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Step-by-Step Instructions
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1%t task - Employee Feedback Survey List of Participants

1. Loginto NEOGOV at login.neogov.com
(use Chrome or Firefox; Internet Explorer is not supported)

(€)> ¢ @ © & https//loginneagov.com/signin?siteCode=PE

@ Getting Started (L] Neogov

NEOGOV

Username

victorlam@glendale.edu|

Password

All frelds are required

Forgot your usemame or password?

When logged in, make sure you see “Perform”. If you see OHC, use the drop down menu to switch from
NEOGOV OHC to Perform.

NEOGOV PE| Perform /



https://login.neogov.com/

2. Click the “Employee Feedback Survey list of Participants” task from the Task List

NEOGOV B8 rerform v

Q_ Search & Victoria Manager2

Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reports v Help v &
My Tasks viewall >

+ O

1 0 0 0 0 1 0

Approve And Sign Approve Other

Sign/Refuse to Sign Overdue

hide table ~

For Employee Related To Due Date

[ Employee Feedback Survey List of Participants,

Val Manager! 2021 Evaluation 05/12/2021

Showing 1-10f 1items

My Evaluations

My Direct Reports

[ ‘, Val Manager! [ 0 Overdue

Test Position

Wite Journal

3. Select “Go to Task”

NEOGOV B rerform v

Q_ Search & O Victoria Manager2
Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reports Help v M + O
2021 Evaluation
D wed. Jun. 30, 2021
Print ~ QD) Pause Launch Survey
VAL MANAGER1
Position:
Test Position EVALUATION DETAILS SCORES EMPLOYEE DETALLS
Department: Current Status: Before Ratings OVERALL RATING Position: Test Position
Human Resources
Type: Periodic Pending Department: Human Resources
View Org Chart
(0] (0]
Manager(s) Content Process
Competency Section

Performance of Job Duties Atiach copies of job objectives and self-evalustion of these objectives
Role In improving teaching, learning and/o.

Meeting defined goals and objectives

Leadership

Employee Relations

Communication



4. Select “Complete Task” once list of names of survey participants has been sent to Human Resources.
This task is required for the evaluation to be initiated.

51 Other Bookmarks

~
Q searc .
Task Detail ‘ Cagfcel Complete Task

Reports ~ Help ~

Title

0,2021 Employee Feedback Survey List of Participants
Related to
2021 Evaluation

S Print - @ Pause Launch Survey
Due Date
0512/2021

SCORES Description

Please send a list of survey participants to Human Resources, Donna
Diamond at ddiamond@glendale edu no later than 14 days after

tings OVERALL RATING receipt of this email

Pending
Comments

ITION | 3 POINT scALE (D)

Section

5. Sample email participants will receive.

[EXTERNAL] GCCD Evaluation for Val Manager1l: Employee Feedback Survey

0] Some content in this message has been blocked because the sender isn't in your Safe senders list. | trust content from donotreply@neogov.com.
Show blocked content

donotreply@neogov.com
o y@neog S 65 6 >

Wed 04/28/2021 2:58 PM
To: Victoria Simmons

‘NEOGOV

You've been selected to provide evaluation feedback for Val Manager1. Please click
https://surveys.neogov.com/take-survey/5b822859-48fd-4bfb-a492-145050d3a933 to participate in the survey.

This survey expires on: 4/29/2021
Survey responses will be anonymous.

Once you open the survey it must be completed in one session. The survey cannot be modified once it has
been submitted.

There are 32 multiple choice questions, and four comment sections. Please select the appropriate response
for each question and provide comments, particularly if you note an area for improvement or an area where
performance exceeds standard.

Please contact Donna Diamond at ddiamond@glendale.edu if you have any questions.




6. When the survey is started a few instructions are provided. The survey must be completed in one session.
You cannot start the survey and finish later. Survey responses will be anonymous to the evaluatee.

Management Administrator Evaluation
Survey

You are invited to provide feedback about a management employee. Survey responses will be anonymous to the evaluatee.
Once you open the survey it must be completed in one session. The survey cannot be modified once it has been submitted.

Please select the appropriate response for each question and provide comments, particularly if you note an area for
improvement or an area where performance exceeds standard.

We appreciate your fair and thoughtful responses.

n Your identity is hidden

* fields are required

0 of 32 answered

7. Confirmation survey was completed.

Thank you for completing the survey!

V




8. When the survey is launched, the process will move to Step 2 Employee self-evaluation for the evaluatee.

NEOGO PE  perform v Q_ Search oA @ Victoria Manager2
Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reports Help ~ a8 + O
S prnt ~ () Pause View Active Survey
EVALUATION DETAILS SCORES EMPLOYEE DETALLS
VAL MANAGER1
Current Status: Before Ratings OVERALL RATING Position: Test Position
Position: Type: Periodic Pending Department: Human Resources
Test Position
(0] (0]
Department:
Human Resources
View Org Chart Content  Process HAdd Task

* indicates a required step

Manager(s)
1 Before Ratings
Employee Feedback Survey List of Participants * S
ploy: 4 P Due Completed on
Victoria Manager2 Wed, May 12, 2021 04/28/2021
Ratings
Rating * Due Status Weight
Val Manager! Mon, May 31, 2021 Current 0%
3 Rating = Due Status Weight
Victoria Manager2 Tue, Jun 15, 2021 Pending 100 %

