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Overview

This guide details how to navigate the system as a Manager, covering how to rate evaluations,
complete various tasks, and run reports, as well as some tips and tricks of the system.

Before You Use This Guide

Your HR Admin must send you an activation link to activate your account. Once activated, you
may log into your Perform account and complete any tasks assigned.

Who Should Use This Guide

This guide is intended for Managers.

Contacts for Questions

Please contact your HR Administrator should you have any additional questions.
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Navigating the Dashboard

The Perform Dashboard is the central landing page of Perform, where system tasks and records
can be accessed.

Navigating to the Dashboard

Upon logging into Perform, you arrive at your Dashboard.

NEOGOV B rerform

[ 0 Overdue 8 Shirley Le Josh O'nell
) Wie Journas -

Figure 1: Dashboard

1. Dashboard Menu: Based on HR Configuration you see the following tabs:

a.
b
C.
d

e.

f.
2. MyTa

a.

Dashboard: Brings you to the Dashboard at any time

. The Employees List

The Performance Evaluations List

. The Library houses the Goal and Competency Lists (based off security

permissions)
Reports
Help

sks: Contains all tasks currently requiring your action

Color-coded boxes located within this section can be used to filter the various
task types

3. My Evaluations: Displays your three most recent performance evaluations (if
applicable)

a.

vk

a.
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My Direct Reports: All of your Direct Reports
Quick Navigate Menu:

i Upload Icon: Upload a document to your Talent Profile (security permissions
apply)
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b. = Journal Hub: Contains all Journal Entries that you have created or that have
been shared with you, as well as any pending entries and Drafts

C. + Quick Add: Actions vary depending on security permissions

d. Lﬂ—; Recent: Quick links to recently viewed areas
6. My Profile: Access your Talent profile, update your password, and sign out of Perform

NEOGOV §§ Perform o &! = @KﬂvenManager v

Dashboard  Employees  Performance Evaluations Library Reports Help v s 85 + @

Active Evaluations & Overdue Tasks o

Active Evaluations Overdue Tasks

® Approval PRI ® sion

Total

Figure 2: Dashboard (Part II)

7. Active Evaluations and Overdue Tasks: Graphs that display all active and overdue
evaluations and evaluation tasks for both your direct reports and you (dependent on
permissions configured by HR)

8. Active Evaluation and Overdue Tasks List: Updates to reflect the corresponding
information selected on the graphs above

In-App Help

Both In-App Guidance and Helpful Hints allow users to receive guided assistance directly within
Perform.

Using In-App Guides

There is a Help menu accessible to all users. Hover over the Help icon to view a list of common
actions.

©®NEOGOV 2000 — 2020. Proprietary and Confidential 5
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Q search [ WilliamLee

NEOGOV  PE Perform

Employees  Performance Evaluations +  Library  Reports m

Dashboard

Adding Goals

My Tasks viewall >

Completing Tasks

Creating Performance Evaluation

0 0 - 5

sign Approve Other Overdue

S 2

Total Rating

Journal Entries

Rating an Evaluation

hide table A Signing an Evaluation

Approving and Signing an Evaluation

For Employee

; Helpful Hints m

% Rating For Libby Te's L Te - Probation Review Libby Te L Te - Probation Review A o7mgi20m

[ Checkinwrth Ziggy Willlam Lee NA A 14207
Jill Phung Annual Evaluation Program A 12512017

[ Review, Add and/or Edit Goals

Figure 3: Help Menu
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Users can click on an action, and the system guides them on the relevant steps to complete that
action, as well as provides a helpful description for each step. When a corresponding tutorial
exists, that displays as an option to view also. Select Stop Guide to stop the guided tour
completely.

NEOGOV PE Perform v

En wary

Access your Dashboard
gv Click on NEOGOV logo to go to Dashboard

Stop Gulde
Mo B
Figure 4: Stop Guide

When a tutorial begins to play, it is anchored in the bottom left of the screen. You can change
this placement by selecting the drop-down menu in the top left of the tutorial.

Task < | For Employee

:/ Approve Alexis Newman

{‘( Rating For Andy Bernard's 2018 Eval Andy Bernard

‘f\? Rating For Alexis Newman's 2017 Annual Employee Evaluation Alexis Newman

Botiom Left
Bottom Left
Bottom Right
Top Left

Top Right Tiger Wood +12

Tiger Wood +12

Alexis Newman

Alexis Newman

Natalle Jones +20

Tiger Wood +12

My Evaluations Andy Bernard

A | = 77 nems pet paye v v

Figure 5: Tutorial Placement

NOTE: If you leave the page playing a tutorial, the tutorial closes and will need to be reopened
if you wish to watch it on the next page.
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Using Helpful Hints

When you hover over the Help icon, there is a Helpful Hints toggle that can be enabled or
disabled.

If Helpful Hints are enabled, blue Helpful Hint icons display throughout Perform in areas where
users might need more assistance.

E R @ @\ml'amlee @

@NEOGOV  FE Perform

Employees  Performance Evaluations Library  Reports v @ @3 +
©® ®
Dashboard

My Tasks viewall > @ Adding Goals

Completing Tasks

6 ) Creating Performance Evaluation 0 0 4 5

Total Rating Journal | Entries Sign Approve Other Overdue

Figure 6: Helpful Hints

Click on a Helpful Hint to receive more information about that specific action. Depending on the
Helpful Hint, the system may refer the user to other related hints, or it may offer a description
and the corresponding tutorial (if applicable). View the tutorial by selecting Watch Video or
close the Helpful Hint description by selecting Close.

My Tasks viewall >

My Tasks 4

Here, you can find all the tasks that require your attention. Approve And Sign
To see other tasks assigned 10 you, use the "view all” link.

Watch Video

Figure 7: Watch Video

To turn off the Helpful Hints, hover over the Help icon and disable the Helpful Hints.

©®NEOGOV 2000 — 2020. Proprietary and Confidential 8
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My Tasks

Any current tasks that require your action appear in My Tasks. You can filter on each status by
selecting a task type. The list below will then only show tasks of that type.

My Tasks view s o

Figure 8: My Tasks

1. View All: Select this to view tasks that are Current, Completed, Canceled, Pending, and
Skipped
a. Current: Tasks currently requiring action
b. Completed: Tasks you've already acted on
c. Canceled: Tasks no longer required
d. Pending: Tasks pending another user’s action, or tasks for Draft evaluations
e. Skipped: Tasks that had been assigned to you, but skipped by an HR Admin
2. To complete a task, select the name to be re-directed to the task
a. For more information, please refer to Completing Tasks

The task types are designated as follows:

e Total: All tasks currently requiring your action

¢ Rating: Any rating required on a self-evaluation, a Direct Report’s evaluation, a peer
rating task, recurring Journal Entry tasks, and Check-Ins (one-time or recurring)
Approve and Sign: Task to approve and sign the evaluation after it's been rated

e Sign: Task to acknowledge an evaluation before rating can begin, or to sign the
evaluation after it's been rated

e Approve: Task to approve the evaluation after it's been rated
Other: Any manual task (one-time or recurring) and Add / Edit Content tasks

e Overdue: Any task with a past due date

©®NEOGOV 2000 — 2020. Proprietary and Confidential 9
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The following legend can be used to identify actions that can be taken from the Dashboard:

= Rate an evaluation

= Approve and sign

R
[

= Sign

= Approve an evaluation

= Other or Manual tasks

Q

= Recurring Manual task

= Check-In

feil

ok

= Recurring Journal Entry

Figure 9: Task Icon Legend

My Evaluations

Underneath the tasks section of the Dashboard is the My Evaluations section. Here are your
three most recent performance evaluations (if applicable). Select any one of the evaluations to
be redirected to the Evaluation Detail page for the corresponding evaluation. If the evaluation
status is Completed, you are directed to the Evaluation Print Preview.

My Evaluat\ons

Annual Evaluation ( 03 / 06 / 2022 ) Annual Evaluation (due 08 / 31/ 2021) Annual Performance Eval

Sun. Mar 08, 2022 - Tus. Aug 31, 2021 Tue. Sep 17, 2019 Tue. Sep 15, 2020

Before Ratings Periodic Stalus: Before Ratings ype: Periodic Completed Periodic

Figure 10: My Evaluations

To view all historical evaluation, select view all of my evaluations. To view the Print Preview
of a specific completed evaluation, select the title of the evaluation.

My Direct Reports

Below your evaluations section is My Direct Reports, a listing of your direct reports.

©®NEOGOV 2000 — 2020. Proprietary and Confidential 10




NEOGOV

My Direct Reports
Evelyn Gonzalez [ 0 Overdue “ 8l shirley Lee AN Josh O'neill W e
Human R Analy £5] Write Journal fuman R : {5 Write Journal ! 1 Reg a {E] Write Journal

s = 0 Overdh [= 0 Overd % 0 Overd
M Jessica Ortega [E s Elisabeth Sandberg L O Cvercue Jennifer Smith erave
puty SF {5] Write Journal . A 1 {%) Write Journal ment £5] Write Journal
Isaac Tran ey Alan Wilson Sjaicyenky
15| Write Journal 2 tant &| Write Journal

Figure 11: My Direct Reports

Click on the name of your direct report to be re-directed to their Talent Profile page.
Additionally, you can click into their overdue tasks by selecting the Overdue button, or their
Journal Entries by selecting the Write Journal button, and a flyout appears for the respective

item.

©®NEOGOV 2000 — 2020. Proprietary and Confidential
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Active Evaluations and Overdue Tasks

The next section is the Active Evaluations and Overdue Tasks (dependent on security
permissions configured by HR).

ee e e e

Figure 12: Active Evaluations and Overdue Tasks

The Active Evaluation Graph is divided by four statuses: Approval, Rating, Before Ratings,
and Draft. Click on any respective part of the graph to filter the list below.

The Overdue Tasks graph displays the number of overdue evaluation tasks divided by the four
statuses: Rating, Sign, Approve and Sign, and Other. Select the graph for a flyout containing
the list of all overdue tasks.

To hide the list, select the hide evaluations table button. Use the Magnifying Glass icon to
filter any column.

Journal Hub

All managers have access to their Journal Hub. The Journal Hub is a central location where
you can find all Journal Entries that you have created or have access to (those shared with you).

For more information, please refer to

©®NEOGOV 2000 — 2020. Proprietary and Confidential 12
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My Profile (Talent Profile)

To access your Talent Profile page, hover over your name in the top right corner and select
My Profile.

NEOGOV @ Perform v £ 28 E () Nmwse v

i aitoneiancs K v e eports g
Alan Wilson o ) Upload Document ] Journal Entries | 1 o
Financa Manager | Administration & Accounting

EEmployee Details

Employee Information About Me
R EPA T abouty £
Fin Admiciatrtion & Accpuining

e Hierarchy
eMPLOYEE MuMBE START DATE
Awl 09/12/2016
(} Belen Zuniga
ema P B
bzus
e
exc Foan
No

o Strengths C

Work History + AddWork

Your highest.rated comp

Add your work experience including any contracts here performan

Figure 13: Talent Profile

1. Header tabs may include Employee Details, Evaluations, Additional Info, Tasks,
Development Plans, and Documents that are associated to you
a. To navigate to each section, select the section title at the top, or scroll down the
page
2. Upload a Document to your Talent Profile (if configured by HR)
a. Maximum file size of 20MB
3. Add Journal Entries from this button
a. For information, please refer to

©®NEOGOV 2000 — 2020. Proprietary and Confidential 14
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b. Journal Entries
4. Add information to widgets
5. View your immediate Hierarchy
a. To view the entire agency org chart, select View Company

Tip!

You cannot edit any of your Employee Information, such
as position, email address, etc. If you need to update
that information, please contact your HR Administrator

Based on HR configuration, you can add information to different informational widgets under the
Employee Details section. For example, to add information to the Work History widget, select +
Add Work.

