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Oracle Performance: Manager Completion of
Employee Evaluation for Annual Review
Management/Executive Pay Plan Positions




Training Agenda

Implementation Timelines
and Major Milestones

Job Aide/Demonstration

* Manager Completion of
Employee Evaluation for
Annual Review

Action Items

This training may be recorded for future use.




—— Timeline for Management/Executive Pay Plan Positions —

July 1—August 31, 2023: Complete and close
out current performance evaluations for cut-
over to new performance cycle using existing
forms and the new Document of Records
submission process.

July 1—August 31, 2023: Enter goal plansin
Oracle Performance for the new July 1, 2023-
June 30, 2024, evaluation cycle.

July 1, 2023—May 1, 2024: Employee and
Manager have goal conversations/periodic

check-ins.
Quarterly check-ins are encouraged but not required.

December 1-31, 2023: Employee and Manager

complete mid-year reviews.
Mid-year reviews are required.

May 1-30, 2024: Employee completes self-
evaluation of competencies and performance.
Employee self-evaluation is encouraged but not
required. Target date of completion is May 15.

Manager writes performance evaluation,
finalizes evaluation and submits for next-level
approval.

Next-level approval obtained. Target date of
completion is May 30.

May 30—June 15, 2024: Calibration process
completed.

June 15-July 1, 2024: Share performance
documents.

July 15, 2024: Provide final feedback.




* September 2023: Distribute revised
timeline and new performance
evaluation template for informational
purposes.

Offer informational sessions to
discuss transition.

Complete current evaluations when
due using existing forms and the new
Document of Records submission
process in Oracle.

* Beginning October 1, 2023: Enter
goals into Oracle Performance.

Timeline for General Pay Plan Positions

* Beginning January 1, 2024: Transition to

online completion of performance
evaluations for evaluation period of
January 1 - December 31, 2024.

January 1 - November 30, 2024:
Employees and Managers have goal

conversations/periodic check-ins.
Quarterly check-ins are encouraged but not
required.

June 1- 30, 2024: Employees and

Managers complete mid-year reviews.

Mid-year reviews are encouraged but not
required.

December 1 - 31, 2024: Employees
complete self-evaluations of
competencies and performance;
Managers write performance

evaluations. Employee self-evaluations are
encouraged but not required.

* December 1 - 31, 2024: Managers
finalize evaluations and submit for
next-level approvals.

Next-level approvals are obtained.

Performance documents are
shared with employees.

* March 1, 2025: Grace period if
needed for completion—All
performance evaluations must be
completed and new goals
established for the next review
period no later than March 1,
2025.

* January 1 - December 31, 2025:
Next review period




Major Milestones

Executive, Management, and General Pay Plan Positions

Executive/Management Pay Plans

Review Periods
July 1, 2023, to June 30, 2024

General Pay Plan

Executive/Management Pay Plans

January 1, 2024, to December 31, 2024

Mid-Year Reviews
December 1 - 31, 2023 (Required) (documents created November
30th after end of business)

General Pay Plan

Executive/Management Pay Plans

June 1 - 30, 2024 (Recommended)
Annual Reviews
May 1 - 30, 2024 (Employees Complete Self-Evaluations; Managers
Complete Evaluations and Submit for Approval)
May 30 - June 15, 2024 (Calibration Process)
June 15 - July 1, 2024 (Performance Reviews Shared)
July 15, 2024 (Final Feedback Provided)

General Pay Plan

December 1 - 31, 2024* (Employees Complete Self-Evaluations;
Managers Write Annual Reviews; Submit for Approval; Performance
Reviews Shared)

*March 1, 2025 (Grace Period for Submission if Needed)




Annual Review:
Manager Completion of Evaluation for Annual Review



Manager
Evaluation

> Click on Company Single

Sign-On.
> Click on My Team.

> Select the Performance

Performance

> Select a Review Period from the drop-down list. The review
period will be 2023 July - 2024 June MGT/EXEC.

Workers.
> Click on 2023 - 2024 City Annual Evaluation - * for the

> Notice the Current Tasks are Worker Self-Evaluation (if the
employee has not yet completed) and Manager Evaluation of

worker to be evaluated. (*This may be listed as Executive, Mid-Mgmt

Supervisory, or Mid-Mgmt. Non-Supervisory, depending on job classification.)