9. Once the survey deadline has passed, select “View Survey Results” to see anonymous responses.

NEOGOV #8 Pperform v Q_ search [ 4 @ Victoria Manager2
Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reports v  Help v o
2021 Evaluation
Due Date: Wed. Jun. 30, 2021
) Print ~ (1) Pausq View Survey Results
VAL MANAGER1
Position:
Test Position EVALUATION DETAILS SCORES EMPLOYEE DETAILS
Department: Current Status: Before Ratings OVERALL RATING Position: Test Position
Human Resources
Type: Periodic Pending Department: Human Resources
View Org_Chart
[0} ®
Manager(s) Content  Process

8 §

@ COMPETENCY SECTION | 3 POINT SCALE (D

Competency Section

ttems Description

Performance of Job Duties Attach copies of job objectives and self-evaluation of these objectives
Role in improving teaching, learning and/o.

Meeting defined goals and objectives



10. Sample of survey results.

Management Administrator Evaluation Survey

Question Summary  Individual Responses
PARTICIPANT METRICS SURVEY METRICS
[S]
# Parucipants Invited # Partcipants Completed Total Responses Completion Rate

4 4 4 100%

1. Leadership - Practices effective planning, budgeting and organizing skills. *

ANSWERED: 4 SKIPPED: 0

Not Able to Observe ' Strongly Disagree
0(0.0%) 0

Disagree
000%

Swongly Agree
2(500%)

Agree
2(500..

Avg. Time Spent

4m

10. Employee Relations - Demonstrates the ability to motivate and recognize accomplishments of staff and

colleagues. *

ANSWERED: 4 SKIPPED: 0

Mot able 1o observe | Suongly Disagree
0(0.0%) %)

™ Dissgree
0(0.0%)

strongly Agree
1@5.0%)

Agree
3750



1. Loginto NEOGOV at login.neogov.com

< c @ © @ https;//loginneogov.com/signin?siteCode=PE

@ Gettng Started [ Neogov

NEOGOV

Username

victorlam@glendale edu|

Password

Al fields are required

Forgot your userame or password?

2. On the upper right corner under your name, select “My Profile”

NEOGOV B8 rerform v Q search @ Victoria Manager2

Dashboard ~ Employees  Performance Evaluations ~  Library »  Reports Help v My Profile

[N vy profile

Sign Out
My Tasks viewall >

1 0 0 0 0 1 0

Total Rating Approve And Sign Sign/Refuse to Sign Approve Other Overdue
hide table A
Task < | For Employee 2 | Related To < | DueDate
[ Employee Feedback Survey List of Participants Val Manager! 2021 Evaluation 051122021

Showing 1-10f 1 items

3. Click “Journal Entries”

NEOGOV B rerform v Q_ Search & = OVlcloriaManagerZ v

Dashboard  Employees  Performance Evaluations ~  Library - Reports v Help v

Victoria Manager2
Test Position | Human Resources

) Upload Document Journal Entries | O

Employee Details Evaluations Tasks Development Plans Documents

=) Employee Details

Employee Information Hierarchy
POSITION TITLE DEPARTMENT DIVISION i
Test Position Human Resources 1 DovidMansoers
Test Position
GLASS SPEC AGTIVE ONLINE AGGESS H
- Yes Activated 1 e
Test Position
EMPLOYEE NUMEER START DATE H
1924 02/03/2017 1 Val Managert
Test Position
EMAIL PHONE NUMBER ADDRESS

View Company
hiperform2@glendale.edu - -

EXCLUDE FROM AUTOMATIC OR BULK EVALUATION CREATION
No

DIRECT MANAGER ADDITIONAL MANAGER(S)
David Manager3 -


https://login.neogov.com/

4. You have the option to share with your manager by making the selection below.
Enter journal entry and click “Save”.

(2 Employee Details x o -

<« ¢ @ © | @ nitps//perforr ployee/11ac126366605 - @ neo e =

@ Getting Started (] Neagov B Other Bookmarks
NEOGOV [ re

Journal Entries for Victoria Manager2 ‘ Close

Dashboard ~ Employees

* Fields are required.

Share with

E
‘
= | Employee

Manager(s) ©

Direct Manager's
Manager

Note: You can use tags to
associate journal entries to

evaluations by typing @
followed by the name of
the Competency or Goal.
Matching entries wi
appear in a drop down
menu. Tagging is only
applicable to journal
entries for one user ata

Press Alt - FI0 1o move to toolbar. Press ALT - 0 for Help.

Journal Entries for Victoria Manager2

@© Current ~ [ entries Select A¢ & Actions Y

No Results Found

Showing No items to display

5. To enter a journal entry for an employee who reports to you. From the dashboard, locate the employee
and click “Write Journal Entry”.