©®NEOGOV 2000 — 2020. Proprietary and Confidential 15
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The Add Work History flyout appears. Any field highlighted in red is required; you must fill out
those fields to save. Enter in all information and save.

Bl Add Work History
Dosnooord  Empioyees  Perfom

Company info Pesition info

Figure 14.: Add Work History

Once saved, the new information populates your employee details section. Continue to add
information in the same fashion to any widget as desired.

NEOGOV @ petorm -

[zzjEmployee Details

Employee Information About Me

Work History 4 AddWork

Figure 15: Work History
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Document Upload (Optional)

If configured by HR, Managers can upload documents to their Talent Profile as well as upload
documents to any of their direct reports’ Talent Profiles. This can be helpful if previous paper
evaluations or supporting documentation should be included on the Talent Profile page.

If document upload is enabled, the Upload icon appears in the quick navigation menu next to
the Journal Hub icon.

NEOGOV @ rerform ~

Searc] il
Dashboard Empl ~ Library Administrative Reports Help - & {

My Tasks view all

Total Rating Approve And Sign Sign Approve Other Overdue

Figure 16: Upload Document Icon — Dashboard

Click the upload icon to open the Upload Document fly-out.

Upload a Document

Larger files may take a bit longer to process. We appreciate your patience!

®

Drag and drop your file here, or browse

Leave and Cancel Upload

Figure 17: Document Upload Fly-Out

Click browse to search your computer for the appropriate file or drag and drop the file into the
designated upload area. The maximum file size is 20MB. Once the upload is complete, a
success message appears.

File Uploaded to Talent Profile Successfully!

Click here to view all uploaded documents in your Talent Profile.

Figure 18: Upload Success Message

©®NEOGOV 2000 — 2020. Proprietary and Confidential 17
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Click OK to view the document in your Talent Profile

NEOGOV B perform Q, Search [ O Alan Wikson
Dashboard ~ Employees  Performance Evaluations ~  Library Administrative Reports - Help + o @\ + 0O
Alan Wilson ] Upload Document | Journal Entries | 1 ©
Finance Manager | Administration & Accounting
Employee Details Evaluations Additional Info Tasks Development Plans Documents

No Results Found

D Documents o

Note: The maximum allowed file size is 20MB

{1 Upload Document

Q File Name

Q Uploaded On

Annual Evaluation 2018 txt 04/0120211957:49

Management Guide b 04/01/2021 20:08:08

Figure 19: Talent Profile > Documents

1. Documents Section: Displays all Documents uploaded to your Talent Profile by you,
your manager, or HR.
Upload Document: Click to upload another document
Actions:
a. Download the corresponding document to your computer
b. Delete the corresponding document from your Talent Profile. Note you can only
delete items that you personally uploaded

wn

To upload documents for one of your direct reports; navigate to their Talent Profile and click
the Upload Document button next to the Journal Entries button.

E = (:)Almwsm,,

NEOGOV [ Perform +

Dashboard ~ Employees  Performance Evaluations Administrative Help v G @ +

W

&) Employee Details

Library Reports

7 Upload Document

Elisabeth Sandberg

Accountant Administration & Accounting

Employee Details Evaluations Tasks Development Plans Documents

Employee Information

Hierarchy

POSITION TITLE

EMAIL

No

DIRECT MANAGER
Alan Wilson

bzuniga+78787878787878787... -

DEPARTMENT DIVISION

PHONE NUMBER ADDRESS
56 W Ocean Bivd
Los Angeles

CA 00000

EXCLUDE FROM AUTOMATIC OR BULK EVALUATION CREATION

ADDITIONAL MANAGER(S)

Accountant Administration & Accounting Accounting Q Pelen Zunion
juman Resources Manager
CLASS SPEC AcTIVE ONLINE ACCESS
X Yes You
Finance Manage:
EMPLOYEE NUMBER START DATE
65354254 08/03/2020

Elisabeth Sandberg
Accountant

View Company

Figure 20. Direct Report > Document Upload
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This opens the Upload Document Flyout. From here you can follow the same steps as you did
when uploading a document to your own Talent Profile.

©®NEOGOV 2000 — 2020. Proprietary and Confidential
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Journal Entries
Journal Entries are an easy and effective way to take notes of accomplishments throughout the

year for yourself, your direct reports, and potentially other employees (depending on HR
configuration).

Navigating to Journal Entries
There are several ways to log Journal Entries in Perform. They can be created from the Journal

Hub, from the Dashboard, and from the Talent Profile. They can even be emailed directly
to Perform!

Adding Journal Entries via the Journal Hub

All managers have access to their Journal Hub. The Journal Hub is a central location where
you can find all Journal Entries that you have created or have access to (those shared with you).

The Journal Hub icon is always accessible to the user, no matter what page they are viewing in
Perform.

% @ ~ @ Alan Wilson -~

i-l+ ©

Figure 21: Journal Hub

Select the Journal Hub icon and a flyout displays the Journal Entries Hub.

Journal Entries Hub Q Close

Current it Pending All Drafts

esharewwh -

Employee

Manager(s) ()

st find an employee
Direct Manager's

N B I U 1= = = 2§
Manager

Select an employee in the dropdown abeve to view their journal entries here.

Figure 22: Journal Entries Hub Flyout

1. Current: Any Journal Entries successfully posted can be found in the Current tab
2. Pending: Any emailed Journal Entries that have not been successfully posted can be
found and corrected in the Pending tab

©®NEOGOV 2000 — 2020. Proprietary and Confidential 20
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a. Once corrected, the Journal Entry is posted to the Current tab
3. All Drafts: Any Journal Entries kept as drafts or not successfully posted can be found
and finalized in the All Drafts tab
4. Who is this entry about?: Search for any employees you would like to create a
Journal Entry for, including yourself or any direct reports
a. Once one or more employees are selected, any posted Journal Entries you have
access to display at the bottom of the hub

5. Share with...: Select any combination of options to quickly share the entry upon saving
with the:

a. Target Employee
b. Manager(s) — NOTE: if there are any Additional Managers assigned to the
Employee, the journal will be shared with them as well
c. Direct Manager’s Manager
6. Body of Journal Entry: Enter the text of your Journal Entry here
a. The rich text editor can be used for additional formatting and one (1) attachment
can be included (5MB)
Save: Select Save to post the Journal Entry
Close: Select Close at any time to close the flyout and return to the previous page
a. Any unsaved Journal Entries are lost

® N

Logging a Journal Entry from the Journal Hub offers you several options as well as the Journal
text box.

Journal Entries Hub Close

Current Pending All Drafts €@

+ Fields are required.
Who is this entry about? *
Share with ...
Employee (C—
e Mana O)

Direct Manager's

0

B I U 1= = = 2
Manager
Elisabeth has presented new and innovative business plans benefiting the entire organization | Innovative o
Not
Y ... ] 7 )
Journal Entries for Elisabeth Sandberg o
o ®Current = | [EY entres SelectAll | A Actions || Y
@ Aon Wikon lsst e 084756 PM + 93 shared ﬁ @ [ e
Elisabeth has demostratad strong skils in presenting reports, budgats, and business plans.
& ien wizen - i

- :7'/—'/'gure 23: Creating a Journal Entry

1. Enter the name(s) of the employee(s) for whom you would like to create a Journal
Entry

a. Any Journal Entries you have access to for that employee displays below
2. Select if you would like to share the entry with the Employee, their Manager(s), or their

©®NEOGOV 2000 — 2020. Proprietary and Confidential 21
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Direct Manager’s Manager. Not selecting an option, keeps the Journal private to the
creator
3. Use the Rich Text Editor to enter the Journal Entry and style as necessary
a. You can add one (1) attachment to each Journal Entry
b. To tag a Competency, Goal, or Narrative, enter ‘@’ and type the desired
competency, goal or narrative. A list of matching items appears. Select the
correct item. This assists in searching for this particular Journal Entry when
rating
c. Perform continuously saves your work as a Draft while you type
4. Use the menu to toggle between Current, Archived, and Draft entries
5. You can share, archive, delete and edit your entries
a. To share, select the blue People icon
i. Share Journal Entries created for your Direct Reports with that direct
report and your manager
ii. You can share Journal Entries created for yourself with your Manager and
your Direct Manager’s Manager
iii. The default setting allows sharing up to two levels in the organizational
hierarchy
1. If HR has configured to allow Journal Entries to be shared with
others, you may see further sharing options available
b. Archive a Journal Entry by selecting the Archive icon. Using this feature
removes older journal entries from view, making it easier to search through
current feedback entries
i. Once archived, the entry moves from your current list to the archived list.
The archived entry no longer appears for selection in the rating form
ii. To unarchive, select the unarchive icon Unarchive Icon
c. To delete any entries you created, select the Trash icon
d. To edit your entry, select the Pencil icon.
6. Use the Actions menu to Archive, Delete, Print with Attachments, and/or Print
without Attachments
7. Choose whether to Discard Draft, Keep as Draft, or Save your entry
a. To wipe all selections and text from your in-progress entry and start fresh, select
Discard Draft
b. To keep your progress and finalize later, select Keep as Draft. Access any
drafts from the All Drafts tab to finalize
¢. Once you have added all comments, attachments, and tagged evaluation items,
select Save

Tip!

Archived Journal Entries can be unarchived from the Archived Tab

©®NEOGOV 2000 — 2020. Proprietary and Confidential 22
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Managing Journal Drafts

Users with access to create Journal Entries can save any in-progress entry as a draft to be
completed later. The system will auto save all entries as a draft upon typing in the Rich Text
Editor until the finalized entry is submitted.

This prevents the accidental loss of entries should the user experience any technical difficulties
or accidentally close out of the Journal feature prior to saving. To finalize any draft and submit
as a Journal Entry select the All Drafts Tab.

Journal Entries Hub Close

Current Pending | AllDrafts @

©

Eb
I

Figure 24. All Drafts Tab - Journal Hub

1. The number of Drafts display on the All Drafts tab in the Journal Hub

2. Select the edit pencil icon to edit and submit a draft or the trashcan icon to delete the
draft

3. Entries can be deleted in bulk using the check boxes and Actions button

If existing Journal Entries are edited, the User can choose to keep the in-progress version as a
draft. In this instance the original saved entry remains visible until the draft is submitted as a
finalized entry. Click on View Draft to see the in-progress draft of the saved Journal Entry,
finalize, and submit.

Journal Entries for Elisabeth Sandberg

@ Current + Bl entries Select A Z Actions | T
.Alm Wikson lsst edited 04/01/21 09:20:58 P Qo shared

Figure 25: View Draft > Journal Hub

Once the Draft is submitted, the original entry is replaced, and the edited time stamp is
updated.
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Adding Journal Entries via Email

Users with access to create Journal Entries can do so simply by sending an email. Instead of
logging into Perform to create Journal Entries, users can send an email, and its contents
automatically create as a Journal Entry within Perform.

This is very useful for managers and employees who work in the field and cannot log into
Perform regularly, as they can easily create Journal Entries by sending emails from their
smartphones.

Employees must send the email from the email address that is used for their Perform
account.

journals@neogov.net o

Elisabeth Sandberg

Elisabeth did a great job with today's presentation! o

End Journal o

Best,
Alan Wilson
Finance Manager|

Figure 26. Emailing Journal Entry

—

The email must be sent to journals@neogov.net

2. The email’s subject/title should only include the name of the employee for whom the
Journal Entry is being created. The spelling of the employee’s name must match the
spelling of it in Perform

3. Whatever is written in the body of the email automatically creates as a Journal Entry
once the email is sent

4. Enter the phrase “End Journal” after the last sentence in the email.

a. This prevents any signature lines from being added to the Journal Entry once
created

b. “End Journal” is not visible in the Journal Entry once it is created

Tip!

There can only be one (1) attachment in the
email, which becomes a part of the Journal
Entry once created in the system

NOTE: You cannot enter multiple employee names in the subject/title of the email. Only one
employee name can be added per email.
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Currently, the tagging and sharing features are not supported while sending the email.
However, once the Journal Entry is created, the tagging and sharing actions can be taken within
Perform.

