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Complete Worker Self-Evaluation

1 In this session, we’ll walk through the process of Completing a Worker
Self-Evaluation. First, you will need to navigate to Oracle HR and sign in.
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2 Select "Me."

3 Select "Career and Performance."
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4 Select "Performance."

5 Select "Performance Documents."
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6 Select the link of the review.

For this example, we will select "FY25 USF Annual Review - Admin."

7 Find the first goal in the list, which should already be open by default.

Start by selecting a rating for yourself from the dropdown.
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8 Then, enter comments that support the rating you have selected.

Select "Save and Next" when you are done with this goal.
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9 Repeat the same steps for each goal in this section until you get to the summary
of that section.

Note: The amount of goals may vary, since these are the goals you entered for
this review period. In this example, only two goals were entered.
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10 When you get to the summary section, you will select "Calculate."

The "Employee Calculated Rating" will update to reflect the calculated rating from
your self-rating selections for each goal. Note that it may take a moment to
update.

11 You will still need to select your own rating from the dropdown, which can differ
from the calculated score if you choose.
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12 Select "Save and Close."

13 Once you are done with the first section, you will move on to the "USF Core
Values" section.

Select the first goal in this section to expand it.
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14 Enter comments and then select "Save and Next."

Note: Comments are required for each of these goals.

15 Repeat the previous step for each of the goals until you reach the "USF Core
Values" summary section.

Select a rating from the "Employee Rating" dropdown.
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Note: Calculate does not work in this section because there are no individual
ratings for the values.

16 Enter comments to support your rating and then select "Save and Close."
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17 Move on to the "Overall Performance Rating" section and select the summary tab
to expand it.

18 Select "Calculate" and the "Employee Calculated Rating" will update with the newly
calculated rating.
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19 Then you will select your self-rating for the "Overall Performance Rating" section
from the "Employee Rating" dropdown.
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20 Enter comments to support your rating and then select "Save and Close."
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21 Add attachments and web pages if you would like to add supporting
documentation.

22 When you have completed all sections, select "Submit."