NEOGOV

Perform v Q search

Victoria Manager2

Dashboard ~ Employees  Performance Evaluations Library Reports Help v s o3 + O
My Tasks viewall >

1 0 0 0 0 1 0

Total Rating Approve And Sign Sign/Refuse to Sign Approve Other Overdue

hide table ~

forEmpovee o -

[ Employee Feedback Survey List of Participants Val Manager! 2021 Evsluation 05122021

Showing 1-10f1items

My Evaluations

My Direct Reports

i Val Managert [ 0 Overdue

Test Position ) Write Journal



6. Select “Journal Entries”

NEOGOV Perform v Q Search Victoria Manager2
Dashboard ~ Employees  Performance Evaluations Library Reports Help v

Val Manager1 7 Upload Document ] Journal Entries | 0

Test Position | Human Resources

Employee Details Evaluations Tasks Development Plans Documents

Evaluations

Preview Timeline

E 2021 Evaluation

Due: Wed. Jun 30,2021 Type: Periodic
Cornpleted:- Archived: No
Status: Before Ratings Actions:
Titem
E/ Tasks

. o - _ St -

No Results Found

Showing No items to display

7. Enter journal entry for the employee. You also have the option to share the journal entry with the employee
by making the selection below.
Click “Save” when done.

© @ hitpsy/performance.neagov.com/dashboard - noe¢ =

B Other Bookmarks

Journal Entries for Val Manager1 ‘ Close

* Fields are required.

Share with
empibyee
Manager(s) ©

Direct Manager's
Manager

Note: You can use tags o
associate journal entries to
Goals and Competencies
from recent and upcoming
evaluations by typing @
followed by the name of
the Competency or Goal
Matching entries wi
appear in a drop down

applicable to journal

entries for one user at a
time.

Press Aft - FI0 10 move to toolbar. Press

Journal Entries for Val Manager

@Curent + | [ entres Select Al | 5 Actions | | Y

No Results Found

Showing No items to display



2"d task - Self-Evaluation Rating for evaluatee/manager

1. Once the survey is launched the evaluatee/manager will complete their self-evaluation.
Select “Rating” to begin evaluation.

NEOGOV [ rerform v BB E Q) veveneen -
Dostbord  Employees Ly Repors + Help 6 @+ O
My Tasks viewal s

o Aowrove And Sign SoniRetse o 5ign Aoprove over overdue
e table ~

Q
]
¢ Rating For Val Manager?'s 2021 Evaluation Vil Manager! 2021 Evalustion 05312021
\ Showing 1. 1of 1 tems

My Evaluations viewall >

[£) 2021 Evaluation

Due: Wed. Jun 30,2021 Completed
Status: Before Ratings Type: Periodic

2. Click the green box to begin self-evaluation.

NEOGOV [ perform v Searc 3 & @ vamensgen -

Dashboard  Employees  Library +~  Reporis ~  Help a3 + O
< Goto Evaluation Details ‘Submit Evaluation

Vel Managert «
1 2021 Evaluation

SSSSSSSS 'COMPETENCY SECTION | TEXT ONLY
For Employee Only A For Employee Only
Overall Rating p

Self Evaluation and Statement of Goals and Objectives

 summary

3. Type in or cut and paste your self evaluation narrative and statement of goals and objectives. Click “Done”
when finished. Journal entries will be available here to view .

compETENCY SECTION
For Employee Only

of Goals and Objecti
Mang
The

learning, and/or nsttutonal effectveness, and 3) achievement o goals and objectves.

Looks like there are no feedback enties.
[EICOMMENTS Reguied

slrjejElEl=l® \
|

10



4. Narrative will now be visible in green box. Click “Submit Evaluation” when ready to submit.

NEOGOV Perform v Q searcn Val Managert v

Dashboard  Employees  Library + Reports Help v

< Go to Evaluation Detalls Submit Evaluation
Val Manager! « .
EsT POSITION 2021 Evaluation

EECRONS] COMPETENCY SECTION | TEXT ONLY

For Employee Only v For Employee Only

Overall Rating v

B Summary Self Evaluation and Statement of Goals and Objectives
= 1 was an awesome employee this year

5. Click “Continue”

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.

Val Mamyer/

Do you wish to continue?

Continue

6. Confirmation self-evaluation was submitted.

Success!

Your evaluation for Val Manager1 has been submitted.

Close

11



3 task - Manager Rating

1. Next step will be the managers evaluation of the employee.

NEOGOQOV #& perform v Q_ searcn

Dashboard ~ Employees  Llbrary <  Repors ~  Help v

i

Content Process.
VM

* Indicates a required step

VAL MANAGER1 Before Ratings
Position:
. - status
Test Posltion Employee Feedback Survey List of Participa... * pue Completad on
Department: Victorla Manager2 Wed, May 12, 2021 04282091
Human Resources
View org Chart
Ratings
Manager(s) Rating * status
9 Due Completed on Weight
@ Val Managert Mon, May 31, 2021 0512021 0%
Rating * Due Status Weight
Victorla Manager2 Tue, Jun 15, 2021 current 100 %

After Ratings

a Evaluation Review Meeting * Due Status
Victoria Manager2 Frl, Jun 18, 2021 Pending

2. Manager’s dashboard of employees evaluation ready to be entered. Click “Rating”.

Val Manageri

+ O

NEOGOV #& perform v Q_ search &' & 0 Victorla Manager2 v

Dashboard ~ Employees  Performance Evaluations ~  Llbrary v Reports ~  Help v M @

My Tasks viewall >

+ O

1 0 0 0 0 0]