Once the email is sent, the Journal Entry is created in Perform and is accessible from the Journal
Hub. Any Journal Entries that are error free when emailed automatically post and are available
in the Current tab.

Journal Entries Hub ‘ Close ‘

Current Pending Al Drafts

# Fields are required.
Who is this entry about? *
Share with _

Employee (‘Elisabetn sandberg x ) °

Manager(s) @

Direct Manager's

w
~
]
i
i

@
©

Manager

Note: You c

Journal Entries for Elisabeth Sandberg

SelectAll | & Actions | Y

- I

Elisabeth did a great job with today's presentation!

© Current ~ B entries

Q Betenzuniga st 012110:0008

Figure 27: Current Tab - Journal Hub
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Any Journal Entries that contained errors when emailed display in the Pending tab. Journal
Entries within the Pending tab have not been successfully posted yet. Once the errors are
corrected, the entry is successfully posted the to the Current tab. The error is listed next to each
Journal Entry with the ability to correct it.

Journal Entries Hub Close

@

Current Pending @ Al Drafts
B entiies 2 Actions

@ =v=obeth Sandberg — o

Great feedback from the team!

Attachments o

Figure 28: Journal Hub - Pending Tab

1. The number of pending Journal Entries display on the Journal Hub icon from the
dashboard and the Pending tab

2. The error message for each pending Journal Entry appears

a. All possible errors are listed below

3. Select the pencil icon to edit or correct a pending Journal Entry. Select the trash can
icon to delete a pending Journal Entry

4. Pending Journal Entries can be deleted in bulk using the Actions tab and checkboxes
per entry

There are six different types of errors. Each error generates a bounce back email (with the
exception of one), which lets the employee know what the error is and how to correct it. The
bounce back email includes a link to the employee’s Journal Hub.

NOTE: Please do not reply to the bounce back emails.

The 6 types of errors are:

1. User Not Found - when the name of the employee in the subject/title does not match
an employee’s name in Perform

2. Unsupported Attachment Format - when Perform does not support the format of the
attachment submitted with the email

3. More Than One Attachment - when multiple attachments are sent with the email,
since only one attachment per Journal Entry is allowed

4. More Than One Employee Having the Same Name - when there are multiple
employees in Perform with the same name as the employee in the email’s subject/title

5. Security Restriction - when the person who sent the email does not have access to
create a Journal Entry for the employee in the email’s subject/title

6. Email Address of the Sender Does Not Exist — when the sender’s email does not
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exist in Perform the journal is not created. No bounce back email is sent to the invalid
sender

Once the pending Journal Entry is corrected, it posts and is made available within the Current
tab.

Adding Journal Entries via the Dashboard

You can create Journal Entries for your direct reports via the My Direct Reports section on
your dashboard.

My Direct Reports

? Joe Employee

oy

Q Kathleen Employee
& e :

[ ) Luigi Oneguit =
& Fw

Figure 29: My Direct Reports

Select the blue Write Journal icon for the direct report you would like to create a Journal Entry
for. A flyout appears with all Journal Entries you have created for that employee previously, and
any that have been shared with you about them.

Adding Journal Entries via the Talent Profile

Navigate to the desired employee’s Talent Profile page by selecting their name on the
Employee List.

From your direct report’s Talent Profile, select the Journal Entries button, in the top right
corner.

NEOGOV [ perform

Joe Employee Upload Document
Implementation Consultant | Customer Support
y  Employee Detsits Evaluation: Taske Development Plar Documen

E Employee Details

Employee Information Hierare! hy

Figure 30: Talent Profile > Journal Entries

A flyout appears with all Journal Entries you created for that employee previously.
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Adding Journal Entries via Recurring Journal Entry Tasks

Recurring Journal Entry Tasks can be configured within Evaluations to allow users to easily
create Journal Entries on a recurring basis. The Recurring Journal Entry Tasks send email
notifications to the task assignee, including reminder and overdue notifications.

- C More ~ 1-30f3 B Q-

| donotreply@neogov.com Inbox  Recurring journal task Create your weekly Journal Entry assigned on 2019 Annual Evaluat... - Reply above this May 11
info@neogov.com Inbox Message From NEOGOV Insight: Hire Action Required - *** NOTE: This email was sent from NEOGOV *** *—-- Apr 17

PRt Rk PLEASE DO Apr 10

noreply@neogov.com (2) Inbox  Important Security Notice From Neogow! - *---*---*---*— %

Figure 31: Recurring Journal Entry Task Email Notification

The task assignee can simply reply to those email notifications to create a Journal Entry for the
employee being evaluated.

Recurring journal task Create your weekly Journal Entry assigned on 2019 Annual Evaluation..

donotreply@neogov.com May 11 (3 days ago)

to mboland+97 |+

Reply above this ine (o create  joural entry for hiya Jin. You can include one attachment per reply

Dear Angela Halpert,

The following recurring journal task (due every week) was assigned to you on the Neogov PE system:

Subject: Create your weekly Journal Entry
Due Date: 5/18/2018

Priority: Low

Task status: Current

Evaluation: 2019 Annual Evaluation..
Comment:

Figure 32: Recurring Journal Entry Task > Email Notification

Reply above this line to create a journal entry for Miya Jin. You can include one attachment per reply.

Figure 33: Recurring Journal Entry Task > Informational Tag Line

The task assignee needs to reply above the informational tag line which reads, “Reply above
this line to create a Journal Entry for the employee. You can include one attachment per reply.”

The attachment is included as part of the Journal Entry once created.

&« v Perform Journals o

Thanks for deing a great job with the presentation for next quarter, very informative! e

End Journal o

On Fri, May 11, 2018 at 8:15 AM, <donotreply@neggov.com> wrote

Reply above this line to create a joumal entry for Miya Jin_ You ean include one attachment per reply.

SansSerif - | +T- B 7 U A . =1

“e b6 @ o

Figure 34: Replying to a Recurring Journal Entry Task Email Notification

Upon selecting reply:
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The Perform Journal Entry email address (journals@neogov.net) is automatically
included

Be sure to include your response which is created as a Journal Entry after sending
Be sure to include “End Journal” to denote the end of the Journal Entry

The informational tag line is below the response, as required

vnhwn

Select Send once ready

Creating a Journal Entry this way completes an instance of the Recurring Journal Entry Task
and the task due date updates accordingly based on the frequency set by HR, as seen below.

e Rating For Alexis Newman's Alexis Annual 2018 Evaluation

Warren Moon

Alexis Annual 2018 Evaluation

My Tasks viewall >
Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
Task 2 | ForEmployoe 2 | Rolated To : | DucDate -
% Final Rating Jeremy Cueto Development plan for Jeremy .. £\ 1/08/2017
B2 Checkns Miya Jin PE Plan of Improvement for Mi_ A 03/28/2018
E¥ Checkin Ray Jones 2017 Evalustion 05/18/2018
g Create your weekly Journal Entry Miya Jin 2019 Annual Evaluation 05/25/2018

10/27/2018

|

Figure 35: Recurring Journal Entry Task Due Date Updated

NOTE: If the Recurring Journal Entry Task is no longer current or not current at the time the
task assignee responds to the email, a Journal Entry is not created, and they receive a bounce

back email letting them know.
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Creating and Activating Evaluations

NEOGOV

If enabled by HR, Managers have the ability to create an evaluation.

Navigating to the Evaluation Section

From the Employee List, search for the specific employee and select their name. You are then
taken to their Talent Profile. To create an evaluation, navigate to their Evaluation section.

Under the Evaluations section, select + Add Evaluation.

NEOGOYV B8 rerform ~

Dashboard ~ Employees  Performance Evaluations Library Administrative Reports Help ~

Elisabeth Sandberg
Accoumant | Administration & Accounting
Employee Details Evaluations Tasks Development Plans Decuments

(i Upload Document T Journal Entries | 3 [©]

Evaluations
Preview Tmeiine | + Add Evaluation
[E] Annual Blisabath Sandberg (08 / 03/ 2021)
D 15 03,2021 Type
c Thu, Apr 01,2021 Archn
E pleted Action

N

Figure 36.: Add Evaluation
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The Evaluation Creator page appears.

NEOGOV @ perform +

Evaluation Creator

General Settings

ueDate « | B 04032

Preview o Generate Preview

Figure 37: Evaluation Creator

(Y

Create a Name for the evaluation
2. Select if you would like to use the Next Scheduled evaluation, or create a Custom
evaluation
a. If you choose Next Scheduled, the next scheduled evaluation automatically
defaults
b. Per the above example, if you choose Custom, you can choose which evaluation
to create for the employee as well as a specific Due Date and Evaluation Program
c. If you choose Custom a warning message will appear informing you that future
goals will not link with previous goals if a custom evaluation is created
Select if this evaluation is a Periodic or Probation type evaluation
If custom evaluation was selected, enter in the Due Date
If custom evaluation was selected, select which Program to create the evaluation from
To see a preview of the evaluation select Generate Preview
a. The preview displays the Content and Process sections

ouhw

Once all options have been configured, scroll to the bottom and select Create. Once created,
you are re- directed to the Evaluation Detail Page.

Tip!

For Future Goals to populate correctly on future
evaluations the Next Scheduled option must be used
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Depending on the configuration settings set by HR, the evaluation may remain in a Draft status,
or may automatically update to Before Ratings status. If in draft, click Start to begin the

evaluation rating process.

NEOGOV B rperform ~

Help ~

Dashboard  Employees Library Administrative Reparts

Annual Elisabeth Sandberg (08 /03 /2022)

ﬂ Due Date: Wed. Aug. 03, 2022
Doy || Sem- || ®sen

ELISABETH SANDBERG

SCORES EMPLOYEE DETAILS

EVALUATION DETALS
Current Status: Draft TOTAL SCORE OVERALL RATING Posit
Ad
Type: Periodic Pending Pending Dey
View Org.Ct
Oivi
Manageris)
Content Process
§  COMPETENCY SECTION | 5 POINT RATING SCALE
+ Add Competencies
Agency Wide Competencies
50% @ Weight

i ability to adhere 1o re

mploye

integrity is the degree to which the e

Figure 38: Starting an Evaluation

An Activation Evaluation confirmation pop-up message appears. Select Continue to start
the evaluation rating process.

Activate Evaluation

You are about to resume the process of this
evaluation. It will no longer be in Draft status.

Do you wish to continue?

Figure 39: Confirmation Message

The evaluation is now activated and the first step in the process is now current.
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Completing Tasks

As a Manager, you have tasks to complete for both yourself and your direct reports. This section
covers how to complete various types of tasks.

Navigating to My Tasks

My Tasks is located on your Dashboard. Upon logging into Perform, you land on your
Dashboard. To navigate to your dashboard from any other page in Perform, select NEOGOV in
the top left corner. Here, you see any current or overdue tasks that require your action.

OGO\ PE  Perform Q sef
Dashboard ~ Employees  Performance Evalustions ~  Library ~  Reports Help + e
Title
My Tasks viewall >
Related 1o
Total Rating Apprave And Sign Sign Approve Due Date
[ Y.

Joe Employee NEOGO!

¥ Rating For Luigi Oneguit's Annual Email Notifications (due 06 / 2020) Luigl Oneguit Annual E

(due 06 / 2022) Luigi Oneguit Annwal §

% Ratng For Luig guir's Annual Email Not

[Z Meetwith the employee 1o discuss goal setting o Joe Employee Annual d

[= Add Content Luigi Oneguit Individul

Figure 40: My Tasks > Completing a Task

1. Click into the corresponding Task Name from the list
a. In this example, Karen Manager must complete a manual task. She must meet
with her direct report to discuss goal setting
2. A flyout appears with the task details
a. Enter any comments as necessary
3. When you have completed the task, select Complete Task
a. You receive a green banner once the step has been completed
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The next task that has become current for the manager is a Recurring Check-In task.