Performance Documents

‘ Search Person

Saved Search

‘ ManagerViewFacetedSeil Save ‘

Filters Reset ¥

Expand All | Collapse Al

~ Employees
All Evaluatees
Directs Only
Document Type

| Standard

2 \ Hide Filters

O [ Actions

O ce

Sort By ‘ End Date - Latest to Oldest

2023 - 2024 City Annual Evaluation - MidMgmt Non-Supervisory
CINDY GILL

Talent Acquisition Technician

Current Task Task Completion
Worker Self-Evaluation 0/6

Manager Evaluation of

Workers

All Tasks

% Worker Self-Evaluation

D
O Worker Final Feedback
O Manager Final Feedback

Review Period

2023 July - 2024 June MGT/EXEC

2024 January - 2024 December General
2023 July - 2024 June MGT/EXEC

Z00 Fiscal Year 2024

Job Aide




Docurment Details

To Date
16,/30/202

Job Aide

Document Details

> Click on v Document Details
to view information about the
review.

> The Performance Document
Name will be 2023 - 2024 City
Annual Evaluation - *. (*This
may be listed as Executive, Mid-
Mgmt Supervisory, or Mid-
Mgmt Non-Supervisory,
depending on job
classification.)

> The Review Dates will be
From 07/01/2023 To
06/30/2024.
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Evaluation Topics

> Scroll to the three

Evaluation Topics to be evaluated:
Performance Goals, Competencies,
and Development Goals.

> If the employee has completed a
self-evaluation, the employee’s
ratings will be visible.

> To begin the manager evaluation,
click the Evaluate box for
Performance Goals.

Job Aide




Customer Satisfaction

Status

how Additional Info

Transactions

Manager Rating

Manager Comments

A~ Al~B I U

e

@

&

Weight

Employee Rating

Customer Satisfaction

Status

Manager Rating

m
=1
I

_. (:'3

Goal Details

> Each Performance Goal will
display with details. (In this
example, Customer Service and
Transactions are goal names.)

> Click on the v in the Manager
Rating box to display and select a
rating for the Performance Goal:

Exceptional (5)
Superior (4)

Fully Competent (3)
Acceptable (2)
Unsatisfactory (1)

Job Aide




Customer Satisfaction

Status

Manager Rating

Manager Comments

EvAlvB I Uiz

Weight

Employee Rating

Evaluation of
Performance

> There is a Manager Comments
section for each goal.

> Managers must provide
comments. Managers are
encouraged to provide specific
examples and comments that best
support their rating for the goal.

> Continue by selecting a
Manager Rating for each goal and
by entering Manager Comments
supporting your rating for each
goal.

Job Aide




L =

summary

Manager Rating

| Exceptional

Employee Rating

Show Additional Info

Manager Calculzted Rating
upsrior (4.45)

Employes Calculated Rating
Superior {4.45]

O 3 o e o 4 2 e A 4

4 Category : General Information (18)

2021 Benefits Reduction in Force FAQ 04 26 2021

AWPnow-Navigating-Your-EAP-Website with Instructions for HelpNet 05 03 2021

Career Related Resources OK- Toolkit 05 03 2021

City of OKC EAP -- Alliance Work Partners -- Instructions for Accessing HelpMet 05 03 2021

City of OKC EAP -- Alliance Work Partners -- Overview 05 03 2021

City of Oklahoma City Employment Process 03 09 2022 PART TIME YEAR ROUND AND SEASOMNAL POSITIONS
City of Oklahoma City Employment Process 03 09 2022 FULL TIME MON UNIFORMED POSITIONS
Continuation of Coverage (COBRA) 05 03 2021

Continuation of Health Coverage -- COBRA

Coping With Job Loss 05 03 2021

How a Manager Can Update a Performance Goal Plan and Update an Existing Performance Evaluation Document (3) #

Evaluation of
Performance

> Once you have completed your
Manager Ratings and Manager
Comments for each Performance
Goal, enter an overall rating in the
Manager Rating field of the
Summary box at the bottom of the
page.

> Click Calculate to populate the
Manager Calculated Rating. Then
click Save and Close.

> |f weights have not been, the

Manager Calculated Rating will

not populate correctly.

> Instructions for editing or adding

weights are available at:

HR Assist Resources - All Documents
.