Total Approve And Sign Sign/Refuse to Sign Approve Other Overdue

hide table ~

Task < | ForEmployee % | Related To < | DueDate

W Rating For Val Managert's 2021 Evaluation \ Val Manager! 2021 Evaluation 0611512021

(o]

Showing 1- 1071 tems

My Evaluations

My Direct Reports

vM Val Managert [ 0 Overdue

Test Posiion ) write Joumnal

12



3. Click on green box to begin evaluation.

0 Victorla Manager2 v

Employees ~ Library ~ Reports Help v =+ @

< Go to Evaluation Detalls Overall Rating Not Available Submkt Evaluation

Val Managerl

Q search

NEOGOV B8 perform +

i

2021 Evaluation

TEST POSITION

SECTIONS COMPETENCY SECTION | 3 POINT SCALE
Competency Section A Competency Section

For Employee Only ®

Overall Rating A Performance of Job Duties

[Fno comment
[l Summary

Role in improving teaching, learning and/or institutional effectiveness

Eno comment

Meeting defined goals and objectives
[ no comment

Leadership

Elno comment

Employee Relations
[ no comment

4. Select rating and enter comments (required). Survey results are also available for review.
Click “Done” when complete.

) COMPETENCY SECTION

Y Competency Section

Overall Rating Not Available
L /

* Flelds are required . .
Looks like there are no feedback entries.

Performance of Job Duties

Attach coples of job objectives and self-evaluation of these objectives

RATING SCALE * [E] COMMENTS *

Showdescripiggs > B I U = = @ g

Needs Improvement Meets

Meets standards

OX - XO)

Exceeds standards Employee has performed all job duties satisfactorily.

Press At + FI0 to move to toolbar. Press ALT + 0 for Help.

13



5. Click “To Overall” for next step to view employee self-evaluation. Survey results are also available again for

review.

COMPETENCY SECTION

For Employee Only

Overall Rating Not Available / [Z] View Survey Results

Self Evaluation and Statement of Goals and Objectives
, and 3) of goals and objectives. The

based on 1) job and 2)role In Improving teaching, learning, and/or

Manager/Administrator belng evaluated - Please complete a written narrative of your performan
written narrative shall also Include a list of measurable goals and objectives related to the area of responsiblity that will be addressed during the next evaluation cycle.

* Flelds are required

<@ READ ONLY SECTION

REVIEWERS

[E] 1 was an awesome employee this year.

& Val Manager1 Na rating
Self rater

6. Select overall rating and add overall comments. Select “Done” when finished.

EVALUATION OVERALL SECTION

*  Overall Rating

Overall Rating Meets standards [Z] View Survey Results

» | | Search Feedback Entries ]

Overall Rating
Reviewer Entries 1entries Collapse  ~

Val Managert None - Comments only
Self rater

[5] COMMENTS

RATING SCALE *
v

Showdescripions > B | I | W | 3= | =
Comments not avallable

@ Needs Improvement . . .
Employee continues to meet all job duties.

Meets standards

Exceeds standards

OF -



7. Summary of evaluation for final review. Click “Submit Evaluation” when finished.

NEOGOV Perform Q_ search Victoria Manager2 v
Dashboard  Employees  Performance Evaluations Library Reports Help
< Goto Evaluation Details
Val Managert « X
VM rosmon 2021 Evaluation
seenons Expand all cards
Competency Section v
COMPETENCY SECTION | 3 POINT SCALE
For Employee Only @ Competency Section
Overall Rating v
[ summary Performance of Job Duties. leets standards

Role in improving teaching, learning and/or institutional effective . Meets siandards

Meeting defined goals and objectives

s standards

Leadership

Employee Relations Meats standards

Communication s standards

COMPETENCY SECTION | TEXT ONLY

For Employee Only

Self Evaluation and Statement of Goals and Objectives [F) | wes an awesome employee this year.

8. Click “Continue” to submit.

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.

Victoria Mamayerz

Do you wish to continue?

Continue

9. Confirmation evaluation was submitted.

Success!

Your evaluation for Val Managert has been submitted.

Close




1. Next step, schedule meeting with employee for review of evaluation before approving and signing.
Manager must select “Go to Task” to move to next step OR select the task from the Dashboard.

NEOGOV #& perform v Q_ searcn

Victorla Manager2

Employees ~  LUbrary ¥  Reports v  Help v s @3 + O

* Indicates a required step

VM Before Ratings
. . . Status
VAL MANAGER1 Employee Feedback Survey List of Participa... * pue Completed on
Victoria Manager2 Wed, May 12, 2021 0412812021
Position:
Test Posltion
Department:
Human Resources Ratings
View Org_Chart
Rating * Status
9 Due Completed on Weight
Val Managert Mon, May 31,2021 051052021 0%
Manager(s)
w
. Status
Rating *
9 Due Completed on Weight
Victoria Manager2 Tue, Jun 15, 2021 100 %

05/05/2021

Evaluation Review Meeting *
é 9 oue stas

VM Victorla Manager2 Frl, Jun 18,2021 Current

VAL MANAGER1

5 Approval & Signature * Due Status
Position: Victorla Manager2 Sun, Jun 20, 2021 Pending
Test Position
Department:
Human Resources
View Org_Chart 3 Approval & Signature * Due Stats
David Manager3 Frl, Jun 25, 2021 Pending
Manager(s)
w 7 Approval & Signature * Due Status
Manager Manager4 Sun, Jun 27, 2021 Pending

