
Career Conversation - Employee 
 

 

 
 

 
 
 
 
 
 
 

 
 
 
 
 

 
 

1. Log into the Human Resources component of Oracle PeopleSoft. Use your Novell login. Make 
sure your User ID is in all caps. 

 
 

 
 

 
 

Employee User ID 



2. Click on “My Performance” 
 
 
 

 
 
 

 
3. Select “Career Conversations.” 

 
  

 
 

 

 
4a. Both evaluator and employee may add comments and attachments throughout the year.  

NOTE: Comments are immediately visible to both employee and evaluator when SAVED 
1) Click “Add Item” below Section 3.   

 

 

 
 
 
 
 



4b. 2) Add a “Title,” e.g. a date or nature of meeting such as “One-on-One.” 
3) Add comments in the “Description.” 
4) Click Add 

 
 

 
 
 

4c. Click “Save” at the top right corner.  *  
 

 
 
 

 
4d. Employees can edit or delete comments added after saving if needed.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Manager Name 
Jane Doe 



5a. Both evaluator and employee may add attachments throughout the year.  
Click Add Attachment > Browse > Select File > Open > Upload   

 
 

 
 
 
 
 
 
 
 
 

5b. On the main page, select “Employee and Manager” under “Attachment Audience” and save. 
If “Employee Only” is selected, only the employee will have access to the document.  NOTE: If 
nothing is selected, only the employee will be able to access the document. 

 
 

 
 
 
 

6. End-of Year Process:  Employee comments are OPTIONAL.  
Employee will add their comments as listed in step 3 before the Managers begins the end of 
year process.  
 
If employee wants to add comments after the End-of-Year Career Conversation meeting with 
Manager, s/he has 3 business days to submit final comments either by adding them in 
Section 3, emailing them to their manager or uploading a document in PeopleSoft. 

 

Manager Name 


