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Add a New Goal to Your Performance
Review

1 In this session, we’ll walk through the new and improved process of Adding a
Performance Goal. 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 "Goals Center".

5 First, ensure that the performance tab is selected; these are the goals that will be
pulled into your performance evaluation.

Then, use the dropdown to select the current review period. For this example, we
will select "FY26 Review Period".
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6 Select "Add" to create a new goal for the current fiscal year.
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7 Enter the name of the goal in the open text field.

8 In the open text field, enter the details about this goal following the SMART goal
format. If you need more information about creating SMART goals, visit the
Performance Management page within the Employee Success Center or contact
Performance Management at training@usf.edu.

https://www.usf.edu/hr-training/
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9 The Start Date will default to the beginning of the fiscal year.

Leave this date as is no adjustments are needed.
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10 Enter the "Weight" of the goal.

Note: The total weight of all goals must equal 100%. For more information about
weighting goals, visit the Performance Management page within the Employee
Success Center or contact Performance Management at training@usf.edu.

https://www.usf.edu/hr-training/
https://www.usf.edu/hr-training/
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11 Review all items entered for the goal, then select "Add".

12 You have now successfully added a Performance Goal! To add more goals, repeat
the steps again until all goals are added.

Note: You will not be able to submit your goals until the total weight of all goals is
100%.
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13 Once weights are balanced, select "Submit" to submit your goals for approval.

14 Enter any necessary comments.
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15 Enter any necessary comments and select "Submit."
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16 You will be returned to the "My Goals" page, where you will see a "Pending
Approval" notification.

This approval will process automatically after a few minutes and there is no
further action required.

17 This concludes the process of Adding a Performance Goal.


