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Before You Use This Guide

Performance Development in HR may need to send you an activation link to activate
your account if you have never used the NEOGOV system. Once activated, you may log
into your Perform account and complete any assigned tasks. (IF YOU COMPLETED YOUR
OWN ONBOARDING EXPERIENCE IN NEOGOV ONBOARD, OR PARTICIPATED IN THE
PERFORMANCE DEVELOPMENT PROGRAM IN THE PAST, OR USE OTHER MODULES IN THE
SYSTEM, YOUR ACCOUNT IS ALREADY ACTIVE)




OVERVIEW

The Review

The Rhode Island Division of Sheriffs and Capitol Police evaluation process is an annual cycle. The evaluation
is a periodic appraisal of the employee’s performance by his/her supervisor. It's an opportunity to assess
progress, praise his/her accomplishments, and collaborate on goals to improve performance and help
achieve the division’s objectives.

The Process
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The first required step for you, is at the very beginning of the cycle- when you will meet with your supervisor.
Your supervisor will notify you of the meeting.

e At this meeting, you will discuss the evaluation criteria you will be rated on at the end of the cycle
(expectations), and a discussion about your career goals and what steps you can start taking, in
terms of annual goals and professional development to get there.

e Once you have met your supervisor will document the meeting in NeoGov and enter any goals,
professional development activities and extra duty assignments you discussed.

el

)..{y
l



The second step for you, at the mid-cycle point, is the “interim check-in” meeting and report. During this

meeting, you and your supervisor will discuss progress related to performance factors and other professional

development activities. Changes to your goals, if needed, can also be made at this time.

GETTING STARTED - LOGIN

NEOGOV
To log into Perform, go to: https://login.neogov.com/

Usemname

|
Enter your *username and password then click Log In: (—

Al fields are required

*Your username is your work/state-issued email address; your
password is whatever you created when you initially activated your
NEOGOV account.

If a password reset is required, click the “Forgot your username or Password Reset
password?” link. After entering the required information, an email will

be sent to the email address in your profile containing a hyperlink to set

a new password. If you do not receive an email with password reset link,

please check your “junk email” folder. If it is not there, contact the

Performance Development Unit in HR at:

doa.performancedev@hr.ri.gov as your account may need to be

activated. cancel



https://login.neogov.com/
mailto:doa.performancedev@hr.ri.gov

QUICK GUIDE - Acknowledging Your Performance Appraisal

At the very start of the annual cycle, after your supervisor has entered the content discussed in your
meeting, you will receive an email notification to go into NEOGOV Perform to acknowledge the content of
your review, or in other words, you are aware of what you will be evaluated on by your supervisor at the

end of the cycle.

1. Upon logging-in, you will land on your NeoGov dashboard. Once logged-in click on “Performance” in

the side menu:

Dashboard
TRACY JOINSON
HUMAN RESOURCES ANALYST Il
(GENERAL)
DEPARTMENT OF ADMINISTRATION Bashbosrd My OnBoaraing
My Profile
# Dashboard
= Tasks @ = My Tasks View All Tasks (100+)
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2. Click into the Sign task from the “My Tasks” section of your dashboard:
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™ < Performance
Overview My Evaluations Sournal Hisb
Tracy Test Employee
My Tasks
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My Current Evaluation My Evaluations
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3. You should review the content of the evaluation before submitting your signature. Click on a (a)
Content Section on the left to display the items within that section which will display on the right. To
view the (3-level) rating scale for each performance factors, click on (b) “Go to Evaluation Details” and
scroll to the bottom of the evaluation to the “Notes & Attachments” section; you can download the
rating scale guide.