NEOGOV &8 Pe

Dashboard ~ Employees  §

5

Total

hide table ~

% Rating For Test Erplorl]
% Rating For Luigi Onegut|

% Reting For Luigi Oneguit

0@ Complete weekly check

My Tasks view all > e :
—_—

=) Annusl Administstve Evaluation for Joa Employee (Gue 06/ 01/ 2
= Evaluation Check-In for Joe Employee
arks a required field

How is the employee progressing on their goals? =

B I U = = = %

[ Add content
0 ﬂ !

My Evaluations view: B I U = = % ¢

Peer Ravlew’
My Direct Reports @ o her02.20200828 A 1 Kare Monger 5 snare

' Joe Employe l.

Figure 41: Recurring Check-In Task
1. Select the Task Title

2. A flyout appears with the Check-In questions
a. Required questions are highlighted in red and denoted by a red asterisk
3. Journal Entries: Any Journal Entries you have created for the related employee, or any
Journal Entries shared with you about the employee, appear in the Journal Entries list

a. You can use the Add to comment box button to add any Journal Entry to a

check-in question
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4. Previous Check-Ins: If you have already completed the recurring check-in task at
least once, you are able to see your previous entries in the Previous Check-Ins tab of
the flyout

a. This allows you to easily determine what progress has been made by reviewing
your previous entries for the same check-in items. The previous check-ins show
the date and time it was logged, as well as the check-in items and your
responses to them

b. If the Direct Manager changes during the evaluation period. The New Manager
will have access to see all Check-Ins completed by the Previous Manager.

Journal Entries Previous Check-Ins

How is the employee progressing on their goals?

Karen Manager
5/9/20 12:05 AM

Joe is falling behind on his goals, but he's made a plan to catch
up

What strengths or weaknesses has the employee
displayed?

&

Karen Manager
8/9/20 12:05 AM

at strength in the Accountab ity competency.

nteers for projects and delivers on the

Figure 42: Previous Check-Ins Tab

NOTE: Attachments can be added while completing check-in tasks via the rich text editor.
Responses to check-in questions show up in the Feedback Entries section of the rating form and
any check-in attachments can be downloaded from there.

Once you have completed all required and optional questions, select Save. Because this is a
recurring task, it stays on your dashboard. Once the next due date for the recurring task
approaches, depending on HR configuration, you receive a reminder notice to complete the next
Check-In form. Once rating has begun, the recurring task disappears.

The completed task filters out of your dashboard task list. To view the completed task, select
the view all button as mentioned in
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My Tasks.

Additional tasks, such as adding goals, rating, and approving & signing evaluations are covered
in detail in the following sections of this guide.
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Adding Content (Optional)

Some agencies grant their managers the flexibility to define the content of the evaluation for

their direct reports. If this is the case, you can add goals, competencies, and or narratives to

the evaluation. In addition, Managers can assign goals in bulk to their direct reports should a
group of employees have the same goals.

Navigating to My Tasks

My Tasks is located on your Dashboard. Upon logging into Perform, you land on your
Dashboard. To navigate to your dashboard from any other page in Perform, select NEOGOV in
the top left corner, or Dashboard in the navigation bar. Under Other, you can see the task to
Add Content (task title will vary).

NEOGOV B8 Perform v

Dashboard Employeos Porfarmance Evaluations Library Positions Administrative Roports Help ~ th iw -+ \

My Tasks wview all

Figure 43: My Tasks — Add Content

Select the Task’s name, and you are re-directed to your Direct Report’s Evaluation Add / Edit
Content page. Depending on the settings of the Add / Edit Content Task, you may be required
to add goals, competencies, narratives, or any combination of each.
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NEOGOY [ rperform v = = @BelenZuniga -

Dashboard  Employees  Performance Evaluations ~  Library Positions ~  Administrative Reports Help ~ & &7 + ©

. @ GOAL SECTION | 5 POINT RATING SCALE
Add/Edit Content : o + Add Goals
Current Goals
Task Due Date; 50% W Weight
Ved, A 4,202
Employee:
Ilsaac Tran
Position
Accountant :  Complete Perform Training 100.00 % . 2

us te
[ Submit Content o

o
@
z
-
g
a8
2
@

Figure 44.: Adding Content

1. Select the Add Items button to add content (competencies, goals, or narratives) to
your evaluation or select the Weight button to edit each item weight (if applicable).
a. You can add goals:
i. From Goal Library: Select an existing goal from the Goal List
ii. From Position: Auto-populate goals from Positions
iii. From Class Specification: Auto-populate from Class Specs
iv. From Development Plan: Auto-populate from an existing, current
Development Plan
v. From Last Scheduled Evaluation: Auto-populate goals entered in a
Future Goals section on the last scheduled evaluation completed
vi. New Goal: Create a brand-new goal
b. You can add competencies:
i. From Competency Library: Select an existing goal from the
Competency List
ii. From Position: Auto-populate competencies from Positions
iii. From Class Specification: Auto-populate from Class Specs
iv. From Development Plan: Auto-populate from an existing, current
Development Plan
v. New Goal: Create a brand-new competency
¢. You can add narratives:
i. From Narrative Library: Select an existing narrative from the Narrative
List
ii. New Narrative: Create a brand-new narrative
2. If there are existing items on the evaluation, per HR configuration, you can edit the
goal(s), competency(s), or narrative(s). Items added from Libraries cannot be edited,
but can be removed from the section.
a. Select the pencil icon for a flyout of the item detail page
b. Once you have made all edits, select save
3. Once you have added all content items and/or updated existing items, select Submit
Content
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If you choose to add a New Goal, a flyout appears to enter the Goal Details:

Add Goal Cancel Save and Add Another E

e

Category *

Figure 45: Adding a New Goal

Enter the Goal Name (required)

Select a Due Date (optional)

Select a Category (selection required; categories are preconfigured by your HR Team)
Enter in a Description (optional but encouraged to add details about the item)

Once completed, select Save and Add Another to create another goal, Save to finish
adding goals or Cancel the action.

kRN
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You may be able to edit the Item Weights. To do so, select the Weight button. An Items
Weights flyout appears.

GOV B rerform v Q 3 )
NEOGOV Item Weights Cancel m
Dashboard  Employees  Performance Evaluations ~  Library ~  Administrative ~  Reports v Help v

Current Goals. o
- T GOAL SECTION I 5 POINT RATING SCALE
Add/Edit Content -
Current Goals

Task Due Date: 50%

Wed. Apr M. 2021
a pertorm orm
e et

Complete Perform Training

Review Perform Advance Festures

Attend Perform White Beht Course

val ~ form
n Ta - g Avance feat
valuation Due Date: -
Mon, Sep 13, 2021 Distribute Evenly
Complete Perform Training o

Review Porform Advance Fostures .

Antend Perform White Belt Course .

Total 100%

Figure 46. Item Weights

1. Then type in the desired percentage
a. Ensure the item is unlocked to edit the item weight
b. Ensure each item weight calculates to 100%
2. To have all items evenly weighted, select Distribute Evenly
a. Ensure all items are unlocked so the system distributes the weight percentage
evenly
3. Once all updates have been made, select Save

If you choose to add a New Competency, a fly out appears to enter the Competency Details.
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Add Competency o Cancel Save and Add Another m

* Fields are required.

Title =

| Teamwork o
Description e

Category # o

| Core Values v

Figure 47: Adding a New Competency

Enter the Competency Name

Enter a Description (optional but encouraged to add details about the competency)
Select a Category (selection required; categories are preconfigured by your HR Team)
Once completed, select Save and Add Another to create another competency, Save
to finish adding competencies or Cancel the action

el
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If you choose to add a New Narrative, a fly out appears to enter the Narrative Details

Add Narrative o Cancel Save and Add Another m

# Fields are required.

Title =

| Areas of Strengths and Improvements o
Description e

Figure 48: Adding a New Narrative

Enter the Narrative Name
Enter a Description (optional but encouraged to add details about the narrative)
Once completed, select Save and Add Another to add another narrative, Save to

finish adding narratives or Cancel the action

W=

Once all content items have been added, click on the Submit Content button. A message
appears asking if you are finished adding content to the evaluation. If finished click on Yes,
I'm Finished or No, Let’s Go back to add additional items.

Submit Content

Are you sure you are finished with adding content for this evaluation ?

Agency Wide Competencies: () Item(s) Added
Current Goals: (2) Item

Narratives Section: (%) ltem(s) Added

No, Let's Go Back Yes, I'm Finished

Figure 49: Submit Content
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Iip!

Once you submit, you will not be able to go back and
make changes without help from HR. Make sure you
are definitely finished before submitting.

Once completed, a green success banner appears at the top of the screen.

Annual Isaac Tran (09 /13 /2021)

E Due Date: Mon. Sep. 13. 2021

Doon | S @) pause
ISAAC TRAN

ity is the degrea to which the empioyee demanstrates their siity to adhere to required standords of ethics: accept responsibility for their sctions: maintains security and corfide_ 1429%

Figure 50: Green Success Banner

Navigating to the Performance Evaluation List — Adding Goals in Bulk

Upon logging into Perform, you land on your Dashboard. To navigate to your dashboard from
any other page in Perform, select NEOGOV in the top left corner. On the dashboard menu,
select the drop-down menu, Performance Evaluations, and select Performance Evaluation

List.
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Q, Search

NEOGOV

Dashboard  Employees  Performance Evaluations - Library Administrative Reports ~  Help v

My Tasks viewall >

B H E (D) o -

0

Rating

0

Approve And Sign

0

Approve

For Employee | Related To

o Isaac Tran Annual Isase Tran ( 09/ 13/ 2022}

[ Manager Add Goals to the Current Evalus Ensabeth Sandberg Annual Elissbeth Sandberg (08/03/2022)

My Evaluations viewall »

] Annual Alan Wilson (09/13/2021)

Due: Mon. Sep 12, 2021

s Approval

My Direct Reports

a Elisabeth Sandberg

[ 0 Overdue [ 10verdue

Other

Overdue

Due Date

04192021

0412021

ng1-20f2

Figure 51: Performance Evaluations List
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The Performance Evaluations List is a comprehensive list of your evaluations and your direct
report’s evaluations. From the list, you can bulk assign goals to different evaluations.

Perform W Q X
NEOGOV H Actions
EXPORT ACTIONS
Export to PDF (ror
Evaluation List
p=

@ EvalustionList | Bulk Act o Export to Exce
e ted

Exportto CSV
EVALUATION BULK ACTIONS

Assign Goals

Figure 52: Bulk Actions

1. Check the box next to the name of the evaluation you would like to assign goals to
2. Select Bulk Actions once all appropriate evaluations have been selected
3. Select Assign Goals from the bulk actions flyout
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Once complete, you are re-directed to Step 2 of 3: Goal Assignment.

NEOGOV B reform Searc 2 8 B () Nawisn
Dashboard ~ Employees  Performance Evaluations Library Administrative Reports Help ~ h 7 + O
Step 2 of 3: Goals Assignment o + Goal
No Goals have been added
Q

Selected Evaluations

Elisabeth Sandberg

Caneel m e

Figure 53: Bulk Assign Goals

1. Select + Goal to add a new goal
2. Use the Section to Add Goal dropdown menu to choose where to add these goals
3. Once all goals have been added and the correct section selected, click Next

Tip!

Only Evaluations that are in Not Started,
Draft, or Rating are included in this process

Once all Goals are added you are re-directed to Step 2 of 3: Confirmation Page.

NEOGOV [ rpeform

Dashboard ~ Employees  Performance Evaluations Library Administrative Reports Help v m @+ O

[ Step 2 of 3: Confirmation Page

Employee Name

Figure 54. Confirmation Page
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Review the information and select Submit to add the Goals to the selected Evaluations.