Competencies

ices 0 perform
rs, implements, and
manages confiict, and remains optimistic and calm during stressiu

fying new cpportunities,

and feedback and is fiexible and open o n {2} iearns rapidly and transforms learning into action; {3) examines processes and pradii
3 ourage and wi nesstot aloe caloutated risks; {5) assesses readiness; proposes new approaches, methods, and

uates change in a transpar pos tiv e_ and thoug chibits emotional maturity and stability, effec

situations; (5) rapidly adapts to change and leads others t?’"’Dugh ci'ange while producing tangible results and identi

Commitment to Continuous Improvement

{1} Recognizes opporiul for improvement with regard to programs, policies, procedures, practices, and processes,
qualty improvement; {3} collects, examines, analyzes, and interpreis data from a variety of sources; |

| understands and is able to apply the principles, methods, and tools of
4y makes data-driven recommendations/decisions and achieves resulis,

Customer Centric

nternal and external customers in a imely and effective manner; {3} establishes, commits to, and maintains high standards

Demonstrates commitment to public sen
i supports the Department/City's mission; develops and executes strategies with the customer in mind,

for producing quality work products and

g responsive to customel

Execution and Results

(1) Sets well-defined and realistic goals and high standards of performanc
assignments in a thorough, accurate, and timely manner, and delivers re:
ing of all aspects of the job and application of accrued kno responsibilities; technical k_ oWl edge‘
work required: (6) recognizes cpportur vd takes action "I"DI'O\-E\":E!"‘ 0 programs, Do: cies, procedures, practices; al
methods, and tools of gu provemen collects, exam nterprets data froma
y-achieves results through others to achieve the Deuurt-nen or City's mission.

r seif and others; a=or': and cc—nm:

(2} displays a high level ment toward pe"'\"'?'r"r‘"! work; ;3:: completes
nstrates
il Ine thc c—""' LIES, Ec.;;p 1ent, Drccecurﬂs and
nd processes; (7) understands and iz able to apply the principles,

kes data-driven recommendations/decisions and achieves results;

a diverse, equitable and Inclusive workplace where individual differences are valued, and employees feel a sense of belonging; (2] seeks to know and leam about oth
I O itudes, and beliefs of others; i t b i
for "Cl. duals c‘ |l backgrounds and demonstrates & comr iring the most quali
recognizes cor ions and celebrates accempl } promotes the advancement of ali employee g persor‘a
and professional development oppeortunities); (8) actively participates in and encourages others to participate in diversity and indusk ) strategl niegraies
inciusion into business practices and decisi ) demonsirates respect, indusiv i ining effective working
relationships with others; (11) effectively r‘"ane"es ane’s own feelings and emotions; (12} builds diverse teams, promotes ad.a"cen"e" af marg nalized employees, participates and encourages
particpation of I&D | VES,

opportunity fo

Judgement

mitigate, or

ns, coordinates, and executes busi eas funct ors Effic] e"t ty, effectively, and in a fiscally responsibie manner;
) f i y, effectively manages conflict, and

and transparent work-related decisi
yto ach ieve results ali gr'.:d with organizational pricrities; (6} appiies understanding of financia

fons are fiscally sound and responsi and in accordance with policies, procedures, processes, rules, regutations, and la | makes business
ansible performance; {8) manages ambiguity, business insight, finandial acumen, makes dedsions using data and insight that achieves the best cutcome for

decisicns tr!at dn\-e posi
the depariment and City

Leads Through Influence
{1} Persuades others; builds consensus through give and take
that may involve exchanging resources or resalving d

i i ion and accomplish geals; (3} works others towards achieving agreements
encec 4 -rce*ta"dst"e CONCE) p'_: practi ce: ;rdf chnigues used to identify, engage, influence, and monitor refationships »

Ig

Evaluation of
ompetencies

> Save and Close returns you to
the prior screen.

> Click to Evaluate the next
Evaluation Topic area
(Competencies). All assigned
competencies with definitions

will display. |

Job Aide

5) leads through infiuence ever the process and its results, and those who have a vested interest
A WOl i f
™ ) % '
B E
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Rate and Comment

0 Evaluate the included competencies.

Manager Comments

Av Al B I Y .= iz @& ¢

Employes Rating

Evaluation of
Competencies

> Click the Evaluate button in the
upper-right corner to review each
competency and select a
Manager Rating.