Empioyees  Library -
Acknowledgment Form

= Tracy Test Employee EVALUATION NAME :Sur-;'E)ec a
2na Test Position

Content
SECTIONS
Goals, Professional opment, Additional

Duties/Assignments Goals, Professional Development, Additional Duties/Assignments

Performance Appraisal 2023

Collapse All Sections ~

GOAL SECTION | TEXT ONLY

Performance Factors -

| ALL SECTIONS
AQa ems by ssieclng “~Goar,

New Eos

Tekz wiming coutse

GOAL SECTION | PERFORMANCE (3 LEVELS)
Performance Factors -
REQUIRED: At the end of the performance appraisal cyc)

4. To sign, click the (c) ”Sign” button:
5. Afly-out will appear:

NEQOGOQOV sa Dashboard Sign ﬁ‘m
Employees  Library ~

Comments

Acknowledgment Form I read the contents and look forward to participating

samiess sanim DUE DaTE

T Tracy Test Employee : Fri. Sep. 30,
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Pe : 2 2

Please sign your name below

Content

SECTIONS

GOAL SECTION | PERFORMANCE (5 LEVELS)
Performance Factors - Rl

Performance Factors -

Goals, Professional Development,

Additional Duties/Assignments

6. Comments may be entered. NEOGOV auto-generates an electronic signature. Select “Submit” NOTE:
Any comments entered will appear on the performance appraisal printout when saved.

Once this is done, the task is removed from the “Current” task section of the dashboard. Your next
milestone will be at the mid-point of the review period- the interim check-in.

TIP!
You can always return to your dashboard by clicking on
the NEOGOV logo in the top left corner of the screen.




QUICK GUIDE - Interim Check-in

1. You will receive an email notification that the interim check-in milestone is approaching however
the first step is for your supervisor to schedule a meeting with you to discuss your progress related
to your performance review.

2. After the meeting is held and your supervisor completes his/her two tasks related to this milestone
(1) document the meeting the two of you had, and (2) complete the interim check-in “form”, you
will then also need to complete the interim check-in “form.

3. Navigate to your NeoGov dashboard, select “Performance” from the left menu:

Dashboard
TRACY JOINSON
HUMAN RESOURCES ANALYST il
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4. Select “Interim Check-in” task from your Performance dashboard:

TJ < Performance

Overview My Evaluations My Team’s Evaluations
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1 Approve and




mmm) TIP <

Although the check-in form will ask you to comment on the status of each content area (performance
factors, goals, etc.), it will not display the specific content, so have a copy of the performance review
on hand to refer to (print or electronic). To print a copy, scroll to “My Evaluations” on your
“Performance” dashboard, select the current performance development plan and you will see a print
icon at the top of the plan. Return to your “Performance” dashboard to select the interim check-in

task once printed. *If you experience an error when attempting to print, allow pop-ups from NEOGOV in your browser
settings. Utilizing MS Edge browser is not recommended while using NEOGOV.

5. Afly-out appears; you must enter a status report into the two text boxes- first for the performance
factors and then your goals, professional development and any extra duty assignments:
6. Once complete, select “Publish” (a) e

NEOGOV 3 2023 Performance Appraisa | Close

Evaluation Check-In for Tracy 2nd Test Employee
DRAFT AUTOSAVED ON 02/09/2023 03:46:09 PM

Dashboard Employees Performa
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FillEl’S‘ Author...  ~ ‘ ‘ Date: Past... |
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Total

hide table ~
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7. Note —if you would like to view the comments your supervisor entered either before or after you
enter comments, you must leave your performance review, go to your NeoGov dashboard (click on
the NeoGov logo) and select “Performance” on the left menu and then “My Evaluations”, and then
select your current performance review:
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8. Select “Print”, and then “Print Preview:

NEOGOV Dashboard Q B8  Tracy Test Employee
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Annual 2024 Performance Appraisal
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TRACY TEST EMPLOYEE Print Preview
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9. Scroll towards the bottom of your review and you will see the “Check-in Forms” comments entered
by your supervisor for your goals and performance factors sections:

2 Dashboard ) ll) Tracy Test Employee

Empioyess  Lirary hoF + @

Tracy Test Employee

2nd Test Position

Written Communlcation/Report Writing
Settings Reports are preperly organized. In the proper format, and necessary elements are Included and are preperly analyzed. Conclusion and recommendations are valid
[ — and supparted by report content. Grammar and spelling errors are minimal. Reports are clear, concise, and easlly understeod. Forms are complete and accurate,
minimizing need for correction. Written documents submitted In a timefy manner. Forms are neat and legible.
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10. To return to your check-in task, select “Go to Evaluation Details” at the top of your review:

Empioyess  Library h 3 + O
Tracy Test Employee . a
Settings Direct Manager:
Tracy Test Employee Tracy Test Supervisor

B cenersl Information

Sheriff's Annual 2024 Performance Appratsal
B Faens Due Date: Sun. Dec 31. 2023
B Trecy Test Employee

B Trecy Test Supendsor
! General Information




QUICK GUIDE - Self-Rating

At the end of the cycle, you will receive a notification that it is time for you to complete a self-rating. After
you have done so, your supervisor will receive a notification that it is time for him/her to complete his/her
final/end-of-cycle rating.

1. Log-into NeoGov and select “Performance” from the left menu:

Vi

e <
TRACY JOINSON
HUMAN RESOURCES ANALYST Ili
(GENERAL)
DEPARTMENT OF ADMINISTRATION Dashboard My Onboarding
My Profile
# Dashboard
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2. Click on the task to complete your (Self)-Rating.

T < Performance
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el My Tasks My Current Evaluation My Evaluations
Dashboard
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3. To view the criteria for each of the three levels of the rating scale for each Performance Factor, in
the “Notes & Attachments” section, download the “Performance Factors — Ratings Defined”

document:

T

2ND TEST POSITION

SECTIONS

Tracy Test Employee

Notes & Artachments

Performance Factors - Rl

Goals, Professional
Development, Additional
Duties/Assignments

Overall Rating

El Summary

Annual 2022 Performance Appraisal

Notes & Attachments

Deputy User Guide

@ NEQGOV Perform - Deputy User Guide 2023.docx

Deputy Supervisor User Guide

@ NEQGOV Perform - Deputy Supervisor User Guide 2023.docx

Performance Factors - Ratings Defined

#)  Performance Factors - Ratings Defined.docx

4. Navigate to the side bar to begin rating. Notice the red alert symbols " indicating that the
section must be completed before moving forward with the process. It content was entered for the
goals section, these should also be rated.

5. Torate anitem, click (a) a section title and then (b) an item within a section, and a fly-out of the

Rating Card appears (see below for further information).

6. To leave the rating card and return to the evaluation detail page, select (c) “Go to evaluation

details”

7. Once you click on an item (b), a rating form and comment box will appear.

NEOGOV && Dashboard

Employees Library ~

¢ Go to Evaluation Details

Tracy Test Employee

2ND TEST FOSITION

ﬂzc-mn;

Notes & Attachments

Development, Additional

Goals, Professional
Duties/Assignments

Performance Factors - Rl

Overall Rating

\;Summary

Annual 2024 Performance Appraisal

GOAL SECTION | COMPLETION RATE [3 LEVELS)

Goals, Professional Develepment, Additional Duties/Assignments
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deputy aspires to), professional development activityles) {for example: tralning, courses, certifications, community Involvement, mentorships, etc.), for the coming year, and any additional

dutles/assignments the deputy would like to undertake.
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11. If the comment box is outlined in red, comments are required. You see a Rating Scale. To view a
description of each rating scale value, select the (a) “Show descriptions” text and a flyout appears
with detailed information. Select your self-rating. Note that entries from the interim check-in are
available to view on the right (b).

12. Select “Next” to move to the next rating item (c).

13. When you have finished self-rating all items, select “Done” (d).

? GOAL SECTION

Performance Factors -

Appearance - Grooming, Personal Hygiene and Physical Fitness

Uniform and accessories maintained and worn in compliance with Division policy. Overall personal hygiene, grooming, neatness and

appearance is adequate for job. Civilian attire is appropriate for the assignment.
Expand ~

Reviewer Entries 1enuies

Check-In Entries - Tracy 2nd Test Employee e
2 entrles Expand

* Fields are required.