NEOGOV B reform carc 2 H E Q) Mawen
Dashboard ~ Employees  Performance Evaluations Library Administrative Reports Help v d 3+ O
Step 3 of 3: Bulk Actions Status < Go back
Action progress
ire some tme 1o complete. You can check the pr of the

D) Bulk opsration I complete, records that could not be processed are shown below.

Failed Records

Figure 55: Bulk Action Status

When the action has processed, any failed records appear. All successful goals appear on the
evaluation section denoted in step 2.
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Rating Your Direct Report’s Evaluation (Optional)

As a manager, you may be required to complete a rating for your direct reports. This section
covers how to rate an evaluation and what tools are available to assist your rating process.

Navigating to My Tasks

My Tasks is located on your Dashboard. Upon logging into Perform, you land on your
Dashboard. To navigate to your dashboard from any other page in Perform, select NEOGOV in
the top left corner. Here, you see a task to complete the Rating.

To complete a Rating, click the rating task name on the dashboard.

NEOGOV  [PE Perform are R B () wikmice v

My Tasks Il >
7 4 0 0 0 3 2
Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
Q
3¢ Rating For Libby Te's L. Te - Probation Review Libby Te L. Te - Probation Review A o7nsr2017
& Checkinwith Ziggy William Lee N/A A vranor

Jill Phung Annual Evaluation Program 12512017

Jill Phung Annual 1126/2017

lason Phung Annual Eval 1210412017

12/05/2017

(‘,’? Rating For Ziggy Alberts's Annual Evaluation Program (due 05 20’9:-) Ziggy Alberts Annual Evaluation Program (due 05/ 2019) 0412712019

1-7 of 7 items

Figure 56. Rating Task

NOTE: Shared Rating steps for Multiple Managers can only be accessed by 1 manager at a
time. The following message appears if another Manager in your step is editing the Rating
Form.

Rating Task is Locked

The task is currently locked by another rater. Please check
back later if you wish to access this task.

Go to Evaluation Details

Figure 57: Rating Task Locked Confirmation Box
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If no other manager is editing the rating form, then you are then re-directed to the Rating
Form.

. o
NEOGOV  PE Perform Q search B R B Q) winte v
Employees  Performance Evaluations Library  Reports Holp v g + C
¢ back to evaluation detal poge e Toui score 0.00  [[ETEETSRNY
Ziggy Alberts .
HUMAN RESOURCES ASSISTAN Annual Evaluation Program
Notes & Attachments Organizational Competencies

Organizational
Competencies

Goals £000 % =
Business Acumen WEIGHT
25%
Future Goals & 1o comment

Improvements and

Achievements Commitment WEIGHT
255
£l summary =
Decision Making WEIGHT
Job Knowledge WEIGHT
259

Figure 58: Rating Form

1. To view and rate different items, click the various sections
a. If Notes & Attachments are provided, select print to download the notes
b. To download the attachment, select the attachment name

Employees  Library  Help v g + 0O
¢ back 10 evaluation detail page Total Score 0.00

Ziggy Alberts « .
Annual Evaluation Program

seemons Notes & Attachments = Print
Notes & Attachments

Organizational o Please download and read through the attachment. It detalls how to rate and gees Into further detall what each liem covers.
Competencies -
& Employee and Manager Rating Instructions.docx

Goals £ 000
Improvements and . \
Achievements -

E Summary

Figure 59: Notes and Attachments

2. To rate an item, click an item name, e.q. Business Acumen, within a section, and a flyout
of the Rating Card appears (see below for further information)

3. To leave the rating card and return back to the evaluation detail page, select back to
evaluation detail page
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Use the Evaluation Symbols legend below to identify the different symbols in the evaluation

sections:
AN = Required section, action required
@ = Read only
> = Section completed

Figure 60. Evaluation Symbols Legend

Upon selecting the item name, the rating card flyout appears.

COHDIYI._‘CV Q_ICTION =
@ Organizational Competencies

Total Score 0.00

ITEM WEIGHT: 25

Business Acumen e Journal Entries
RATING SCALE o * Rating is required COMMENTS e t y u
B|I|U|&|= ||
= Add to Comment Box
s |
B ‘ TUE NOV 21 PM WILLIAM LEE

Check-In Entries - Ziggy Alberts 1 entre
Check-In Entries - William Lee 3 =nine
Reviewer Entries 3 =nire

Writing Assistant 1 enire

Figure 61: Rating Card

If provided by HR, you see a Rating Scale. To view a description of each rating scale
value, select the Show descriptions button and a flyout appears with detailed
information
Type any text into the Comments box, as needed. Edit text using the rich text editor
provided

a. Per HR configuration, if a comment is required the box is highlighted in red

b. While rating, the system auto saves all progress made

c. If needed, you may exit out of the rating card and resume rating at a later time
The Feedback Entries appear on the right side of the rating card. If available, you see
Journal Entries, Check-In Entries, Reviewer Entries, and Writing Assistant. You
can copy the feedback entries directly into the comment box by selecting Add to
Comment Box. To filter for any specific key words, use the Search Feedback Entries
bar

a. Any Journal Entries created by you or shared by another employee appear here
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b. If Writing Assistants have been provided by HR, the writing assistant section
also appears
c. If any previous reviews have been made, they appear in the Reviewer Entries
section
d. If Check-Ins are a part of your process, then the check-in comments appear
4. Per HR configuration, you can see detailed information about your position by selecting
Job Description
5. Click Next to move to the next step

Job Description

Job Description @

Human Resources Assistant

Description

«Welcomes new employees to the organization by conducting
orientation

-Processes payroll from inception to completion, which includes
ensuring vacation and sick time are tracked in the system

«Maintains employee information by entering and updating employment
and status-change data

-Provides secretarial support by entering, formatting, and printing
information; organizing work; answering the telephone; relaying
messages; maintaining equipment and supplies

«Maintains employee confidence and protects operations by keeping
human resource information confidential

«Processes and keeps track of all EDD paperwork

=Assist with recruitment efforts

«Schedule job intervi and assist with the interview process
«Prepares new employee files

«Answers payroll g uestions

Figure 62: Job Description

To exit out of the Job Description, select the *x’ icon, which redirects you to the Feedback
Entries view.

P!

The Overall Rating is determined per your agency’s evaluation process. You
may be required to select an overall Rating for the evaluation, or the
Overall Rating defaults automatically without any ability to change. In other
cases, there is no Overall Rating scale and only comments can be entered
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The Summary Page shows you a high level overview of all ratings, in a side-by-side comparison.

NEOGOV  #e

Annual Evaluation Program

e [ RATING DETAILS

rmers () Zogy Avers P e

e d RATING CHART
. William Lee
et tecora

Average Scores for Sections

Organizstionat Cometencies Goaly

o

—

Figure 63. Evaluation Summary

Select the Summary section

2. Review the details of the evaluation including your ratings and comments in the Rating
Details tab
3. To see a comparison of scores (if numeric scoring is used), view the Rating Chart tab

a.

Select any portion of the graph to see the ratings broken down into each item
rated

4. To print the current state of the evaluation, select Print Current State
5. Once you have reviewed the evaluation, select Submit Evaluation

Once all required rating and/or comments are complete, select the Submit Evaluation button
in the top right corner.

You're almost done!

By clicking certify and submit, you confirm that your rating is
complete and accurate. Once your rating is submitted, you
will no longer be able to make changes without administrator

assistance
Do you wish to continue?

Figure 64: Evaluation Submitted Message
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You receive a confirmation message. Once the evaluation is submitted changes can no
longer be made without the assistance of HR. If further changes are needed, click Cancel.
Otherwise, select Continue.

Your evaluation for Ziggy Alberts has been submitted.

Figure 65: Evaluation Submitted Success Message

Once your evaluation has been successfully submitted, the next step in the process becomes
current.

Iip!

To complete a self-evaluation rating,
follow the steps in the same manner
outlined above
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Approving and Signing an Evaluation (Optional)

After all Raters have completed their rating, you may need to Approve and Sign the
evaluation before it is released to the employee. If you are required approve and/or sign, you
will receive an email notification and the task will appear on your dashboard.

Navigating to My Tasks

My Tasks is located on your Dashboard. Upon logging into Perform, you land on your
Dashboard. To navigate to your dashboard from any other page in Perform, select NEOGOV in
the top left corner. Here, you see the task to Approve and Sign the completed evaluation.

Click the Approve and Sign task from the task list on your Dashboard. If there are multiple
tasks requiring your action, you can use the Approve & Sign filter to limit the tasks displayed
on your Dashboard.

NEOGOV  PE Perform v

Employees  Performance Evaluations ~  Library  Reporis ~  Help v =

My Tasks viewall »
Total Rating ‘ Approve And Sign i sign Approve Gther Overdue
hide table ~

£ Approve and Sign Annual Evaluation Program for Ziggy Alberts Ziggy Alberts Annual Evaluation Program 05/02/2019

\ 1-Tof1ntems

My Direct Reports

% Ziggy Alberts & o Jill Phung & o &Jssuwhung & 2

Figure 66. After Rating Signature Task
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Upon selecting the approval task, the approval page displays.

NEOGOV [ Perform v

Destbowd  Employees  Performence Evoluotions lbrary ~  Repons Help [+ Feedvack | 8 +

Approval Form

Maya Jin - ®
Implementation Consultant Maya Jin Annual Evaluation 2020 Sun_Mar. 01, 2020 Approve & Sign Deny
Rating Summary o

312 out of 5 (62.5%) Meats Expectations / 3.00

@k MoyaJin Total Scare Oversil Rating bt
Implementation Consuftant 175 out of 5 (15%) Exceeds Expectations / 400 0%

Oversil Rating weiae

s Imples 212 out of 5 (62.5%) Meets Expectations / 3.00 100%
e ®
— -
@ Core Values
Employee Goals:

Overall Rating
Critical Thinking
ALL SECTIONS Approsches problems solving wit

@ Maya Jin (4 ) Baceeds Expectsions

f. Ryan Horne

Figure 67: Approval Form > Approve and Sign Task

—

Rating Summary: Displays the overall score and all raters with their respective scores
2. Navigate through the various Sections by clicking on the name
a. Scroll through each section to review the ratings and any comments provided
3. Toggle between the Rating Details or the Rating Chart
a. The Rating Chart displays a bar graph of all raters
4. Once you have reviewed the evaluation, select approve & sign, or deny
a. If deny is chosen, based on HR configuration, you are required to select which
rater to send the evaluation back to, and you must enter in a comment

Tip!

To make changes to the evaluation you've submitted for your
direct report, deny the evaluation to re-open the rating task.
Once the evaluation is re-submitted, all approvals and signatures
are re-trigged
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Once you have reviewed the evaluation and select the approve & sign button, a flyout
appears.

Approve & Sign cancel [

Comments

Write comment here_..

Please sign your name below

Williwn Lee
Willlam Lee November 22, 2017

Auto-Generate Draw Signature

Figure 68. Approve and Sign

Enter in any comments, sign and submit. Once approved, a green success banner appears, and

you are re- directed to the evaluation details page.

Annual Administrative Evaluation for Joe Employee (due 06/ 01/2021)
Due Date: Tue. Jun. 01, 2021

a1

Section |

Figure 69: Green Success Banner > Eval Details Page

The evaluation has been successfully approved and signed. An email is generated to the next
approver in the process.
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Printing an Evaluation

If you are the last approver/signature in the process, the evaluation status changes to
Completed and you are directed to the Evaluation Print Preview.

Annual
Administrative
Evaluation for Joe
Employee (due
06/01/2021)

Visibility Settings o

B General Information

Raters

Karen Manages

Evaluation Status: (SR @ croromion v (3]

Diract Manager:

Joe Employee Karen Manager

Annual Administrative Evaluation for Joe Employee (due 06 / 01/2021)
Due Date: Tue, Jun 1, 2021

General Information

Position Division Evaluation Type
Implementation Consultant Implementations Periodic
Department Class Spec

Customer Suppart

Ratings Summary :
Total Score Overall Rating

3.4 out of 5 (62.85%) Meets Expectations / 3.00

Rater Type Total Score Overall Rating Weight

Meets Expectations /

Karen Manager Rater 3.4 out of 5 (62.85%) 3.00 100 %
Content
Competency Section | Smithfield 5 Point Rating Scale Section Weight 100 %

Agency Wide Competencies

Roviow the mployee’s performance by chacking the most appropriate box in each category based on the tima on tha job. Write spacific axample's supporting each rating.

