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How to Evaluate Performance in Oracle
HR for Supervisors

1 In this session, we’ll walk through the process of Evaluating Performance in Oracle
HR for Supervisors.

First, you will need to navigate to Oracle HR and sign in.
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2 Select "My Team."

3 Select "Performance."
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4 At the top of the page are filters that can be adjusted as needed.

These filters may prevent you from seeing some employees if selected. In this
example, "Document Status" is set to in progress, "Task Owner" is set to me, and
"Assignment Status" is set to active. This means that it will only show documents
that have been started and are waiting on you to complete the next step.
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5 Select the link of the desired "Annual Review."

For this example we will select "FY25 USF Annual Review - Admin" for the
employee Marinés Serechal.
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6 This brings up the "Manager Evaluation of Workers" page shown.

Here you will find the list of goals the employee has input, as well as the ratings
and comments they provided in their self-evaluation. This is where you will be able
to input your own ratings and comments as a supervisor.
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7 Scroll down the page until you reach the first goal under the year header as
shown here.

Since we are working on 2025 goals, make sure you see the header FY25.

8 At the bottom of that goal, you can see the rating that the employee has given
themself and any comments they left for this goal.
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9 Select the "Manager Rating" dropdown from the menu and choose a rating. For
this example, we have chosen "Meets Expectations."
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10 Put any feedback, praise, justifications, or any comments related to this particular
goal and your rating for it in the "Manager Comment" field.

11 Then select "Save and Next."
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12 After successfully completing a goal, it will show a green checkmark in the circle
next to it, and the next goal will expand.

13 Repeat this process until all of the goals in that section are complete and you are
at the "Summary" subsection.

The number of goals may vary from employee to employee, as it depends on the
number of goals they identified and input when they initially entered goals.
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14 When you get to the "Summary" subsection, you can review the overall rating the
employee chose for themselves, as well as the "Employee Calculated Rating."

This calculation is created from the ratings the employee chose for each of their
goals and the weight they chose for each when they were initially input.
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15 Now select "Calculate." This may not change, but it's best to select it because it
ensures that the "Manager Calculated Rating" is accurate based on the scores you
chose for each of the individual goals.

16 Then use the "Manager Rating" drop down to select your overall rating for this
employee.
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17 Select "Save and Close."
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18 Now we will move into the "USF Core Values" section.

19 Select the "Advocates for Community" goal to expand it.
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20 Enter any feedback, observations, or comments related to this goal.

21 Select "Save and Next."
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22 Just as before, repeat this process until all of the "USF Core Values" goals are
marked with a green checkmark and you have reached the "Summary"
subsection.

23 Review the overall "USF Core Values" rating the employee chose for themselves,
as well as their comments.



16

24 Select your overall "USF Core Values" rating from the "Manager Rating"
dropdown.

Note: You cannot calculate a "Manager Calculated Rating" in this section since
there were no individual goal scores.
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25 Enter applicable comments in the "Manager Comment" field.

26 Select "Save and Close."
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27 Our final goal section is the "Overall Performance Rating" section.

28 Select the "Summary" subsection to expand it.
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29 Select "Calculate" to ensure the "Manager Calculated Rating" is accurate.

As you can see here the rating did change after selecting "Calculate."

30 Then select your "Overall Performance Rating" from the "Manager Rating"
dropdown.
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31 In the "Manager Comment" field you will enter any applicable comments that
support the rating you chose.

32 In the "Justification for difference" field, you will enter comments only if there is a
large difference in the rating you chose from the dropdown in comparison to the
calculated rating.

If there isn't a large difference, simply enter "Not Applicable."
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33 Select "Save and Close."

34 Enter any applicable "Attachments" here.
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35 Then select "Submit."

36 You can see the task is complete because it has now shifted from 1 of 7 tasks
complete to 2 of 7 complete, and the "Current Task" has changed.
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37 Select the "Document Progress" link shown to see the overall progress for this
Annual Review.
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38 This opens a side panel that will show you which steps have been completed and
which are ready to be completed.

We have now completed the "Manager Evaluation of Workers." Our next task will
be "Share Performance Document," which will not be completed until calibration
meetings have been completed and we are ready to have that conversation with
our employee.