/A Rating is required [Z] COMMENTS Check-In Entries - Crystal Waldeck 2 entries ~

Expand

Show descriptions >

B i U A = T =T &

[ v ) Exceeds Expectations

[ ¥ ) Meets Expectations

( v ) Below Expectations

() na

6. On the next screen, you can click “Summary” on the left side of the screen and scroll to double check
that all of your ratings and comments are what you intended. If you have missed anything, you will see
the alert symbol in red next to the respective section; click into the section to address what is missing.

7. To print the current state of the performance development plan for your upcoming meeting with your
supervisor, select the “Summary” section on the “evaluation detail” page, and then select “Print
Current State”.

8. Once all required ratings and/or comments are complete, select the “Submit Evaluation” button in the
top right corner. (Notice the alert symbols ‘,ﬁ have become green check marks indicating
everything is complete).

< Goto Evluon s e |

Tracy Test Employee Annual 2024 Performance Appraisal
280 TEST PoSITION —~
(«}
= Expand all cards ~

secTions

Notes & Attachments BOAL SECTION | COMPLETION RATE (3 LEVELS)

Goal, Professional Goals, Professional Development, Additional Duties/Assignments

Development, Additional ’ ADD ITEMS BY SELECTING "-GOAL", THEN "NEW GOAL". You may use this section to add professional gosls (for example a speciic duty assignment to work towards, or premetional rank the
Duties/Assignments deputy aspires to), professionsl development actvityfles) (for example: tralning, courses, cenfications, community Invalvement, mentorships, etc.), for the caming year, and any addmonal
dunes/assignments the deputy would like to underake.

Performance Factors - RI

Witing clace () suczessmany comeima s cass N
Oversil Rating ’
LRy Extra duty (571 nave besn doing sxtra auty et ook since ths pest Orctoter N

GOAL SECTION | PERFORMANCE (3 LEVELS)

Performance Factors -
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9. You will receive a confirmation message. Once it is submitted changes can no longer be made
without the assistance of HR. If further changes are needed, click “Cancel”. Otherwise, select
“Continue”.

You're almost done!

Success!

Traey Test fmp/ayu

Once your self-rating has been successfully submitted, your supervisor will receive an email notification
from NeoGov that you have completed the task and s/he will then complete his/her rating.




QUICK GUIDE - End of Cycle Meeting and Signing Your Final Review

After your supervisor has completed the rating step, and after the meeting has taken place, you will sign-in
to NEOGOV to 1) acknowledge the meeting, and 2) to sign your final review. For the meeting, you are
acknowledging that your supervisor discussed with you:

a. The results of the performance appraisal just completed (your level of performance).

b. Goals for the new reporting period.
Career counseling relative to such topics as advancement, specialization, or training

appropriate for the employee's position.

To acknowledge the meeting:

1. Sign-in to NEOGOV and navigate to your Performance dashboard to click on the meeting task to
acknowledge the meeting:

NEOGOV 38 Dashboard | Q Search for employees of posions ° Trocy Test Emplo_
™ Performance
Overview My Evaluations Journat Hub
Tracy Test Employee
My Tasks My Current Evaluation My Evalust

# Desntoard ;
o Sheriff al 2022 Performance Appeaisal

2. Select “Go to Task” on your performance review.
3. By selecting “Complete Task”, you are acknowledging you met with your supervisor to discuss the items

noted above; you may enter any comments.

NEOGOV && Dashboard B Tosk Detail concer | [l

Empioyees ey

Annual 2022 Performance Appraisal Tive
Due Date: Fri Sep. 30, 2022

T

Related 10

TRACY TEST EMPLOYEE Due Date

Position:

204 Test Position EVALUATION DETALS SCORES Description
Cepartment: Ciaads Diua - hccscival OVERALL RATING
DEPARTMENT OF
ADMINISTRATION Type: Perodic Meets Expectations Comments
View Org Chart )
®©
Masagec) Coment Process

¥ OOAL SECTION | PEAFORMANCE (3 LEVELS) (D

Performance Factors -

REGUIRED:. At the end of the performance aporesal Cycie. the SuDEMSOr MUt TICK On eath comperency t0 enter & rating.

