
Completing a Performance Assessment Review (PAR)
in the HCM Cloud

This training module provides step by step instructions on how to  
complete the Interim Performance Assessment Review (PAR) 2022 for the  

performance cycle that began on July 1, 2021.

2/28/2021



There are four portions of the Performance Appraisal Review (PAR) that must be completed. They include 
goals, competencies, a  questionnaire and overall comments. 

The steps in the process are as follows:

1. Manager captures goals for the employee 

2. Manager evaluates the competencies for the employee and completes the questionnaire

3. Manager submits the form to the next level manager

4. Next level manager approves the document or sends it back for revision

5. After approval is complete, the document is shared with the employee

6. Employee acknowledges receipt of the document

7. Manager schedules a session for review of the document and discussion

8. Manager documents date of meeting

9. Employee confirms attendance at meeting

10.  Employee and manager and provide final feedback

Please note that there are two different PAR forms.  One is for employees who have no supervisory 
responsibilities (this is most employees) and the other is for employees who have supervisory 
responsibilities.  The steps to complete the forms are the same, however some of the competencies are 
different. 



Manager signs onto Oracle and navigates to the My Team icon. Manager selects the Performance tile.
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All employees who are eligible for an interim PAR will appear on the Evaluate Performance screen.

Click the PAR Interim link (circled) to begin the performance evaluation. The first step in the process is for the 
manager to enter the goals that were  established during the 2021 Final PAR. If any goals were ongoing from the 
2021 cycle, the manager will be able to transfer the goals to the 2022 Interim PAR.



To transfer the ownership of the performance evaluation to a new supervisor, click the ellipsis (…) on the right of 
the screen. Options will open which include  the option to transfer. Should you need to transfer ownership of the 
PAR, you also need to notify the office of Human Resources of the need to update  the supervisory relationship in 
the HCM cloud.

3



If transferring the ownership of the performance evaluation to a new supervisor, select a name from the drop down 
menu. Click save and close.
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To begin the interim PAR, click the PAR Interim link. See below that, so far, no tasks have been completed for this 
evaluation. When looking at the All Tasks list, tasks with a horizontal arrow are in progress, and those with a check 
box have been completed.
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Click the Goals link.
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To apply goals that were entered into a final PAR 2021 which was completed in cloud, select Copy from Other.
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Below are the next steps for initiating the interim 2022 performance evaluation with goals that are repeating or were 
not completed in 2021.

Select PAR 2021 as the Review Period and PAR Final Evaluation from the drop down menu.

Press Save and Close.

8



If you mistakenly add a goal, you can navigate to the ellipsis (…) and select Delete Goal. You will then be 
prompted to confirm that you wish to delete the goal.
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If you need to add a new goal (not one carried over from 2021), you can navigate to the Add button. 
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You will then update the required fields (marked with an *) and click Save and Close.
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Click back arrow to return to prior Interim PAR evaluation page.

9



Once the goals are entered, you will press the Submit button. The Evaluation Topics will then become 
available for review.
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Click the PAR Interim link to begin evaluating the employee’s performance.
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You will evaluate development goals and competencies and you will complete the 
questionnaire. Use the Evaluate buttons for each section.
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When evaluating the Topic Goals, you will first come to a screen that lists all of the Goals. While you will be able to make 
general comments on this page, please select the hyperlink for each goal to make more detailed updates.
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To assess each goal, click Edit in order to begin evaluating each goal.
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You will need to assess each goal and save.
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Click the PAR Interim link to begin evaluating the competencies.
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Click on the PAR competencies section to evaluate each competency.
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Press the Evaluate button to begin the evaluation of all competencies
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Each competency must have a proficiency level and comments need to be entered by the manager. Scroll down 
until all competencies have a rating level and comment.  Then click the Save and Close button.
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Click the back arrow to continue with the evaluation
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This screen illustrates the employee’s rating after all competencies are evaluated and 
comments are entered.
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Once you have evaluated all competencies, and entered comments for each competency, you need to complete the 
PAR questionnaire. Click the Evaluate button next to the PAR Questionnaire.

The questionnaire is the final portion of the PAR.
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There are four questions to be answered in the questionnaire.  After answering all four, press the Save 
and Close button.
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After completing the goals, competencies and questionnaire, the supervisor will update the PAR with an overall 
summary. Press the Save button when complete.
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The PAR has now been completed and now can be submitted up to the next level manager for approval. Press the 
Submit button.
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! If you do not enter comments for each area of the evaluation, this warning will appear.
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The manager is returned to this screen. Press Submit again.
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The next screen that appears allows the manager to make optional comments before submitting to the next level 
manager.  Press Submit again.
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See that there is forward progress under All Tasks.  The Approval is in progress as noted by the horizonal arrow.
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After a few minutes, the cream colored box will change text, and you can now check on the workflow 
to see where the approval is.  This can be done by clicking on the hyperlink “See how it’s going.”
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From this page you will scroll down to the Approval History section and click on the “Show Detail” 
hyperlink. 
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The current Approver (Assignee) will appear. It will be marked by a Clock symbol. 

When you have finished with this page, click the back Arrow.



Once the next level manager has approved, the Approval green circle turns from a horizontal arrow to a check.
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The next step is to share the evaluation with the employee.  Please select the unhighlighted (dim) Share and Release 
button to share the review with the employee.
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The interim PAR, once released by the supervisor, is visible to the employee. This shows the navigation for the 
employee to view the PAR. They should be on the Me tab and select the Career and Performance tile.
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Next the employee selects the Performance tile

33



Next the employee opens the link to the review.
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Next, the employee reviews the Goals, Competencies, Questionnaire, and Overall Summary and clicks the Acknowledge 
Document button.
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The employee enters any comments, then submits the document.

36



The manager is notified that the employee has released the PAR. The manager signs on to Oracle and ensures that 
My Team is underscored and clicks the Performance tile
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Next, the manager clicks the link for the review.
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The manager schedules a session with the employee to review the PAR (this is done outside of Oracle). After holding 
the meeting, the manager then indicates that the review meeting was held.
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The manager enters the date of the review meeting and clicks Submit.
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When the manager submits confirmation that the review meeting was held, the employee is notified to go into 
the performanc e  evaluation module and confirm it was also held.

The employee must underscore the Me tab and click the Career and Performance tile.



Next the employee selects the Performance tile
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Next the employee opens the link to the review.
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The employee clicks the Acknowledge Meeting button.
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When the employee acknowledges that the evaluation meeting took place, this screen appears.

The manager is notified that the employee has confirmed the meeting.

The employee clicks on the document again to provide any remaining feedback.
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This illustrates the final feedback screen. The employee clicks Continue in order to provide final feedback.
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On the next screen, the employee fills in any comments they may have and press Submit.
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See the final step in the PAR evaluation process which is for the manager to provide final feedback. Upon final 
feedback being submitted by the employee, the PAR is released for the manager to provide their final feedback.

The manager ensures that My Team is underscored and clicks the Performance tile.



The final step in the Interim PAR 2022 evaluation process is here. Manager clicks the PAR 
Interim link.
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Similar to the employee, the manager clicks Continue to provide final feedback .
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On the next screen, the employee fills in any comments they may have and press Submit.



At this point, the Interim PAR process is complete. To view the completed review, the manager scrolls down the 
page and changes the document status to Completed. 
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After scrolling back up, the link to the completed review appears.



Questions regarding this process should be submitted to galls@tcnj.edu
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