Release to Employee

8 Signature * Due Status
Val Managert Mon, Jun 28, 2021 Pending
Evaluation Due Date Wed, Jun 30, 2021

2. From the Dashboard, select “Other”, and click “Evaluation Review Meeting”

Search Victorla Manager2 v

+ O

NEOGQV #& Perform v

Dashboard Employees Performance Evaluations Library ~ Reports Help ~ @

My Tasks view ail >

1 0 0 0] 0 1 0]

Total Rating Approve And Sign Sign/Refuse to Sign Approve Other Overdue

hide table ~

EY

sk % | For Employee = Related To = Due Date -

||3 Evaluation Review Meeting & | Val Manager! 2021 Evaluation 06/18/2021

\

Showing 1-10of1items



3. Select “Complete Task”

J)

NEOGQV [BE Perform v

£

Task Detail

‘Complete Task

Dashboard Employees Performance Evaluatlons Library ~ Reports Help ~

Title
Evaluation Review Meeting

My Tasks viewai >

Related to
2021 Evaluation

1 0 0 0]

Total Ratl a And s} Sign/Refuse to SI Due Date
° ne RIS = 06/18/2021
hide table ~ Comments

For Employee

¥ Evaluation Review Meeting Val Managerl

4. Confirmation of task completed.
T~

@ Step Is completed!

enormance Evaluations ~  Library v  Reponts v  Help v th + @
My Tasks viewan »
———— " '
Tol]la\ RaCtl)ng ApproveC.)And Sign smm‘RefEs)e to Sign ApEr)ove o:ler ngxlue
hide table ~
[a]
Task = For Employee > Related To = Due Date =

17



5th task - Approval & Signature for Evaluator

1. Next step is for Evaluator/Supervisor to approve and sign. Click on the task to sign.

NEOGQV ®& Pperform v

Dashboard

Employces

1

Total

hide table ~

Performance Evaluatlons

0

Rating

Q_ search

Library Reports Help ~

1 0 0

Approve And Sign sign/Refuse to Sign Approve

0

Other

Overdue

+ | For Employee

| Approve and Sign 2021 Evaluaton for Val Manager!

Val Manager1

Related To =

2021 Evaluation

Due Date

06/20/2021

Showing 1-10f1items

2. The complete evaluation will be available for review. Click “Approve & Sign”.

NEOGOV

PE Perform

Approval Form

VM

Val Manager1

Test Position

Rating Summary

vM

vM

Val Manager1
Test Position

Victoria Manager2
Test Position

Library ~

Q, Search
Reports ~  Help
EVALUATION NAME DUE DATE
2021 Evaluation Wed. Jun. 30,

2021

Overall Rating

Meets standards / 2.00

Overall Rating

Overall Rating
Meets standards / 2.00

E B = @V’\cmriamanageﬂ <

Approve & Sign

w8 + ©

Go to Evaluation Detalls »

®

Deny

18



Competency Section

For Employee Only

Overall Rating

ALL SECTIONS

COMPETENCY SECTION | 3 POINT SCALE

Competency Section

Performance of Job Duties
Attach coples of job objectives and self-evaluation of these objectives

Collepse Section

v Victoria Manager2 Meets standards Weets
Role in improving teaching, learning and/or institutional effectiveness
v Victoria Manager2 Meets standards Meets
Meeting defined goals and ohjectives
v Victoria Manager2 Exceeds standards Freeeds
Leadership
e Victoria Manager2 Meets standards Meets
™ Victoria Manager2 Meets standards Weets

COMPETENCY SECTION | TEXT ONLY

For Employee Only

Self Evaluation and Statement of Goals and Objectives

Manager/Administrator being evaluated - Please complete a written narra
leamning, and/or Institutional effectiveness, and 3) achievement of goals ar
to the area of

v Val Manager!
w Victoria Manager2

EVALUATION OVERALL SECTION | 3 POINT SCALE

Overall Rating

v Val Manager1

w Victoria Manager2 Meets standards

[F 1 was an awesome emplo

Na comment.

B No comment.

Meets

3. Addigital signature will appear. Click “Submit”.

~ Lbrary v Repors ~  Help~

Approval Form

Val Manager1
VM Test Position

Rating Summary

ym Val Manager
Test Position

vm Victoria Manager2
Test Position

EVALUATION NAME

2021 Evaluation

Overall Rating

Meets standards / 2.00

Overall Rating

Overall Rating

Meets standards / 2 00

Collapse Section

of your performance based on 1) Job descripuon and assignments, 2) role In Improving teaching,
objectives. The written narrative shall also Include a list of measurable goals and objectives related
esponsibility that will be addressed during the next evaluation cycle,