> Enter Manager Comments
supporting your rating for each
competency.

Job Aide

Manager Rating Emplayes Rating
Manager Camments
¥ Al~ B J M 1z iz @
¥ v oy g
7 % 9 I
‘ v _s s !



Job Aide

Evaluation of
Competencies

> Once you have completed your
Manager Ratings and Manager
Comments for each Competency,
enter an overall rating in the
Manager Rating field of the
Summary box at the bottom of the
screen.

> Click Calculate to populate the
Manager Calculated Rating. Then
click Save and Close.



Evaluation of

Development Goals

Development Goals + add |

[ cion | SortBy | Latet o Okdest > Click < next to your photo/name

ik i e e P T T : in the upper left-hand corner of

his course will provide foundational information to achieve a performance goal of creating and internship program for the City.

your screen to return to the

Conducting Talent Reviews = Evaluation TOpiCS Screen- CIiCk tO

Identify available training and complete training in conducting talent reviews. . o

evaluate the next Evaluation Topic
| area (Development Goals). The

;::t:.;etlc-’ecn LEAD program will help further develop my leadership skills. Enrollment opens in January 2024, e m p I Oyeels Deve I o p me nt G oa IS

will display.

Leadership

> Click the Evaluate button in the
upper right corner.

> Development Goals are not
rated.

JOb Aide > Review each Development Goal

and enter Manager Comments.

> Click Save and Close.
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VWhat tzlents, interests, or skills do you possess that we haven't made the most of 7

What are your career goals?

% What career development opportunities would you like to have during the upcoming evaluation period in support of those geals?

Comments

4

What kind of recognition is most meaningful to you?

Job Aide

Feedback
Questionnaire

> Return to the Evaluation Topics
screen. Below the three
evaluation topics, you will see
Questionnaire.

> Click on the Evaluate box to view
the employee’s feedback on the
Employee Feedback
Questionnaire (if the employee
completed a self-evaluation.)

> Click Save and Close.




Attachments

’ There's nothing here so far.

=+ Add

Attachments

k‘ Drag files here or click to add attachment v

Job Aide

Attachments

> Once you’ve evaluated Performance
Goals, Competencies, Development
Goals and viewed the Questionnaire,
click v to view attachments the
employee may have included as
supporting documentation.

> You may also add attachments by
clicking +Add and dragging files into
the Attachments box or adding
documents from saved locations.




Overall Summary

Last Saved 04/21/2024 7:14 PM
Manager Rating

Superior

Employee Rating

Exceptional

Manager Comments

A« AlvB I U

c
I
i
(S

Manager comments.

Employee Comments

Overall comments

Manager Calculated Rating

Superior (4.38)

Employee Calculated Rating

Superior (4.43)

E| Eanadd |

Words: 2 Characters (with HTML): 24

Job Aide

Overall Summary

> You will then need to complete the
Overall Summary located at the top
of the screen (above the Evaluation
Topics) by selecting a Manager Rating,
entering Manager Comments, and
Calculating the Manager Rating. This
is an overall rating, considering all
Evaluation Topics.

> When you have finalized the
evaluation, entered all ratings and
comments for those ratings, click on
Submit.

> The Manager evaluation will then be
submitted for next level review.




Error

You must enter all required Ratings and Comments. (HRA-960343)
You haven't entered all required Ratings and Comments on the
following sections: Competencies. Overall Summary.

‘ Job Aide

e

Warning

> An Error screen may display
upon Submit if you have not
entered Manager Ratings and
Comments on all sections.

> Click OK to go back and
complete missing sections.

> Then click Submit to finalize.

> The Manager evaluation will
then be submitted for next level
review.

l /¥ &Y W
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4 We are submitting your changes for approval.

MILTON SCHOTT

HRIS Specialist

E] 2023 - 2024 City Annual Evaluation - MidMgmt Supervisory

Current Task Task Completion
Approval 2/6

Manager Rating Employee Rating
Superior Exceptional

Job Aide

Next Level
Approval

When you return to the Evaluate
Performance screen, you will see a
displayed message for the
employee you just evaluated, “We
are submitting your changes for
approval.” This confirms that the
completed evaluation has been
submitted to the next level
manager for approval.

> |f you want to print a copy of the
evaluation, click on the
performance document link.