Figure 70: Evaluation Print Preview

1. Visibility Settings: Select which sections should be shown on the print preview

2. Go To Evaluation Details: Click to navigate to the Evaluation Details Page

3. Print: Click to generate a printable PDF in a pop up tab (ensure pop ups are not
blocked in your browser settings)
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NEOGOV

Managers are able to run reports on employees within their managerial hierarchy. All reports

can be exported and printed.

Navigating to Reports

On your dashboard menu, you see the Reports header. Hover over the menu and select

Reports.
NEOGOV PE Perform v
Employees Performance Evaluations Library Reporis Help v
My Tasks viewall » Organization Chart
L T
Total Rating Approve And Sign

hide table ~

Figure 71: Reports Menu

You are now in the Reports Dashboard. A list of all pre-defined reports is displayed.

Evaluation Status By Department Report

Aggregated status of all active evaluations summarized by Department

Evaluation Status Detail

Detailed status of all active evaluations

Performance Rating

Overall performance ratings for selected evaluations

Goal Status

Status of Goals by Department

Goal Status by Employee

Status of Goals by employee

Item Ratings

Individual ratings, used to identify strengths and weaknesses.
Task Status

Summary of Tasks and their Status

Approval Status
Approval Status for all approvals

1-8of 8items

Evaluation Status Detail Report

-
46
o 45
p
w
w
10 2
O
3 2
[} ==
. -
Draft Before Ratings Rating Approval Completed Canceled
® OnTime @ Overdue 0O Tetal

Figure 72: Reports Dashboard

Reports best utilized for tracking are:
1. Evaluation Status by Department:

summarized by Department

2.

3.

4. Goal Status by Employee: Status of

©®NEOGOV 2000 — 2020. Proprietary and Confidential

Aggregated status of all active evaluations

Evaluation Status Detail: Detailed status of all evaluations
Goal Status: Status of goals by Department

goals by employee
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5. Task Status: Summary of tasks and their status
a. Scores for completed rating tasks
b. Comments for manual tasks
¢. Individual rater information

6. Approval Status: Status for all approval tasks

Reports best utilized for analysis are:

NEOGOV

7. Performance Rating: Overall performance ratings for selected evaluations
8. Item Ratings: Individual ratings used to identify strengths and weaknesses

There are also quick, useful charts on the Reports Dashboard; the first showing the Evaluation

Status Detail Report:

12

Number of Evaluations
o

Evaluation Status Detail Report

o]t

Draft Before Ratings Rating Approval Completed Canceled

® onTime @ Overdue O Total

Figure 73: Reports Dashboard > Eval Status Detail Report

Below the Reports List and the Evaluation Status Detail chart, two additional charts are
available: the Performance Rating Report and the Approval Status by Department

Report.
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NEOGOV PE Porform = = ONEOGOVAdmin ~

Library ~  Positions ~  Administrative ~  Repons Help ~ g + @G

Performance Rating Report Approval Status Report by Department

& 5

@

Number of Employ:
-
Task
»

a
S
Il
x
-
x
o
<
@
a
w
W
i

Parks and Recreation Human Resources Law Enforcoment

¢
core
® Grd ® OnTime @ Overdue o Total .
v

Figure 74: Reports Dashboard IV

Clicking the title of each chart brings you into the corresponding report. The charts can also be
printed or downloaded as images by clicking the three bars icon in the top right of each chart.

The rest of this section is devoted to diving into the functionality of some of the more
frequently used reports in the system.

Evaluation Status Detail Report

The Evaluation Status Detail report shows detailed statuses of all evaluations in your
hierarchy. The interactive graph displays all evaluations by status including Draft, Before
Ratings, Rating, Approval, Completed, and Canceled and shows how many evaluations in each
status are on time and/or overdue. The blue portion of each bar represents evaluations that are
on time, while the red represents those that are overdue.
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¢ Back 1o Reponts Dashboard

Evaluation Status Detail Report

s —
= - =
w0
H
El 30 n
H
Ex
H
s
o e < —
: _ G
et R —
. ]
ot Befors Ratings Fating fe— Compieied Canceled
® OnTime @ Overdue © Total
@ Default || Bulk Actions m v Q

Raters of Record

Annusl Evaluation 1938 Korbinian Holze: Operations Luigi Oneguit Pariodic £\ 0572012016 Draft
Test Evsluation for Gverall Score 1994 Luigi Onegutt Customer Support Weyne Gretzky Periadic 03/23/2016 Completed

2045 Sami Vstanen Human Rescurces John Gibson Probation 07/072016 Completed
Test Notifications 2067 Rickard Rakell Human Resources Sami Vatanen Probation 07/08/2016 Completed
test notification 2 2067 Rickard Rake Human Resources Sami Vatanen Periadic 04152016 Completed
Annual Evaluation 1998 Korbinian Holzes Customer Support Oneguit Periodic 06/M2016 Completed

Figure 75: Evaluation Status Detail Report
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To only view the overdue evaluations in rating status, click on the red portion of the rating
status bar to update the grid. Clicking the bar again removes the filter.

Evaluation Status Detail Report Filter By Department | All v

Number of Evaluations

28
n Net Started 10
10 o ® Overdue: 8 o
5 11 3 10}
2z
O
8 2
o
Draft Before Ratings Rating Approval Completed Canceled
Status

® OnTime @ Overdue O Touwl

@

> Default # Bulk Actions — ya Q

Before Ratings Feedback Test Eval testemp Test Employee Test Department Test Manager Periodic & 12/312016 Not Started
Testing Manager Feedback Task Eval testemp Test Employee Test Department Test Manager Periodic A 121312016 Not Started
Testing mass create bug 44 Fenster Del Toro Quality Control Keyser Soze Periodic A 120312016 Not Started
Testing mass create bug 45 Hockney Pollak Quality Control Keyser Soze Penodic A 12/2112016 Not Started
Testing mass create bug 48 Keaton Byrne Qualty Control Keyser Soze Perodic A 12/212016 Not Started
Testing mass create bug 47 Verbal Spacey Quality Control Keyser Soze Perlodic 127312016 Not Started
2017 Evaluation 05 Adrian Gonzalez Major League Baseball Mike Shin Periodic 127312018 Not Started
Logan's Evaluation 2017/2018 04 Logan Forsythe Customer Success Miguel Shin Perlodic £ 04/28/2017 Not Started q
=]

Figure 76. Before Ratings Evaluations That Are Overdue

To print or export the graph, click the button on the right of the graph and select the
appropriate option.

Evaluation Status Detail Report Filter By Department | All v

m | "N

Print chart

Download PNG Image

Download JPEG Image

Download PDF document

Number of Evaluations

I Download SVG vector Image
0 8
> 3
[ :
. /"
Draft Before Ratings Rating Approval Completed Canceled
Status

® OnTime @ Overdue O Toml

Figure 77: Export Graph
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Columns can also be added or removed by clicking on the column button.

2 Default Z Bulk Actions * i Y Q
NEQGOV Training Evaluation testemp Test Employee Test Department Test Manager Perodic 05/04/2016 Completed
Sutherin PD Review testemp Test Employee Test Department Test Manager Pernodic A 12212016 Draft
Sandbox Test Program 43 McManus Baldwin Quality Control Keyser Soze Perodic 04/012017 Completed
Sandbox Test Program 47 Verbal Spacey Quality Control Keyser Soze Pernodic 05112016 Completed
Sandbox Test Program 42 Kobayashi Postlethwalte Quality Control Keyser Soze Perlodic 04/012017 Completed
Sandbox Test Program 44 Fenster Del Toro Quality Control Keyser Soze Perlodic 04/012017 Completed
Sandbox Test Program 45 Hockney Pollak Quality Control Keyser Soze Perlodic 04/012017 Completed
Sandbox Test Program 48 Keaton Byrne Quality Control Keyser Soze Perlodic 04/012017 Completed
Redmond Test Eval 2 testemp Test Employee Test Department Test Manager Periodic A2r2112016 Rating
Sandbox Test Program 2 43 McManus Baldwin Quality Control Keyser Soze Perlodic 05/12/2016 Completed

n 2 3 4 5 & 7 3 » ltems per page | 10~ 110 of 62 items
-~

Figure 78: Add Columns to Report
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In the column options flyout, add or remove the desired items.

Columns ‘ Done |

i @ Raters of Record
i (2) Twee

i (¥) DueDee

H @ Status

Bargaining Unit

Position Title
Position Code
Class Spec Code
Class Spec
Division Code
Drvision
Department Code
Archived

Completion Date

) Direct Manager

Figure 79: Available Columns to Add
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Once the report has been configured as desired, additional views can be saved via the custom
views button for easy reference.

NEOGOV PE Perform d .
Custom Views Done
Employees Performance Evaluations Library ~ Positions Administrative -~ Trainings Reports ~ Help ~
o 20
g Create New View
g
= s
5
= n
E .
Ew s ® Defaut® o pesiore
E
5 - a
2
: -] ——
Draft Before Ratings Rating Approval
Status

® OnTime @ Overdue O Total

@ Defaut | & BulkActions

Empl
mployee Employee Position Tite

[ | Evaluation Program Name #

NEOGOV Training Program NEOGOV Tralning Evaluation  testemp Test Employee Test Posiion

Figure 80: Custom Report View
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While creating a custom view, the following options are available to customize delivery of a
report based on your custom view:

Custom Views

Cancel Save

* Flelds are required
Name #

Custom Report View

Make my default

SCHEDULE EXPORT

o nctve

Report type

XLs v

Frequency
Weekly v
Repeat every #

| 1 9 Week(s)

Repeat on

Su Mo Tu We Th Fr Sa

Send report starting on

Bal 12002017

End sending report Cno

Figure 81: Scheduled Report Delivery Options

1. Schedule Export: Toggle Active or Inactive
2. Send To: Sets the recipient for the export. After selecting, search employees and select

from the options presented

| mike

Sendto *

Name Emp. # Department Divislen
Mike Shin lul Customer Success -
Mike Bolsinger 39 Major League
Baseball
Manager Mike 91 Customer Success

Figure 82: Select Recipient of Report

3. Report Type: Select the format of the report, .CSV, .XLS or .PDF
4. Frequency: Select how frequently this view should be emailed: daily, weekly, monthly

or annually
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5. Repeat Every: Select what interval the frequency should be repeated
a. Select a weekly frequency to reveal options to select which day of the week for
the report to be sent
b. Select a monthly frequency to reveal options to select on which day of the month
the report should be sent
c. Select an annual frequency to provide options on which combination of month
and day the report should be sent
Send Report Starting On: Select a date to start the report
End Sending Report On (optional): Select a date to end transmission of the report if
desired

No

An email is sent to the designated recipient at the specified frequency with a link to download
the report. Make sure the recipient is logged into the system to download the report. If at any
time the scheduled report should be suspended, press the pause button displayed next to the
name of the saved custom view.

Custom Views Done
Default oo
o Custom Report View \i—: Edit  Setdefaull
Sending reports every 1 week(s) )

Figure 83: Pause Automatic Delivery of Custom View Report
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Lastly, click on the Bulk Actions button to provide options for the report to be exported into
either PDF, Excel, or CSV format. Select all the line items to export and select the format that

works best for you.

NEOGOV  PE Perform g
Employees Performance Evaluations - Library Positions - Administrative - Trainings Reports Help ~
30
25
5 20
E]
=
[
k=1
3
=

Before Ratings Rating
Status

® OnTime @ Overdue © Total

N

o Default Z Bulk Actions

n records are selected.

