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Getting Started

1. Start by logging in to myHR Portal using 

Company Single Sign-On and access 

the Homepage.

2. Once logged in, under the ‘My Team ’ 

tab click on the Performance icon.

3. Find the team member you want to 

evaluate (using the search box or by 

scrolling through your team member’s 

names) and click on Global Year-End 

Performance 2024 to start their 

evaluation. You will have to do this for 

each team member. 
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https://eicl.login.em5.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DmvZ2gup9Yqnz83xIJ9XnjEkjbhqRZwZ3C2T4rqNli84CLxvWXZM9zpZz972B93zMUl9xFakDP3rcZw4FMNWs7mboi4x8KOuo%2FULA9F2vf4jWOObDRSxKD57JxkFRKjkhWbs04fBvfyzpzwAWr%2B8crL2QGYoAGMTIrmDst1AGthdvKnqdALXQ7hHV3qp1NeN6cNUCTQpXXT%2FSDCERfhLdj3vwCbof4i%2BOPUx1XlRDUbwgePoHd4kqe7puR9p%2F5aH7ZuLC4ZB8dcC%2FOk%2Fc6OUgMyChTIjRUhEZk8NbD7ZEgOqdNesMz5Dn7zw8ZCJQjAu%2F8jpYGhhANX6YzXE2kC%2FHvetHRN9grPF6yPKHyfypJweJmYRnPJ%2B6l50cMiSd3HGcrLlJr0yTS9MeTdVCVGIDjzeQI3ktkwpPIUgiQ6tdl%2BOH1MG6SCvCEsc%2BnQ8QcnfDH05VEP9TxssXv%2Bb6ENKtdHQe7Og2zWkdx1WQPv6ldK75scgeXDvU3JBOsZJ5NZci%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D356982d69a03d5c772c3fb1319e984cffc91aa29&amp;ECID-Context=1.005h3fNS2s05i%5E7pnG_AiZ0006v10007Sy%3BkXhgv0ZCLILIGVAPnJPRLPJBXKQP1LSTcLQRoPROXKTQjUO


Review Team 

Member’s Goals

1. Click on ‘Review employee goals’ to view 

your team member’s the goals.

2. Make sure to review the goals set by your 

team members at the beginning of the year. 

This will help refresh your understanding of 

their objectives, guide you in assessing their 

performance, and provide a clear basis for 

evaluating their achievements and progress 

throughout the year.

1

2



Starting Your 

Leader-Evaluation 

1. Start by expanding the Summary section under 

Performance and Culture to add your comments 

and view your team member’s comments.

2. Complete all three sections shown (Performance, 

Culture and Additional Feedback) by answering 

the questions displayed under each section.

Important Note: To view your team member’s 

comments, scroll to the bottom of the section. It’s 

advisable to review their comments before adding your 

own, as their insights may provide valuable details and 

context that can help you better assess their 

performance.

3. Click ‘Save and Close’ once finished with the three 

sections. 

1

2

3



Rating Your 

Team Member

1. Expand the Summary section under Overall 

Summary. 

2. Use the drop-down where it says Manager Rating 

and select a rating for your team member. Click on 

‘Show more info’ to expand the performance rating 

descriptors. 

Important Note: If your employee was hired on 

September 1st, 2024 or later, they will not do a self-

review. You will need to bypass their self-evaluation 

and go into the system to rate them as ‘Too New to 

Rate’ (comments should still be provided). 

3. Your team member may have attached additional 

documents to highlight their performance. You will 

see their attachments in the Attachments section. 

4. Once you’re ready, on the top right corner, click 

Submit to finish your leader-evaluation. 

Important Note: You cannot change comments once 

you have submitted your leader evaluation. 
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Getting Ready for 

Performance Conversations

1. Once you submit your leader evaluation, you will no longer have access to edit the evaluation. The next step to follow is 

Performance Conversations. Schedule a meeting to review the evaluation with your team member. 

2. Please DO NOT CLICK on Share and Release until the performance ratings have been calibrated.



Bypassing a Self-

Review

Important Note: Bypassing a self-evaluation can 

only be done on 2 scenarios:

• Your team member did not submit their self-

evaluation by October 18.

• Your team member was hired after 

September 1 which they will be considered 

‘too new to rate’ and won’t be doing a self-

evaluation. 

1. To bypass a self-evaluation, follow the same 

steps mentioned previously on how to find your 

team members evaluation. 

2. Once you find the team member you want to 

bypass, click on the three dots to the right side 

and click ‘Bypass Self-Evaluation’

3. A second box will appear. Click on ‘Bypass’. 

4. You will now be able to start your leader 

evaluation. 
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