qualities and experiences that are different from our ow

honoring different points of vi

Expected Behaviors:

- Treat members of your team in a respectful and professional manner.

- Create meaningful opportunities for team members to interact and enhance greater understanding and appreciation for each other.
- Regard, recognize, and value differences in the needs and viewpoints of others.

- Ensure that work teams reflect a variety of perspectives, understanding that diverse teams create more dynamic outcomes.

- Engage in broad recruitment efforts to fadilitate diversity of hiring.

- Take advantage of the rich backgrounds and diverse talents of TCNJ staff.

- Attend presentations focusing on topics about intercultural understanding and appreciation.

- Pursue community engagement opportunities.



1. Click Edit to enter the Non-Unit Overall Summary.
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Cynthia Bishop-Lyons

< Complete Self-Evaluation: Non-Unit Review

Document Details v

Non-Unit Overall Summar

Employee Rating Employee Calculated Rating
Mostly Mostly (28)

Employee Comments

Show Performance Rating Descriptions

Evaluation Topics ~

Non-Unit Competencies

7 of 7 rated | 7 of 7 commented
Employee Rating Employee Calculated Rating

Mostly Mostly (28)

Non-Unit Diversity and Performance Questionnaire

Attachments v



Employee Comments

Show Additional Info

Summary

Employee Rating
With Great Frequency

Employee Comments

Show Additional Info

Employee Calculated Rating
With Great Frequency (28)




1. Click Edit
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Worker Self-Evaluation: Non-Unit Review

Cynthia Bishop-Lyons

o Review and evaluate the contents of each section of the evaluation. Click submit when you're done.

Document Details v

Non-Unit Qverall Summary

Employee Rating Employee Calculated Rating

With Great Frequency With Great Frequency (28)

Employee Comments

Show Additional Info



1. Enter and Save your overall assessment of performance outcomes and results for the year. Following, click
Submit.
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Worker Self-Evaluation: Non-Unit Review Pin ]| subar

Cynthia Bishop-Lyons

o Review and evaluate the contents of each section of the evaluation. Click submit when you're done.

Document Details

Non-Unit Overall Summary \m
Save

Employee Rating Employee Calculated Rating

With Great Frequency With Great Frequency (28)
Employee Comments
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1. After clicking submit, Cloud returns you to this screen and the self-evaluation is forwarded to the
employee’s manager.
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Performance
Cynthia Bishop-Lyons

Review Period  Calendar Year 2020 b

Performance Documents o~
Current v

Non-Unit Review Kimberly Woods

Current Task
May

Task Completion
| 1/6

All Tasks

@ Worker Self-Evaluation
Q Manager Evaluation of Workers
O Share Performance Document
© Share Performance Document
nfirm Review Mesty
O Confirm Review Meeting Held




The employee’s self evaluation has been forwarded to the manager. The manager will view the
employee’s self assessment and will complete the evaluation.

1. Login with your username and password
2. Confirm that the My Team icon is underscored
3. Click the Performance title.
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Good afternoon, Kimberly Woods!

My Team My Client Groups Benefits Administration Receivables General Accounting Budgetary Control

QUICK ACTION:

E Team Time Cards

- MO)
-1 2
Performance Taleo Recruiting
Overview

[E Team Change Requests
Change Manager
®/  Transfer

Employee Summary




Click the down arrow next to Review Period.
Select Calendar Year 2020. All employees who have submitted a self evaluation will appear.

e =
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< Evaluate Performance

Review Period Interim PAR 2021
Interim PAR 2021
— ;o dar Year 2020

Performance Docun| Final PAR 2020

Calendar Year

HIge FITters

i Save‘ PAR Interim - Non Supervisory
Antoinette Deleon

Filters Reset | &% HR Generalist
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1. Click the Non-Unit Review link.

Evaluate Performance

Search Person

\

ManagerViewFacetedSe v ‘ Save‘

Expand All  Collapse All

~ Employees

All Evaluatees
Directs Only

~ Document Type

V! Standard

Anytime

~ Tasks

Reset = £¥

Clear

Clear

Hide Filters

Non-Unit Review <

Cynthia Bishop-Lyons

Associate Director, Benefits

Current Task

Manager Evaluation of Workers

Manager Rating
Not Rated Yet

All Tasks

@ Worker Self-Evaluation

(-] Manager Evaluation of Workers
O Share Performance Document
O Share Performance Document
O Confirm Review Meeting Held
O Confirm Review Meeting Held

Sort By End Date - Latest to Oldesi v

Task Completion

1/6

Employee Rating
With Great Frequency



1. The manager will Evaluate the Non-Unit Competencies.

Manager Evaluation of Workers: Non-Unit Review

Cynthia Bishop-Lyons

o Review and evaluate the contents of each section of the evaluation. Click submit when you're done.