'/ NEOGOV Training Evaluation testemp Test Employee Test Department Test Mai
Sutherlin PD Review testemp Test Employee Test Department Test May
Sandbox Test Program 43 McManus Baldwin Quality Control Keyser

Actions Done
EXPORT ACTIONS
Export to PDF @
Export to Excel (it
Export to CSV (r=n

Figure 84. Export Grid
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Evaluation Status By Department Report

The Evaluation Status by Department report displays the various statuses of evaluations in
your department, for yourself and your direct and indirect reports, with an easy to digest graph

and grid. To filter what the graph displays, click the filter button for the graph.

< Back1o Reports Dashboard
ﬁ b

Evaluation Status By Department Report

mw vy aQ

@ Default % Bulk Actions

Customer Support

Figure 85: Evaluation Status by Department Report

Select from the options the Filters you'd like to apply. You may choose to include Archived
Evaluations, or filter by a range of due dates.

Additional Filters \ Cancel

Evaluation Type
Probation Periodic

Include Archived Evaluations

Yes

® No

Due Date
@ All

Specific date range

Figure 86. Filters by Evaluation Status by Department Report
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Exporting and printing the graph are available for this report as well.

NEOGOV

< Back to Reports Dashboard

Evaluation Status By Department Report

a0
33
16

0
2o

® Draft @ Before Ratings Rating @ Approval @ Canceled @ Completed

Print chart

Download PNG imags
Download JPEG image
Download PDF document

Download SVG vector image:

Figure 87: Export Graph

Click on any link in the grid to automatically re-route you to the performance evaluation list with
filters applied to show only the evaluations that were represented in the Evaluation Status by

Department report.
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Task Status Report

To drill down further into the status of each individual evaluation, use the Task Status report
to view a summary of all tasks and their current statuses, including those in a pending or
completed state.

Task Status Report

2
E s
e
B
5
2
E 50
=
25
6
—— 2
(o]
Task Rater Approver Acknowledger Signer
Task Type
® OnTime @ Overdue O Total
© Default # Bulk Actions m A4 ﬂ
Q) Employ O, Departm Q Q, evaluation| X O, Subject
04 Logan Faorsythe Customer Success  CS Logan's Evaluation 2017/2018  Sign Logan's Evaluation 2017/2018 for Loga...  Low Pending A\ 04/26/2017
testadmin Miguel Shin Test Department Test Logan's Evaluation 2017/2018  Approve and Sign Logan's Evaluation 2017/... Low Pending A 047232017
testadmin Miguel Shin Test Department  Test Logan's Evaluation 2017/2012  Rating For Logan Forsythe's Logan's Evaluat . Low Pending A 0anarom
92 Jack Burton Customer Success  CS Shift Bid Evaluation Sign Shift Bid Evaluation for Jack Burton Low Pending A\ 04/0272017
ol Mike Shin Customer Success  CS Shift Bid Evaluation Approve and Sign Shift Bid Evaluation for Ja..  Low Pending A 033012017
o Mike Shin Customer Success  CS Shift Bid Evaluation Rating For Jack Burton's Shift Bid Evaluation Low Completed ) 03/20/2017
testadmin Miguel Shin Test Department  Test Shift Bid Evaluation Rating For Jack Burton's Shift Bid Evaluation  Low Current A 03-‘20;206

Figure 88: Task Status Report

The interactive graph displays all tasks by task type including but not limited to Manual, Rating,
Approval, Acknowledgment tasks, and Signature tasks. Click on the blue or red portions of the
columns to filter the grid below to show either the on-time or overdue tasks for each type. As is
the case with the Evaluation Status Detail report, you can export the graph.

Task Status Report

Number of Tasks

63

Acknowledger E

90

® OnTime @ Overdue O Total
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Figure 89. Task Status Report Graph - Filter and Export

Other useful information found in the Task Status report includes scores for completed rating
tasks. To demonstrate, we have added the 7ask Type column and the Overall Score column.
The highlighted example is a Ratertask where the status is Complete, and the score for this
rating task that was completed by Mike.

2 Default Z Bulk Actions * 1[] 70 n

n o e S o e o -
04

(o}
LogsnForsythe  Customer Success ([ Uanmaag) Logan's Evaluation 20172018 Sign Logan's Evaluation 2017/2018 for Loga...  Pending A\ 041262017 Acknowledger  N/A

testadmin Miguel Shin Test Department Logan's Eveluation 2017/2018  Approve and Sign Logan's Evaluation 2017/... Pending N\ 0412372017 Approver N/A
testadmin Miguel Shin Test Department Logan's Eveluation 2017/2018  Ratng For Logan Forsythe's Logan's Evaluat..  Pending N\ 04132017 Rater Pending
92 Jack Burton Customer Success Shift Bid Evaluation Sign Shift Bid Evaluation for Jack Burton Pending N\ 04/02/2017  Acknowledger N/A
ol Mike Shin Customer Success Shift Bid Evaluation Approve and Sign Shift Bid Evaluation for Ja...  Pending N\ 03/30/2017  Approver N/A

( ol Mike Shin Customer Success Shift Bid Evaluation Rating For Jack Burton's Shift Bid Evaluation Completed  03/20/2017 Rater 150 )

Figure 90: Overall Score for Completed Rating Task

You can also report on any comments that have been added to manual tasks by adding the
Comment column. Click on the columns button and select Comment from the list to add it to
the grid.

Columns Done
I @ Employee #
@ Employee

Department

Related to

Subject

Status

Due Date

Task Type

Cwerall Score

Evaluation Program Name
Completion Date

Comment h

Division Code

OO0 00000000 O

Figure 91: Add Comment Column
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Comments can also be included on evaluation printouts for all required and optional manual
tasks. Note that this feature does not capture comments for rating tasks.

2 Default #& Bulk Actions m Y0 ﬂ
n o mes © Beparmen i o Comme
Mike Shin Customer Success Mike Shin Reminder to complete my open evaluation t.. Current 12/012017 (T"leae are the comments for my IaskD

Figure 92: Comments for Manual Tasks

Approval Status Report

The Approval Status report also opens up a table displaying the current approval steps on
evaluations. By default, the graph is configured to show the employees with the most current
approval steps awaiting their action across all of your direct and indirect reports. Overdue steps
are denoted in red. Click on the desired bar to automatically filter the grid to show only those
items.

Approval Status Report Y

Miguel Shin Jack Burton

4

Tasks

Assignes

® OnTime @ Overdue O Toul

» All Approvals 2 Bulk Actions ([]

n- Sep s =

Jack Burton Customer Success Jack Burton Evaluation - Ackno Sign Evaluation - Acknowledgement Step for Jac. £ 12/28/2016 Yes
05 Adrlan Gonzalez Major League Baseball Miguel Shin 2017 Evaluation Approve and Sign 2017 Evaluation for Adrian Go. A 12212016 Yes
02 Joe Schmo Customer Success Miguel Shin Evaluation - Approval Step Approve and Sign Evaluation - Approval Step for ... /A 12/212016 Yes
04 Logan Forsythe Customer Success Miguel Shin Logan's Evaluation 2017/2018 Add In goals for employee on evaluation A\ 021472017 Yes
1-4 of 41tems

Figure 93: Approval Status Report
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Click on the graph filter to open up the Approval Status Filters options.

Approval Status Filters Cancel m

Chart Type
@ By Assignee

By Department

Department

e Al
Actlve departments
Specific departments
Departments

Enter Department name or code

Figure 94. Approval Status Report Filters
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Change the chart to show the distribution of most current approval steps awaiting action by
department instead of assignee, or to display assignees in specific departments only.

Approval Status Report A

4

Tasks

Customer Success Major League Basebal

Department

® OnTime @ Overdue O Total

@ All Approvals & Bulk Actions [T A Q

92 Jack Burton Customer Success Jack Burton Evaluation - Acknowledgement Step Sign Evaluation - Acknowledgement Step for J.__ £12/292016  Yes
05 Adrian Gonzalez Major League Baseball Miguel Shin 2017 Evaluation Approve and Sign 2017 Evaluation for Adrian .. A 127212016 Yes
02 Joe Schmo Customer Success Miguel Shin Evaluation - Approval Step Approve and Sign Evaluation - Approval Step f. 1272172016 Yes
04 Logan Forsythe Customer Success Miguel Shin Logan's Evaluation 2017/2018 Add In goals for employee on evaluation A 02142017 Yes
1-4of 4items

Figure 95: Approval Status Report - Distribution by Department

This report can be used to help identify which evaluations are being held up during the approval
process. Add the Remaining Steps column to see how many steps are left in the process before
an evaluation is completed.

@ All Approvals & Bulk Actions 1[1] Y Q

92 Jack Burton Customer Success Jack Burton Evaluation - Acknowledgement Step  Sign Evaluation - Acknowledgement Step fo. £412/29/2016 Yes 1
Adrian N - . 5

05 Gonzalez Major League Baseball ~ Miguel Shin 2017 Evaluation Approve and Sign 2017 Evaluation for Adria.. A 127212016 Yes 3

02 Joe Schmo Customer Success Miguel Shin Evaluation - Approval Step Approve and Sign Evaluation - Approval Ste... A\ 12/21/2016  Yes 3

04 Logan Forsythe  Customer Success Miguel Shin Logan's Evaluation 2017/2018 Add In goals for employee on evaluation N\ 02142017 Yes 3

Figure 96.: Remaining Steps Column

You can add the Process Section column to discover which part of the evaluation process these
approval tasks might be in: Before or After Ratings.
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= All Approvals | | & Bulk Actions

Employee  + Related To + | cumrent siep < | DueDate + | Overdue:
Jack Burton Customer Success Jack Burton Eval Ua[’°’|'ACK"C“M‘ECgelTeﬂl Slep S\gﬂ EVE|U5[|DH-ACkﬂO\‘F‘edgEmel'ﬂ Step fo... A 1212912016 'es After Rﬂ“ﬂgs
Adrl
_— Major League Baseball  Miguel Shin 2017 Evaluation Approve and Sign 2017 Evaluation for Adrla_. A 12/21/2016  Yes 3 After Ratings
Joe Schmo Customer Success Miguel Shin Evaluation - Approval Step Approve and Sign Evalustion - Approval Ste_. /A 12/21/2016  Yes 3 After Ratings
Logan Forsythe  CuStOmer SUCCess Miguel Shin Logan's Evaluation 2017/2018 Add In goals for employee on evaluation & 02n42007 Yes 3 Before Ratings

Scheduled report delivery exists for the Approval Status report.

NEOGOV PE Perform N
_ Custom Views Cancel Save
~ bty ~  Positons ~  Adminisuative ~  Trainings  Reports ~  Help v
* Flelds are required
Approval Status Report
Name
a
| Enter view name
2 Make my defau
Who can view this?
i: ®) Oniy Me
Everyone
1
SCHEDULE EXPORT Active
o
Miguel Shin
f— Sendto *
® OnTime @ Overdue O Towml | ch empioyee
Report type
csv v
<@ All Approvals A Bulk Actions
Frequency
Employee Department £ED Related To Current Stey
= > Assignee entStep Dally v
Jack Burton Customer Success Jack Burton B Step  Sign - §  Repeatevery *
Adrian | 1 Day(s)
— Major League Baseball  Miguel Shin 2017 Evaluation Approve and Sign 2017 Evalustion for
Send report starting on
Joe Schmo Customer Success Miguel Shin Evaluation - Approval Step Approve and Sign Evaluation - Approy e
Logan Forsythe  Customer Success

Miguel Shin Logan's Evaluation 2017/2018 Add In goals for employee on evaluat
End sending report on

Figure 98: Approval Status Report - Automatic Export
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NEOGOV

The next report we are going to highlight is the Performance Rating report, which shows the
overall performance ratings for evaluations. As with the other reports, the first thing to highlight
is the interactive chart. This chart shows the distribution of scores throughout your direct and

indirect reports.