Collapse Section

Approve & Sign

DUEDATE

Wed. Jun. 30,
2021

Comments

Please sign your name below

Victoria Mamya"z

Victoria Manager2

Aunc-generate

Draw Signature

May 06, 2021

19



6'" task - Approval & Signature for Superintendent/President

1. The next step in the evaluation process will be for the final approver Superintendent/President.

NEOGOY B8 reform - Q_ Search EOE & @\nmﬁammgea -

Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reporis ~  Help

s 8 + O
After Ratings

VM Evoluation Rovi . s
valuation Review Meeting *
9 D‘j‘e Completed on
Victoria Manager2 Fri, Jun 18, 2021 05/06/2021

VAL MANAGER1

Position: : " Staws
Test Position ° Approval & Signature Due Completed on
Victorla Manager2 Sun, Jun 20, 2021 05/06/2021
Department:
Human Resources
View Org_Chart
° Approval & Signature * Due Status
David Manager3 Fri, Jun 25, 2021 Current
Manager(s)
w
7 Approval & Signature * Due Status
Manager Managerd Sun, Jun 27, 2021 Pending

Release to Employee

2. Dashboard for final approver, Superintendent/President to approve and sign. Select “Approve and Sign”.
The task will appear below.

NEOGQV [#& Perform Q search [ I @ David Manager3 +

Dashboard ploy F i ~ Library Reports ~ Help ~ ] & -+ ®

My Tasks viewall >

1 0 1 0 0 0 0

Total Rating Approve And Sign Sign/Refuse to Sign Approve Other Overdue

hide w@able ~

[a]

Task < | ForEmployee s Related To s Due Date -

Approve and Sign 2021 Evaluation for Val Manager1 \ Val Manager1 2021 Evaluation 06/25/2021
Showing 1-10f 1items



3. The complete evaluation will be available for review. You can also select “View Other Approver” to view
previous approvers of the evaluation.

NEOGOV [ rerform ~ Q_ search EOEH = @ David Manager3 v
Dashboard Emp\oyees Performance Evaluations Linrary HQPD"S Help ~ I,l,‘ E + ®
Approval Form Go to Evaluation Detalls >

EVALUATION NAME DUE DATE

VM ¥ai ‘I:Wa_trmgeﬂ 2021 Evaluation Wed. Jun. 30, ®
est Fosition
2021 Approve & Sign Deny

Rating Summary < View Other Approvers >
Overall Rating

Meets standards / 2.00

yv  Val Manager1 Overall Rating

Test Pasition

vy  Victoria Manager2 Overall Rating
Test Position Meets standards / 2.00

4. List of other approvers will be listed. Click “Close”.

NEOGOV [ rerom R et Approvers

E [ Evalustions -  Library ~  Repors ~  Help »

Approval Form W Victoria Manager2

| Status Date Status
Thu. May. 06, 2021 Approved & Signed
EVALUATION NAME DUE DATE
VM \Tfﬁ{ Phlg:)ageﬂ 2021 Evaluation Wed. Jun. 30,
s ion
2021

Rating Summary

Overall Rating

Meets standards / 2.00
yM Val Manager ey
Test Position
‘Overall Rating

ym Victoria Manager2
Test Position Meets standards / 2.00




5. Click “Approve & Sign”.

NEOGOV Perform

Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reports ~  Help ~ a3 + O

Approval Form Go 1o Evaluation Detalls >

EVALUATION NAME DUEDATE 4
VM yal zna:-lageﬂ 2021 Evaluation Wed. Jun. 30, ®
est Position 2021 Approve & Sign Deny

Rating Summary <@ View Other Approvers >
Overall Rating

Meets standards / 2 00

vm Val Manager1 Overall Rating

Test Position

ym  Victoria Manager2 Overall Rating
Test Position Meets standards / 2.00

6. A digital signature will appear. Click “Submit”.

Approve & Sign Eﬂ m

D jons ~  Library ~  Reports ~  Help ~
- Comments
Approval Form
EVALUATION NAME DUEDATE
VM  Val Manageri 2021 Evaluation Wed. Jun. 30,
Test Position
2021
—l Please sign your name below
Rating Summary
e David Mavager3
David Manager3 May 06, 2021
Meeis standards / 2 00
Auto-generate  Draw Signature
v Val Manageri @rmE )
Test Position
ym Victoria Manager2 D BT
Test Position Meets standards / 2 00

7. Confirmation evaluation was submitted.

@ Evaluatlon was approved!

~— __—
Dashboard mployees Performance Evaluations ~ Library ~ Reports ~ Help ~ ﬂ] E + ®

2021 Evaluation
Due Date: Wed. Jun. 30, 2021

VM
(= Print - (1) Pause

VAL MANAGER1

Position:
Test Posit

n EVALUATION DETAILS SCORES EMPLOYEE DETAILS

Department: Current Status: Approval OVERALL RATING Position: Test Position
Human Resources
Type: Periodic Meets standards/2.00 Department Human Resources
View Org Chart



1. Dashboard of Evaluatee/Manager. List of messages with progress updates.

NEOGOV B8 Ferform

E EH @ValManagen ~
Dashboard Employees Library ~ Reports Help ~

Message List

Messages will be available for 60 days.
# Bulk Actions

n S
]

System - Approver Taken Actlon

Manager Manager4 has taken action on evaluation 2021 Evaluatl... 05/06/2021 15:45:54
System - Evaluation Ready For Review 2021 Evaluation for Val Manager1 Is now Ready for Review 04/28/202114:51.20 m =
System - Evaluation Ready For Rating Evaluation 2021 Evaluation for Val Manager1 Is now ready for ratl... 04/28/202114:51:19 m =