VA
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09
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3. Acknowledging the meeting will be immediately followed by the new task, which is to sign your
final review; you are directed to the signature task by clicking the “Sign” button. If you are not
completing the signature task immediately after acknowledging the meeting, you will click on the
signature task from your “Performance” dashboard.

Empioyees  Library - th & B
Annual 2024 Performance Appraisal
e n. Dec. 31,2023
TRACY TEST EMPLOYEE
Position: EVALUATION DETAILS ScoRES EMPLOYEE DETAILS
2nd Test Position Current Status: Approval OVERALL RATING Position: 2nd Test Posttion
Department: Type: Periodic Meets Expectations Deparment DEPARTMENT OF ADMINISTRATION

DEPARTMENT OF ADMINISTRA' Division: Human Resources

View Org Chart @ ®

content  Process

Manager(s)
= T GOAL SECTION | GOMPLETION RATE (3 LEVELS) (D)

Goals, Professional Development, Additional Duties/Assignments

aspecth fic :n, asignn

__

Writing class Deputy Tracy would ke totaice 2 w

5 10 Improve report wr.

Extra duty Deputy Tracy Wousn Iixe 10 Start doing extra auty 3t ox

T GOAL SECTION | PERFGRMANGE (3 LeveLs) ()

Performance Factors

REGUIRED: At the end of the performance appraisal cycle. the supervisor must diick on each performance factor to enter a rating. Comments are optional,
__
Appearance - Grooming, Personal Hygi..  Uniform and sccessories maintzined nd wom in compiiz eets Ex

3. Navigate through the Sections by clicking on the section name; scroll through each section to review
the ratings and any comments entered by your supervisor.
4. Once you are finished reviewing, select the “Sign” button.

= [ | (@) Iracy lest Employee

Employess  Library -

tion Detalls

Acknowledgment Form

s LaTION Al e
T Tracy Test Employee Annual2024  Sun.Dec.3t, s
e ies on Performance Appraisal 2023 Sign

Ratings Summary <@ View Other Approvers >
Overall Rating

Meets Expectations
Overail Rating
IT  Tracy TestEmployes -
2nd Test Position Meets Expectations
. Overall Rating
o7 Tracy Test Supervisor o o

Sample Position

Collapse All Sections ~

secrions
Goals, Professional Development, Additional GOAL SECTION | COMPLETION RATE (3 LEVELS)
Duties/Assignments Goals, Professional Development, Additional Duties/Assignments

ADD ITEMS BY SELECTING “~GOAL". THEN "NEW GOAL". You may use this section to add professional gols (for example a spectic duty assignment 1 work Towards. or
Performance Factors - Rl promotional rank the deputy aspires 1o). professional development activityfies) {for example: training, courses, certifications, community Involvement, mentorships, etc). for the
coming yesr. and any additional duties/assignments the deputy would like o undertake.

Overall Rating
Writing class

CheckIn Farme Deputy Tracy mould ke to writing and lesm how to it < 17 offered by the Lew Enforcement Instiute

ALL SECTIONS -

7 Tracy Test Employes i compieted the class

T Tracy Test Supervisor




5. Afly-out appears with the signature box and an optional comment section. If you would like to draw
your own signature using your mouse, click “Draw Signature” under the signature line. If you do not
concur with your supervisor’s ratings and request further review, contact your supervisor via email.

Comments

Cencel m

= DUE DATE

for TTE Tue. Nov. 09,
2021

Please sign your name below

6. Once you have signed the review and selected, “Submit”, an “Evaluation was acknowledged!”
banner appears at the top of your screen. The review is archived in the NEOGOV system which
you may review it at any time in the future by going into the “My evaluations” section within the
“Performance” menu of your dashboard.

PLEASE NOTE: Signing the review does not indicate that you agree with the contents, rather that you
received and reviewed it. If you have any concerns about the contents, please contact the DOA Performance
Development Team.