Document Details

Non-Unit Overall Summary

Manager Rating Manager Calculated Rating

Never (0)
Employee Rating

With Great Frequency Employee Calculated Rating

With Great Frequency (28)

Manager Comments

Employee Comments

comments

Show Additional Info

Evaluation Topics

Non-Unit Competencies

0 of 7 rated | 0 of 7 commented

Manager Rating Manager Calculated Rating
Never (0)

Employee Rating

With Great Frequency Employee Calculated Rating

With Great Frequency (28)

Manager Comments



1. Once all competencies are evaluated, click Save and Close.

Evaluate Topic Non-Unit Comp
Cynthia Bishop-Lyons

While addressing job-related responsibilities, confirms established processes are followed. Accomplishes job related task and goals by adhering to policies and procedures. Accepts
responsibility for actions and engages in appropriate behavior to address work-related issues associated with job. Expectations Behaviors: - Demonstrates ability to notify others of
his/her actions that may conflict with TCNJ processes - Takes responsibility for work products, services, and results; does not shift blame on others - Confirms measures to assess
college, unit, department, program or project effectiveness - Monitors goals and objectives in a systematic, timely manner and takes necessary action to address areas of concern -
Encourages others to take ownership of work products, services, and results

Manager Rating Employee Rating

Always With Great Frequency

Manager Comments
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Tahoma

Employee Comments

comments

Show Additional Info

Communication
Expresses ideas and information in a written and/or oral manner effectively; facilitates an open exchange of ideas and fosters an atmosphere of open communication; share,
information and resources with others as appropriate in a timely manner. Expected Behaviors: - Presents verbal expression in a clear, positive, and appropriate manner -
grammatically correct written material - Follows up as appropriate to ensure understanding - Adapts communication for target audience

Manager Rating Employee Rating

Occasionally v With Great Frequency

Manager Comments

comment




1. You will return to this screen.

2. Evaluate the Non-Unit and Performance Questionnaire.

Manager Evaluation of Workers: Non-Unit Review

Cynthia Bishop-Lyons

Manager Rating Manager Calculated Rating
With Great Frequency With Great Frequency (28)
Employee Rating Employee Calculated Rating
With Great Frequency With Great Frequency (28)

Manager Comments

Employee Comments

comments

Show Additional Info

Evaluation Topics

Non-Unit Competencies

7 of 7 rated | 7 of 7 commented

Manager Rating
With Great Frequency

Employee Rating
With Great Frequency
Manager Comments
comment

Employee Comments

comments

Non-Unit Diversity and Performance Questionnaire

Manager Calculated Rating
With Great Frequency (28)

Employee Calculated Rating
With Great Frequency (28)



1. Enter diversity and performance outcomes for the 2020 performance year.
2. Enter diversity and performance goals for the 2021 performance cycle.

3. Click Save and Close.

Questionnaire | cancal
Bishop-Lyons, Cynthia

comments

Show Attachments

Diversity Goals Review and Outcomes

* Please document the extent to which the diversity goals set at the beginning of the prior year were achieve

Font |2 = B8 T W == & A

comments
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Performance Goals Review and Outcomes

* Please document the extent to which the performance goals set at the beginning of the prior year were achieved
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1. Click Edit to open the summary screen.
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Manager Evaluation of Workers: Non-Unit Review

Cynthia Bishop-Lyons

o Review and evaluate the contents of each section of the evaluation. Click submit when you're done.

Document Details

Non-Unit Overall Summary

Manager Rating Manager Calculated Rating
With Great Frequency With Great Frequency (28)
Employee Rating Employee Calculated Rating
With Great Frequency With Great Frequency (28)

Manager Comments

Employee Comments
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2.

3.

QOracle
Cloud

Enter comments to summarize the performance results for the year.

Click Save

Click Submit

Manager Evaluation of Workers: Non-Unit Review
Cynthia Bishop-Lyons

o Review and evaluate the contents of each section of the evaluation. Click submit when you're done.

Document Details

Non-Unit Overall Summary

Manager Rating
With Great Frequency

Employee Rating
With Great Frequency

Manager Comments
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Employee Calculated Rating
With Great Frequency (28)




1. The manager can share and retain the document, which means that the
employee can view but not make entries on the document.

2. Alternately, the manager can share and release the document. When
released, the employee is able to enter additional comments.

3. Once shared, the document will be visible to the employee.
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Share Performance Document: Non-Unit Review
Cynthia Bishop-Lyons

Share and Retain ‘

or

Information
Share the evaluation for employee review. Retain control or release to progress to the next task.

