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Create an Ad Hoc Check-In

1 Quarterly check-ins are an important part of the performance management
process. In this session, we’ll provide a high-level overview of how to create an Ad
Hoc check-in for your employees. First, you will need to navigate to Oracle HR to
sign in.
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2 Select "My Team".

3 Select "Team Activity Center".
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4 Navigate to the employee for whom you would like to create a check-in.

5 To the right of their name, select the ellipsis menu.
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6 3. From the drop-down menu, select "Add Check-In Document".

7 The "Review Period" should default to the current fiscal year (e.g., FY26). If not, use
the drop-down and select the correct "Review Period".
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8 In the Template drop-down menu, select "Ad Hoc Check-in".
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9 Enter or use the calendar tool to select the date that you plan to hold the quarterly
check-in meeting.
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10 Next you need to build the agenda for your meeting. You can customize the
discussion topics for your check-in by either using the suggested topics or adding
custom discussion topics.

11 Select "Suggested Topics".
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12 Review the suggested topics available and add any to the Agenda that you wish.
To close the menu, select the "X" in the upper right.

13 Select the "Create your own discussion topic" field. Enter in the title of your
discussion item. For this example we entered "Q1 Quarterly Check-In".
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14 Select "Add" to add the topic to the discussion.

15 The newly added topic displays at the bottom of the page.
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16 Tips for Quarterly Check-Ins

  • Label the discussion topic to match the quarter (e.g., Q1 Quarterly Check-In, Q2 Quarterly
Check-In, etc.).

  • Keep notes during the meeting directly in the check-in document for easy reference later.
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17 Repeat the steps as needed to add more topics to the discussion.

18 Once all discussion topics are added, select "Schedule".



13

19 This completes the process of how to create an Ad Hoc check-in for your
employees.