NEOGOV OVERVIEW

Navigating the Dashboard

Upon logging into NEOGOV, you arrive at your Dashboard. The dashboard is a central location from which
all tasks can be completed.

NEOGOV 28 Dashboard Q Search for employees or positions o Tracy Test Emplo_  ~

Dashboard 5

Dashboard My Onboarding

T

Tracy Test Employee

My Profile -
cople
2 My Tasks View All Tasks (1) P o

H & Dashboard | MY MANAGER
= Tasks @ OVERALL STATUS o s Tracy Test Supervisor
Peaple
Performance 1

=| Recruiting Due This Wesk

i +5 &

[[[[ Reports

TASKS

[ PERFORMANCE . EVALUATION Due Today

s Sign Sheriff's Annual 2022 Performance Appraisal for Tr...
+ Shariffe Ammis Ammrsics

[ ANTT Darfmrmranca

1. Dashboard Icon — clicking here will return you to the dashboard from whichever screen you are on
2. Dashboard Menu: You may or may not see the following options depending on which NEOGOV
modules you have access to:
a. Dashboard — returns you to your dashboard
b. Tasks — will bring you to a page with a filterable list of all your tasks
c. People — a page that displays an org. chart of your reporting structure
d. Performance — a page with helpful links related to your (past and current) performance
review
e. Recruiting — this menu item will only appear if you have “Hiring Manager” or higher access
in NEOGOV
f. Reports — various reports display depending on your access level in NEOGOV
3. “My Tasks”: Contains all tasks requiring your action
a. Color-coded boxes located within this section can be used to filter the various task types
4. “People” —indicates your supervisor and anybody who reports directly to you
5. Your Name: Access your NEOGOV profile, update your password, and sign out

A
[ Y-
@



My Tasks Menu

Any tasks that require your action appear in “My Tasks”; on this page, the tasks are not limited to
performance development, but depending on your role, such as if you are a designated “Hiring Manger” in
NEOGOV, all tasks will be listed on this page. You can filter by “Product” to narrow the results, or you can
use the “Performance” (left) menu instead to access performance development specific tasks.
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People Menu

This page will display all your direct reports- if you have any and your supervisor’s name. You can click the
name of the employee to be redirected to his/her Talent Profile page. Additionally, if the employee has any
overdue tasks, you can click into the light red highlighted “Overdue Tasks” in his/her talent box and the list
of overdue tasks will display. If there is a discrepancy in your reporting structure, please contact the
Performance Development Unit in HR at DOA.performancedev@hr.ri.gov

NEOGOV .= Dashboard Q Search for employees or positions Give Feedback ° TRACY JOINSON ~

T . People

My Team My Pre-hires My Team's Tasks Org Chart Employee List
TRACY JOINSON

IMAN RESOURCES ANALYST lll (GENER
DEPARTMENT OF ADMINISTRATION

My Profile My Team
# Dashboard oo - P
Sort — Filters
@ a8 I - ~ I I 3 ~ |<Q Search by Name or Position Title )I
111 Overdue Tasks
¥ Performance
[El Recruiting
dil Reperts Tracy 2nd Test Employee NEOGOV Admin
2nd Test Position CHIEF IMPLEMENTATION AIDE
© Settings
Actions ~ Actions


mailto:DOA.performancedev@hr.ri.gov?subject=NEOGOV%20Perform%20-%20Direct%20Report%20Discrepancy

Performance Menu

By selecting the “Performance” menu on the left, you will be brought to all activities related to your

performance review.

1. Any current tasks that require your action appear in “My Tasks”. To complete a task, select the task

link to be re-directed to the task.

2. “My Current Evaluation” — a link to your full evaluation with a status bar that displays where it is in

the annual process
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Switching to the “My Evaluations” tab while in the “Performance” menu will also provide a link to your
detailed current performance review. Note that there is a drop-down menu that allows you to view any
past performance evaluations you have done in NEOGOV. Once you complete this current cycle, this
performance evaluation will be viewable when you select “completed” in the drop-down menu.
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