X/

Document Details

Non-Unit Overall Summary

Manager Rating Manager Calculated Rating
With Great Frequency With Great Frequency (28)
Employee Rating Employee Calculated Rating
With Great Frequency With Great Frequency (28)

Manager Comments

comments

Employee Comments

comments

Show Additional Info



The employee is able to view the performance evaluation.

Confirm that the ME icon is underscored.

3. Click the Career and Performance title.
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Good afternoon, Cynthia Bishop-Lyons!

Me My Team My Client Groups Benefits Administration Receivables General Accounting Budgetary Control K55
QUICK ACTIONS APPS
v Personal Details
"l Ty v
('E) Document Records .
Directory Pay Time and Career and Personal
Absences Performance Information

E"' Identification Info

B Contact Info

o I

.':3 Family and Emergency Contacts Benefits

Show More




1. Click the Performance tile.
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{ Career and Performance

Cynthia Bishop-Lyons

@ Skills and Qualifications @ Performance e Career Development e Feedback

Build your talent profile by adding View performance documents and

View details about your development View or request feedback about
skills and qualifications. complete related tasks.

plan, career interest, and career yourself.
exploration.



1. Click the Non-Unit Review link.
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Performance
Cynthia Bishop-Lyons

Review Period  Calendar Year 2020 v

Performance Documents .

Non-Unit Review With Great Frequency | By Kimberly Woods .
<

Current las Task Completion

Share Performance Document | 3/6

All Tasks

© Worker Self-Evaluation
Manager Evaluation of Workers
@ Share Performance Document
© Share Performance Document
O Confirm Revie. Meeting Held
O Confirm Review Meeting Held




1. The employee is able to view the updated performance evaluation.

Document Details

< O Worker Self-Evaluation: Non-Unit Review

Cynthia Bishop-Lyons

With Great Frequengg Wl cat Frequency (28)
Empgw®® Rating Employee Calcula Rating
fith Great Frequency With Great Frequency (2

Manager Comments
comments
Employee Comments

comments

Show Additional Info

Evaluation Topics

MNon-Unit Competencies

7 of 7 rated | 7 of 7 commented

Employee Rating Employee Calculated Rating
With Great Frequency With Great Fregquency (28)
Employee Comments

comments

Non-UMsgQversity and Performance Questicnnaire




1. After reading the evaluation, the employee clicks Acknowledge Document.

2. The document is returned to the manager.
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Share Performance Document: Non-Unit Review

Cynthia Bishop-Lyons

Information
Acknowledge Document
Review the evaluation details shared by your manager and acknowledge receipt.

Document Details e
Non-Unit Overall Summary o~
Manager Rating Manager Calculated Rating
With Great Frequency With Great Frequency (28)
Employee Rating Employee Calculated Rating
With Great Frequency With Great Frequency (28)

Manager Comments
comments
Employee Comments

comments

Show Additional Info



1. The manager confirms that the My Team icon is underscored.

2. Click the Performance title.
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Good afternoon, Kimberly Woods!

My Team My Client Groups Benefits Administration Receivables General Accounting Budgetary Control

QUICK ACTIONS

E Team Time Cards

- MO)
-1 -l 2
Performance i Taleo Recruiting
Overview

[E Team Change Requests
Change Manager

®/  Transfer

Employee Summary



Click the down arrow next to Review Period.

—

2. Select Calendar Year 2020. All employees who have submitted a self evaluation will appear.
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< Evaluate Performance

Review Period Interim PAR 2021
Interim PAR 2021
— ;o dar Year 2020

Performance Docun| Final PAR 2020

Calendar Year

HIge FITters

i Save‘ PAR Interim - Non Supervisory
Antoinette Deleon

Filters Reset | &% HR Generalist
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Oracle
Cloud

< Evaluate Performance

Review Period  Calendar Year 2020

Performance Documents

Search Person

ManagerViewFacetedSe

Filters

Expand All = Collapse All

~ Employees

All Evaluatees
Directs Only

~ Document Type

/| Standard

Anytime

~ Tasks

Q Hide Filters

1 Save ‘ O

Reset = &}

Clear

Clear

Non-Unit Review <——

Cynthia Bishop-Lyons
Associate Director, Benefits

Current Task

Share Performance Document

Manager Rating
With Great Frequency

All Tasks

@ Worker Self-Evaluation

(V] Manager Evaluation of Workers
© Share Performance Document
O share Performance Document
O Confirm Review Meeting Held
O Confirm Review Meeting Held

1. The manager clicks the Non-Unit Review link.

Sort By End Date

Task Completion
2/6

Employee Rating
With Great Frequency

- Latest to Oldesi v



1. ...and enter comments. Click Submit.
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Share and Release

Cynthia Bishop-Lyons

Comments
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comments for to/about employees following performance evaluation discussion




Manager Schedules the Annual Performance Evaluation
Meeting with the Employee



1. Manager logs into the HCM Cloud.
2. The manager confirms that the My Team icon is underscored.

3. Click the Performance title.
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Good afternoon, Kimberly Woods!

My Team My Client Groups Benefits Administration Receivables General Accounting Budgetary Control

QUICK ACTIONS

E Team Time Cards

- MO)
-1 -l 2
Performance i Taleo Recruiting
Overview

[E Team Change Requests
Change Manager

®/  Transfer

Employee Summary



Click the down arrow next to Review Period.