Number of Employees

3
2
| I
0
0 0.

©-10%

@ All Ratings 2 Bulk Actions

B | Employee Name

.5
10-20%)

Performance Rating Report

1 1.5
20309 (2020

Rater Name:

2
(40 50%)

25 3 35
0 e 50705 0= 5%

Score

@ Grid

Evaluation Name:

]
(80 -50%

ResetFilters | |||

45
(80 - 10030

Y8 Q

Evaluation
Due Date

Evaluation
Status

Austin Powers Customer Success Multiple Raters (4) »  Testing notification to HR Users/Admins 3 60 Completed 12/312016
Jack Burton Customer Success Multiple Raters (2) »  Evaluation - Acknowledgement Step 3 60 Approval 12/31/2016
Jack Burton Customer Success Multiple Raters (2) »  Testing for Ryan 2 25 50 Approval 12/31/2016
Joe Schmo Customer Success Multiple Raters (2) =  Evaluation - Approval Step 1 20 Approval 12/31/2016
Trayce Thompson Major League Baseball  Mike Shin Trayce Mid Year 2017 0 0 Completed 05/10/2018
Figure 99: Performance Rating Report
The chart can be printed at any time or saved as an image or document.
Performance Rating Report
“ 5
Print chart
3
]
g
= Download PNG image
uE.I 2 Downlcad JPEG Image
3 Download PDF document
:
2 Download SVG vector Image
:
= 1
o . .
o 05 1 15 2 25 3 35 4 45 5
- 10%) (10 - 208 (20 - 30%) (30 - 40%) (40 - 50%) (50 - 60%) (60 - 70%) (70 - 80%) (80 - 50%) (50 - 1005
Score
@ Grid

Figure 100: Print Performance Rating Report
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Click on a bar in the chart to filter the grid below. Scores are listed as full composite scores for
the evaluation and include the Overall Rating if available. In cases where there is more than
one rater of record, the rater column is listed as Multiple Raters.

Performance Rating Report

Overall Rating for & Point Rating Scale (N/A)

®Gna

@ AiRaings | A Eulk Actons Resstbie: Il T Q

49 9% 0

Figure 101: Overall Rating Chart Option Performance Rating Record

Click on the arrow next to the text to display the total score and total score percentage from
each individual rater along with that rater’s weight.

Performance Rating Report

4
3
S
2
-3
b
5
B
= 1
o
o 0.5 1 15 2 25 3 35 4 45 5
0-10% e 200 20300 a0~ 40 0 som [y e (70~ o 20 s0m) %0 1000
Score
@ Grid
@ AllRatings | | & Bulk Actions ResetFiters [ Y Q

Austin Powers Customer Success Multple Raters (4) ~  Testing notification to HR Users/Admins 3 60 Completed 12/312016

Jack Burton Customer Success Multiple Raters (2] «|  Evaluation - Acknowledgement Step 3 60 Approval 12/3112016
Rater Name L Total Score Total Score % Rater Weight Rating Type:
Mike Shin 3 60 % 100 % Manager Rating
Rater Name Total Score Total Score % Rater Weight Rating Type
Miguel Shin 35 70 % 0% Peer Rating

Figure 102: Multiple Raters and Scores
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Similar to the Evaluation Status Detail report, filters can be added and custom views can be

saved.

P!

To export the individual rater information, use the Task
Status report

The Performance Rating report can also accommodate automatic exports of custom views.

NEOGOV  PE Perform 2 d X
Custom Views Cancel
Employees  Performance Evaluations .  Library .,  Posiions . Administiative .  Trainings  Reports
. * Flelds are required
Performance Rating Report
Name +
Enter view name
n
Make my default
P Who can view this?
e
g & OnlyMe
=
5 Everyone
2
E
2 1
. . SCHEDULE EXPORT Act
0 |
o 05 1 1.5 2 25 3 Sendto =
©-10% a0-209 20-209 a0 s0m 0500 50— 60 -7
s Search employee
® cria Report type
csv
@ Al Ratings 2 Bulk Actions Frequency
Dally
Employee Name 2“’“,"'"“‘ Rater Name Evaluation Name
ame Repeatevery *
Austin Powers Customer Success Multiple Raters (4) ~  Testing notification 1o HR Users/Admins 3 1 Dayis)
Jack Burton Customer Success Muitiple Raters (2) »  Evaluation - Acknowledgement Step 3 Send report starting on
Jack Burton Customer Success Multiple Reters (2) ~  Testing for Ryan 2 25 21200
Joe Schmo Customer Success. Multiple Raters (2) ~  Evaluation - Approval Step 1 End sending report on
Trayce Thompson Major League Baseball ~ Mike Shin Trayce Mid Year 2017 1]
Toc i e Tesinocoal E

Save

Figure 103. Performance Rating Report — Automatic Export
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Item Ratings Report

To further drill down on performance ratings, we have the Item Ratings report, which looks at
individual ratings to identify strengths and weaknesses among your employees and rating
behavior across employees.

The chart displays up to 50 competencies sorted from highest average Total Score Percentage

to lowest.

Item Rating Report

Competencies Chart

Operations. ual Evel Osjecive 1 Luigi Oneguit

Figure 104: Item Rating Report

Within the Chart Filters on the top right, you can select between a Bar Chart and a Pie Chart.
The Bar Chart displays a distribution of scores by competency while the Pie Chart displays a
distribution by rating level and can be run with either a scored or non-scored rating scale.
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Chart Filters | Cancel

Chart Type
@ BarChan ()

Pie Chart ()

Number of ltems to Display

10 ~

Score filter (%)
0% 100%

. ,

Evaluation Due Date
@ Al

Specific Date Range

Evaluation Type
Periodic

Probation

Figure 105: Chart Filters
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An example of how the Bar Chart could be used would be to view all the different ratings across
a single evaluation when that evaluation has multiple raters. In this example the employee was
rated by several peers. In the bar chart, we can see all the raters that rated each evaluation
item and how their scores compare to other raters. Hovering over the bar in the chart displays
the average score of the raters as well as how many raters rated that competency.

Item Rating Report A4

Competencies Chart
100

Commuricaton Sells

+ Detout | | 2 BulkAcions nove

Dwight Senrute am Competency 5 20 Oustznaing
Dwight Schrute HR Assistant Human Resources Adeptabiity Jim Haipert Competency s 20 Outstanding
Dwight Shnte HR Assistan Hurman Resources nReview  Agtention to Detail Jim Halpert Competency B 1 Outstending
Dwight Schrute HR Assistan Human Resources Dwight Schrute Probation Review  Adminisirative HR Dutes Jim Helpert Competency s 20 Qutstanding
Dwight Schnute HR Assistant Human Resources Dwight S Communication Skills Jim Helpert Competency 5 5 Quistanding
Dwigh: Schruse HR Assistant Human Resources Dw view  Accoumabiiny Michas! Scot Competency B 20 Oustanding
Dwight Schnte HR Assistant Human Resources W Adoptabilty Michael Scott Competency B 20 Outstanding
Dwight Schrure HR Assistant Human Resources Dwight Schruxe Probanon Review  Attention 1o Detail Michael Scom Competzncy 4 16 Exceecs Expactanons

Figure 106: Multiple Raters for an Evaluation for an Employee

Another example of how this report can prove useful is to filter by a specific competency to see
how all of your employees have scored, and how those scores range across position, or some
other variable. Select the competency on the chart to have it reflect in the table below.
Hovering over the competency bar shows the average Total Score Percentage and the number
of ratings.

Item Rating Report Y0

Competencies Chart =
100
Accourmaiiy
werage Score: 65
raungs

3

2

Cakuied Avemge Scores:

P S N PR
S A A e
&F & & 4 Y, & & Rfv P o

#

© Defaut & Bulk Actions m v Q

Luigl Oregut Impiementation Consuant Customer Success & Implementations  Test Evaluation for Overall Scare Wayne Gretziy competency | 3 Meets Expectarions

fickard Rakel HR ACTInISITaLO Human Resources test noufieaton 2

‘Sami Vatanen Competency Meats Expectatons

Excesds Expectations

Rackard Rake!

test notfication 2 Rickard Rakeil Competency

Korbinian Hotzer

ntatons  Rater WeIgNts on Aproval Form with no Nu Luigl Onegut Competency

Korbirian Hotze:

Luigt Oregu Competency

Korbinian Hotzer

Wayne Gretiy Competency

Michael Threestelio Impiementation ConsuRant

Luigi Onegut Competency
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Figure 107: Multiple Ratings Across the Agency for a Common Competency
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Remember that advanced filters can be used to provide specific views. For example, add a filter
to show a score percentage below a certain threshold.

NEOGOV P& Perform

s
Filters Done

Employees  Performance Evakations Ubary Postions Administrative Reports Help v

Item Rating Report

Score % v
¢ w 4
i 1
§ ©

o Defauk % BukActions

Figure 108: Advanced Filters in Reports

Then a custom view could be scheduled for automatic exports.

An example of how the Pie Chart can be used would be to see all of the evaluation items from
your employees that received a certain rating. Hovering over the rating in the Pie Chart displays
the number of ratings as well as the percentage out of all ratings that the rating was selected.

Item Rating Report Y

Rating Scale - 5 Point Rating Scale (N/A) =

Outstanding: ——
8 a2r%)

NA - Not Applicable:
o0%

Needs Improvement

@ Docs Not Meet ® Exceeds ® Meets ® NA- Not Applicable @ Necds Improvement @ Outstanding

© Default | & Bulk Actions m|y/Q

Figure 109: Item Rating Report Pie Chart
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Clicking into the rating takes you to a separate bar chart that displays the counts of the
competencies that received that rating. In this example, we see each competency that received
a rating of “Outstanding” as well as the employee to whom the score belongs. Clicking into a
competency updates the table to display all employees who received the “Outstanding” rating
along with the evaluation information.

Item Rating Report 78

:

untability

&2
o
Communscatio Auendance Guantiyy ote Agh 1 Adaptabiity ImprovemerisPr_  Leadership  Performance Technical Position Problem Solving  Professionalism  Planningang  Auendance and  Guality of Work  Accol
Suits o es, 2 Knowiedge Knowledge s Orgenization  Punctusity
reguiations an

Figure 110: Rating Scale Bar Chart

Iip!

The most commonly used reports by Managers
are the Evaluation Status Detail Report, the
Performance Rating Report and the Task Status
Report
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Tips and Tricks

This section covers best practices within the system.

Troubleshooting Browsers
All users are highly encouraged to use one of three supported browsers:

e Google Chrome
e Internet Explorer 11 or higher
e Microsoft Edge

You may use Firefox or Safari, but as these are not supported browsers, any issues encountered
are unlikely to be resolved. If you encounter any issues, the first step in trying to resolve the
issue would be to clear the browser’s cookies and cache. To do so, select: Ctrl + Shift +
Delete.

This fix solves most user issues. If this still does not fix the issue, try using a different supported
browser. If you are still encountering the issue, please take any relevant screen shots of the
issue, such as an error

message, and send this to your HR Admin. Include as much information as possible.

If you forget your password or username and use the Forgot password or username links,
please check your spam inbox as sometimes the emails get filtered into there. If the email is not
in there, please report to your HR Admin.

FAQs

Where can I view my completed evaluation?

Once an evaluation has been released to you, you can view the evaluation from the
Performance Evaluation Detail page. To view your score, all ratings, and comments from Raters
and Approvers, click on the Print icon.

Where can I reset my password or username?

When logging in to NEOGOV, there is a Forget Password and Forget Username link. Select the
appropriate link and follow the directions. If you want to change your password, you can click
the drop-down list associated with your name in the upper right-hand corner > Account Settings
and enter the new password. The original password must be input first before changing. Please
note that your account must be activated in order to reset your password or username. If your
account has not been activated, please contact your HR Admin.

How can I find out what browser I am using?

To find out what browser you are using, please go to https://www.whatsmybrowser.org/
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