Showing 1- 3 of 3 Items

2. Sample message/email.

<« [N ©@ & nitps;/performance.neogov.com/message 90% - I m o e =
@ Getting Started  [[{] Neogov 53 Other Bookmarks

NEOG = i i ;

Manager Manager4 has taken action on evaluation 2021 Evaluation
D: Employ
L | ] Delete & Archive
From:  System - Approver Taken Action
Message List

To:  Val Manager!
Lampmrilliaar e i | Subject:  Manager Managerd has taken action on evaluation 2021 Evaluation

2 Bulk Actiof Sent:  05/06/202115:45:54

[ o | BN \EOGOV
O

System - Approver 1

Kindly Sign the Performance Evaluation ratings of Val
1 for the Evaluation 2021 E;

System - Evaluation|
Employee: Val Manager1

System - Evaluation| Evaluation: 2021 Evaluation

Due Date: 6/30/2021




7th task — Evaluation released to employee to sign.

1. Dashboard of Evaluatee/Manager. Click “Sign/Refuse to Sign. Task will now appear.

NEOGOV B rerform -

B R & @valmanagen ~

Dashboard ~ Employees  Library ~  Reports ~  Help ~

a8 + O

My Tasks viewall >

1 0 0

Total Rating Approve And Sign

1

Sign/Refuse to Sign

0 0 0

Approve Other Overdue

hide table ~

ForETerse o -

W Sign 2021 Evaluation for Val Manager! ‘\

‘ Val Manager1 2021 Eveluation 06/28/2021

Showing 1-10of 1items

My Evaluations view all of my evaluations >

[£] 2021 Evaluation

Due: Wed. Jun 30, 2021 Completed: -
Status: Approval Type: Periodic

2. Evaluatee can view survey results before signing the evaluation by selecting “Go to Evaluation Details”.

May also select “View Other Approvers” to view previous approvers.

NEOGOV B perform ~ Q search £ & @VﬂlManager‘ .

Dathboard  Employees  Library ~  Reports ~  Help

m &8 + O

Acknowledgment Form

Go to Evaluation Detalls >

[Ep— S
Vv :‘(':: :1;:;:"99” 2021 Evaluation Wed. Jun. 30,
2021

Refuse to Sign

Rating Summary

> @ Vigw Other Approvers >
Overall Rating

Meets standards / 2.00

M Val Mar!agerl Owerall Rating
Test Position

M VidoriqManagerZ Owerall Rating
Test Position

Meets standards / 2.00
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3. List of approvers will be listed. Select “Close” when finished.

NEOGOV 8 Pperform - Other Approvers

Dashboard ~ Employees  Library ~  Reports ~  Help~

Acknowledgment Form W Victoria Manager2

| Status Date Status

Thu. May. 06, 2021 Approved & Signed
EVALUATION NAVE uE DATE
g Vol Managert 2021 Evaluation Wed. Jun. 20,
Test Position
2021 oM David Manager2

Ststus Date Status

| Thu. May. 06, 2021 Approved & Signed

Rating Summary

MM Manager Manager4

Overall Rating Statws Date Staws

Thu. May. 06, 2021 Approved & Signed
Meets standards / 2.00
vm  Val Manager Overall Rating
Test Position
ym Victoria Manager2 Bl
Test Position Meets standards / 2.00

4. Evaluatee may refuse to sign the evaluation. Written response must be submitted within 30 days.
Click “Submit” to Refuse to Sign.

NEOGQV [# Pperform Refuse To Sign

Dashboard ~ Employees  Library v Reports ~  Help

Note: Signing does not Imply agresmert wil tent of the:
evalustion. Th yee may SUbMIt & Written (esponse to this EVEIETe!
within 30 days of receipt

Acknowledgment Form

Feel free to provide further context to your refusal to sign.

EVALUATION NAVE DUE DATE Commems
VM Val Ma_r_|sger1 2021 Evaluation Wed. Jun. 30,
Test Position o

Rating Summary

Overall Rating

Meets standards / 2.00

M Val Manager1 Owerall Rating

Test Position

ym Victoria Manager2 Overall Rating
Test Position Meets standards / 2.00




5. If evaluatee agrees to the evaluation, click “Submit” to sign.

NEOGOV [B8 Perform

Dashbosrd  Employees  Library

Reports ~  Help

Acknowledgment Form

VM  Val Managert

Test Position

Rating Summary

VM

VM

Val Manager!
Test Position

Victoria Manager2
Test Position

Sign

-\ Comments

EVALLATION NAWE ouE DaTe
2021 Evaluation Wed. Jun. 30,
2021

| Please sign your name below

Note: Signing this form does not Imply agreement with the co
1 € may SUbMIt 8 WIMten respense 10 this

uation. The employ
evaluation within 30 days of receipt.