—

2. Select Calendar Year 2020. All employees who have submitted a self evaluation will appear.
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< Evaluate Performance

Review Period Interim PAR 2021
Interim PAR 2021
— ;o dar Year 2020

Performance Docun| Final PAR 2020

Calendar Year

HIge FITters

i Save‘ PAR Interim - Non Supervisory
Antoinette Deleon

Filters Reset | &% HR Generalist



1. Manager clicks the Non-Unit Review link.
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< Evaluate Performance

Review Period  Calendar Year 2020

Performance Documents

Search Person < Hide Filters

ManagerViewFacetedSe ‘ Save ‘ O

Reset = &¥

Sort By End Date - Latest to Oldesi v

Non-Unit Review <
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Associate Director, Benefits

Current Task Task Completion
o A Col A
Expand Al Collapse All Confirm Review Meeting Held 5/6
Manager Rating Employee Rating
~ Employees Clear ¥ .
: With Great Frequency With Great Frequency
All Evaluatees All Tasks

Directs Only @ Worker Self-Evaluation
(V] Manager Evaluation of Workers
~ Document Type Clear @ Share Performance Document
@ Share Performance Document
V| Standard @ Confirm Review Meeting Held

Anytime © Confirm Review Meeting Held
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1. Manager will click, Indicate Meeting Held.

Confirm Review Meeting Held: Non-Unit Review
Cynthia Bishop-Lyons

Information
Select the date of the review meeting.

Document Details

Non-Unit Overall Summary

Manager Rating
With Great Frequency

Employee Rating
With Great Frequency

Manager Calculated Rating
With Great Frequency (28)

Employee Calculated Rating
With Great Frequency (28)

Indicate Meeting Held



1. Manager enters the date the performance evaluation meeting occurred
then click the Submit button.

2. The evaluation will be routed to the employee.
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Confirm Review Meeting Held
Cynthia Bishop-Lyons

etails

“Meeting Held Date p—

02/01/2021 j
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1.

2.

3.

Oracle
Cloud

The employee is able to view the performance evaluation.
Confirm that the ME icon is underscored.

Click the Career and Performance title.

Good afternoon, Cynthia Bishop-Lyons!

Me My Team My Client Groups Benefits Administration Receivables
QUICK ACTIONS

Personal Details
A
D Document Records :
Directory

e Identification Info

Contact Info

B

Benefits

.':] Family and Emergency Contacts

General Accounting

Career and
Performance

Budgetary Control

Personal
Information




1. Click the Performance tile.
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{ Career and Performance

Cynthia Bishop-Lyons

@ Skills and Qualifications @ Performance e Career Development e Feedback

Build your talent profile by adding View performance documents and

View details about your development View or request feedback about
skills and qualifications. complete related tasks.

plan, career interest, and career yourself.
exploration.



1. Employee clicks the Non-Unit Review link.
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Performance
Cynthia Bishop-Lyons

Review Period Calendar Year 2020 v
Performance Documents a
Current v
Non-Unit Review ‘With Great Frequency | By Kimberly Woods ae
Current Task Task Completion
Confirm Review Meeting Held I 5/6
All Tasks
@ Worker Self-Evaluation

Manager Evaluation of Workers

@ Share Parformance Document

@ Share Performance Document
@ Confirm Review
© Confirm Revi




1. Employee clicks Acknowledge Meeting. Once the meeting has taken place
and is acknowledged by the employee, this performance evaluation is
complete.
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Confirm Review Meeting Held: Non-Unit Review
Cynthia Bishop-Lyons

Information
Confirm you attended the review meeting for the evaluation. Meeting date: 02/01/2021

Acknowledge Meeting

Dacument Details e
Non-Unit Overall Summary -~
Manager Rating Manager Calculated Rating
With Great Frequency With Great Frequency (28)
Employee Rating Employee Calculated Rating
With Great Frequency With Great Frequency (28)

Manager Comments

comments

Employee Comments

comments

Show Additional Info



****This performance evaluation is complete! ****
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Performance
Cynthia Bishop-Lyons

Review Period Calendar Year 2020

Performance Documents .

Current

s

, There's nothing here so far.



Questions?

Email
Steve: galls@tcnj.edu or
Kimberly: woodski@tcnj.edu
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