Document Details

What do you want to print?

Format

@® PoF

O HTmL

Feedback Contributors
¥| Manager

| Worker

| Overall Summary
| Worker Final Feedback
| Manager Final Feedback

Job Aide

Printing

> Then click the Print button.
> Choose what you want to print.
> Click on the green Print button.
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SCHOTT, MILTON Example of Manager

2023 - 2024 City Annual Evaluation - MidMgmt Supervisory
07/01/2023 to 06/30/2024

Document Status Submitted L]
Evaluated By BOYER, DEBORAH va u at I 0 n

Employment Details

Position HRIS Specialist Job  HRIS Specialist
Location James D. Couch Municipal Department HUMAN RESOURCES - Systems
Building And Records

Manager BOYER, DEBORAH

Overall Summary

Worker Manager
Overall Rating Exceptional Superior
Comments
Overall comments Manager comments.

Performance Goals

Worker Manager
Section Rating Exceptional Exceptional

Customer Satisfaction

Description O
Success Criteria
Maintains 80 percent customer satisfaction based on the o I e

results of the divisional customer service survey in the
categories of satisfaction with the quality of services
provided and the timeliness of services provided.

'}." ‘... e g Ta v - ] ‘ ‘

¥
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Start Date  07/01/2023 Priority
Status Mot started Completion Percentage
Target Completion Date  06/30/2024
Level Category
Related Link
Comments
Weight 10 %
Competencies
Worker Manager [ [ Worker [ Manager
= [ Section Rating | Exceplional | Superior
Performance Rating Superior Superior
Comments Agility
Comments. Manager comments. e g
F Rating i
Commenis
Comments Manager comments.

Dashboards and Reports

Description
Success Criteria

Work collaboratively with Oracle users to identify and
define dashboard and reporting needs; design and

implement dashboards and reports based on those needs,

as needed or as assigned and in accordance with
established timeframes for completion. This includes
working collaboratively with the division manager to create
a Human Resources dashboard for reporting key
performance measures (Roadmap Objective 5.2) and a
City Manager report.

Commitment to Continuous Improvement

Worker Manager
Performance Rating Exceplional Exceptional
Comments
Comments Manager comments.
Customer Centric
Waorker Manager
F Rating Superior Superior
Comments
Comments Manager comments.

Execution and Results

Start Date  07/01/2023 Priority
Status Mot started Completion Percentage Worker Manager
_ Performance Rating Superior Superior
Target Completion Date  D&/30/2024 CommonE
Level Calegory Comments Manager comments
Related Link
Comments Inclusive Leadership
Welght 30 % Worker Manager
Performance Rating Superior Superior
Comments.
Comments Manager comments.
Worker Manager
Performance Rating Superior Superior

Example of Manager
Evaluation

Job Aide




Development Goals

Warkar Manager

Development Goals will
display here, or the
space will be blank if the
employee did not enter
any Development Goals
as in this example.

Questionnaire

SCHOTT, MILTON
1. What talents, interests, or skills do you possess that we haven't made the most of?

Comments

2. What are your career goals?

Comments

3. What career development opporinities would you like to hawve during the upcoming evaluation
period in support of those goals?

Comments

4. What kind of recognition is most meaningful to you?

Comments

Example of Manager
Evaluation

Job Aide




Example of Manager
BOYER, DEBORAH .
Evaluation

Manager Final Feedback

Signatures
Worker Data
Manager Date
[ Job Aide J
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— Just-in-Time Training
 Upcoming Training Sessions for Manager

Evaluation of Workers:
> May 14, 2024, 2:00 p.m. to 3:00 p.m.

* Additional resources, including a list of
performance management/performance
feedback courses, are available
at: Employees | City of OKC




Demonstration:
Manager Completion of Employee Evaluation
for Annual Review



Action Items

* Ensure “reports to” information is updated and
accurate prior to each performance milestone
date.

> Department HR Contacts have access to submit
changes to HRIS via an Oracle process (link provided in
the chat)

 Complete Manager evaluations for annual review

by May 30, 2024. Employee self-evaluation is encouraged
but not required.

* Direct questions to HRAssist@ okc.gov.

* More information can be found on
okc.gov/employees.




R

Send gquestions to:
ONEOKCCLOUD@OKC.GOV or
HRAssist@okc.gov