Vel Mam;.:rf

Meets standards / 2.00
Val Mana:
Overall Rating Auto-generste Draw Signarure
Overall Rating
Meets standards / 2.00

6. Confirmation that evaluation was signed. Option to print copy of evaluation.

NEOGOQV

Perform

Dashboard  Employees  Library

yMm Val Managerl
Test Position

Settings

Raters

General Information

8 val Managert

Content

ctoria Manager2

Competency Sectlon
For Employee Only
Oversll Raung

Process

Repors ~  Help ~

Print Preview

Val Managerl

2021 Evaluation

Go To Evaluagion Details

Due Date: Wed, Jun 30, 2021

General Information

Position
Test Position

Department
Human Resources

M Val Managert
TestPosition

Settings
General Information
Raters
ValManagert

8 Victons Managerz

Comtent
Competency Section
For Empleyee Oriy
Overall Ratng
Process

wm  Val Managert
et Positon
Settings
General Information
Raters
Vel Mensgert
Victorla Manager2

Content
8 Competeney Secton

For Employee Only
Overal Ratng
Process

Division Evaluation Type
Periodic

Class Spec

Ratings Summary :

Overall Rating

Meets standards / 2.00

Rater Type Qverall Rating
Val Manager! Self Rater

. M dard:
Victoria Manager2 Rater lects standards

200

Content

Competency Section| 3 Point Scale

Competency Section

Performance of Job Dutles

Attach coples of job objectives and seff-evaluation of these objectives
Rater & Rating

Victoria Manager2 Mets

Meets standards.

Role In Improving teaching, learning and/or Institutional effectiveness

Rater & Rating Comment
Victorla Manager2 Meets
Meets standards

/

Direct Manager:
Victoria Manager2

May 08, 2021

Val Manageri

+ @
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M Val Managert
TestPositon

Settings

8 General informaton

Bres

8 Vel Vanagert
8 Victore Maneger2
8 conent
8 Competercy Secton
8 For Empioyee only
8 Overai st

8 Frocess

wm Vel Managert
TestPositon

Settings

8 General informaton

8 e
8 Vel Managert

8 victoria Manager2
8 conent
8 competency Secton
8 For Employes Only
8 OveraiiRatng

8 Frocess

VM Val Manager!
Test Positon

Settings

8 General inormation
Brees
8 veiManagert

8 vicoors Maneger2

8 Conent

8 comperency secton

wm Vel Managert
Test Positon

Settings
8 Genersl information

B reers

8 vervsnagen
8 Victori Mansger2

B content

8 Competency Secton

8 or Empioyec Oy
8 Overal Riting

BFrocess

Meeting defined goals and objectives

Rater & Rating Comment
Victoria Manager2 Excesds
Exceeds standards

Leadershlp
Rater & Rating Comment
Victoria Manager2 Meets
Mests standards

Employee Relations

Rater & Rating Comment
Victoria Manager2 Meets

Meets standards

‘Communication

Rater & Rating Comment
Victoria Manager2 Vees
Meets standards

Competency Section | Text Only

For Employee Only

Self Evaluation and Statement of Goals and Objectives

Manager/Administrator being evaluated - Please complete a written narrative of your performance based on ) job description and assignments, 2)
role In Improving teaching, Iearning, andlor Instiutional effectiveness, and 3) achievement of goals and objectives. The written narrative shall also
include a it of measurable goals and objectives related to the area of responsibility that will be addressed during the next evaluation cycle

Rater Comment

Val Managert 1 was an swesome employes tis yest

Victoria Manager2

Evaluation Overall Section | 3 Point Scale:
Overall Rating
Reter & Rating Comment
Val Managert

Victoria Manager2 Meets

Meets standards

Employes Feedback Survey List of Participants  Completed On
° Victoria Manager2 Wed, Apr 28,2021

x Vctoria Mavegerl

Rater Certfication Message: By clicking certry and submi, you
be able to make changes without dminisirstor sssistance.

e Rater Compieted On
Val Manager Wed, May 5, 2021
Reter Completed On
° Victoria Manager2 Wed, May 5, 2021
° Evaluation Review Mecting Completed on
Victoria Manager2 Thu, May 6, 2021
Approval & Signature Completed On
° Victoria Manager2 Thu, May 6, 2021
Approval & Signature Completed On
° David Manager3 Thu, May 6, 2021
o Approval & Signature Completed On
Manager Manager4 Thu, May 6, 2021
Signature Compieted On
o Val Managert Thu, May 6, 2021

accurate. submitted, you wil no longer

x Mavager Mavager!

Note: Sigring ths form does not mply agreement
with the content of the evaluation. The employee.
may submt a wiitien response 1o this evaluston
WthIn 30 days of recelpt

x Val Maragerl

7. Evaluatee/Manager’s dashboard confirming evaluation process has been completed.

NEOGOV [ Per

Dashboard  Employees  Lbrary ~  Reports v Help

My Tasks viewan »

Total Rating

nig tabie

Tesk

My Evaluations view s of my evaiusuons >

] 2021 Evaiustien

Due: Wed. Jun 30, 2021

‘stEms: Completea Type: Periodic

Q searcn

& B E ) vemeneoen -

Compisted: Thu. May 08, 2021

0 ]

Apprave Ang sign Sign/ReMuse 1o Sign

2 | ForEmpioyes

No RezuTs Foung

Approve

omer

: | RemedTo

overaue

SNOWIng Na REms 1o dispiay

Due Date -
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