NEOGOV

PERFORM:
SUPERVISOR | sypmtmn e
USER GUIDE







Table of Contents

GETTING STARTED ....ciiiiieuueiiiiiiininnnnesssiiniinmrssssssssisssmmesssssssssssssmmesssssssssssssnesssssssssssssssessssssssssssssssssnnes 1
o =1 o D P PP PP PSP UPPPPPPPPUPPPPPPPPPPN 1
NEOGOV OVERVIEW ....cuuiiuiiiiiiniiieiiieiieeiiniiaiieniiesiiociassssssssisssiasersssssssssssssssssssssssnssonssasssnsssnssanssasssnnes 3
Navigating to the Dashboard ... e e e e e re e e e anes 3
Y - T 3SR 5
(00T 00 o] L=Nd T o = I T & PRSP 6
YA eV | [ d o T L PP 6
YAV D[ <Tol 0= o To ] o £-J OO OO OO PP UPUPTPUPTPN 7
Active Evaluations and OVErdue TasKS .....cceeceeeriieiiieiiieeriee et esite e seessiee e s esseeessbe s saeeesaeeas 7
ANNUAL GOAL SETTING ....ciiiiiiiuiiieiieeiineiietinsiessiessiosssascssssenssssssaserassssssssssssssasessssssssssssasssnsssnsssnssanssas 9
Creating and Activating EVAlUGtioNS ........eiiiieiiiie ettt st e e s ebeee e e 9
Initial Goal SEttING MEETING ..ceiieiiiee et tee e e s e e e e s aae e e s s abeeeesanees 11
Entering Goals into the Employee’s EValuation...........cooocciiiiieiiiii e 13
COMPLETING INTERIM CHECK-IN.....cciuiiiiiiiiiiiiiiiiieiiniinniiaiiessiessiaciaesnssssssssssssesassssssssssssssnsssnsssns 19
ANNUAL EVALUATION AND FUTURE GOAL SETTING......cccceoeeiriiimemmnnsisssiniimemssssssssssimsenssssssssssssessnssssss 21
Annual Evaluation and Future Goal Setting Meeting ..........ceevciieeieiiiiee e 23
Approving and Signing and EVAlUALioN .......eeiiiiiiiiiiiie ettt 24

EDITING AN EVALUATION.....ccuuiiiiiiiiiiieiiiiiiniiieeeiinsssssnssasessssssesssssassssssssesssssssssssissssssssasssssssssenes 27






GETTING STARTED

This guide details how to navigate the system as a supervisor. Participants will learn how to rate
evaluations, complete various tasks, and gain 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 assigned tasks.

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

admn@neogov.net

Enter your username and password then click Sign In: JRS—

Forgot username?
Forgot your password?

Password Reset

If a password reset is required, click the “Forgot your 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.

Cancel Reset Password

Forgot Username

If the username is forgotten, click the “Forgot username?” link. After
entering the required information, a confirmation email will be sent to
the email address in your profile with the username.

Employees with access to other NEOGOV products, such as Onboard, may "

also use the App Menu to toggle over to Perform as the username / Ges v PRI perfom pias M|
password combination is consistent across products.

# 1y

] Onboard
Job Posti i v

I SalaryStudy






NEOGOV OVERVIEW
Navigating to the Dashboard

Upon logging into Perform, you arrive at your Dashboard. The Dashboard is a central location from
which all tasks can be completed in the system. You can always navigate to your dashboard by clicking
on NEOGOV in the top left corner of your screen.

n 1
NEOGOV [P Perform ~ B B & @) momemose ~ 5
Employees Performance Evaluations Library Reporis Help v +7 Feedback % —+ @
My Tasks viewall > Q
L T T r .
Total Rating Approve And Sign Sign Approve Other Overdue

hide table ~

Q
FerEmpioyes - femee -

E®  interim Checien Mickey Mouse TEST 10/09/2019

My Evaluations view all of my evaluations > G

2018 Annual Performance Devel...
Due: Sun, Nev 11, 2018
Status: Draft

My Direct Reports °

Mickey Mouse o
Temporary Position

1-1of1items

1. Dashboard Menu: You see the following tabs:

a) The Employees List

b) The Performance Evaluation List

c) The Library (which houses the Success Factor List)

d) Reports

e) Help
2. My Tasks: Contains all tasks currently requiring your action

a) 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)
My Direct Reports: All of your Direct Reports
5. My Profile: Access your Talent profile, update your password, and sign out of Perform
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NEOGOV P Perform

Empiyees  Perfmance Evaliatons +  Lbrary  Pepon: Help g o+ (T

Active Evaluations & Overdue Tasks o

Active Evaluations Overdue Tasks
® Approvai @ rating
@ Mot Sared

® ot

1

Evahatons et

@ g Faman fEsourtes [l
B meornng e 0 2 Haman Hesources Mol Started DT
ﬂ, Jesa PR Huma

‘,3 M Eing Human Resauree: ot Started

9 LIy Aloens Annual Evakiation Frogram wrenkesowees 0 PP mun "

6. Active Evaluations and Overdue Tasks: Graphs that display all active and overdue evaluations
and evaluation tasks for both your direct reports and yourself.

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



My Tasks

Any current tasks that require your action appear in My Tasks. You can filter on each status by selecting
a task type and the list below filters appropriately.

1. View All: Select this to view tasks that are Current, Completed, Canceled, Pending, and Skipped
2. To complete a task, select the name to be re-directed to the task. The task types are Total,

Rating, Approve and Sign, Sign, Approve, Other, and Overdue.

TIP!
To filter the list of tasks, click on any of the color-
coded boxes. For example, if Sign is selected, all
signature related tasks display in the list

The following legend can be used to identify actions that can be taken from the Dashboard:

Rate an evaluation

[

Approve and sign

Sign

Approve an evaluation

Other or Manual task

'F:_,-"' Recurring Manual task
ii.} Recurring Check-In

Rating, Acknowledgement, and Approval tasks must be actioned and submitted in the system before the
task status is automatically updated to Completed. Other types of tasks (for example, tasks created by

users or HR) must be manually marked as Completed.



Completing Tasks
My Tasks is located on your Dashboard. Here, you see any current or overdue tasks that require your
action.

NEOGOV  BE Perform B Task Detall Cancsl m

Employees Performance Evaluations ~ Liteary Repors: Holp +

Tithe
My Tasks wiowall » Ploas

5 5 0

Total Rating Appeove And Sign

fo
o

Appiove Due Date

hide table -~ Update status from Current to

1. Click into the corresponding Task Name from the list
2. Afly-out appears with the task details

a) The status defaults to completed

b) Enter any comments as necessary
3. When you have completed the task, select Save

Rating, Acknowledgement and Approval tasks must be actioned and submitted in the system before the
task status is automatically updated to Completed. Other types of tasks, for example tasks created by
users or HR, must be manually marked as Completed.

The completed task filters out of your dashboard task list. To view the completed task, select the view
all button. NOTE: Acknowledgment tasks re-trigger any time there are changes made to the evaluation.

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.

My Evaluations{ view all of my evaluations »

Annual Performance Evaluation 2017 Performance Evaluation
Due: Thu, Mar 1. 2018 Due: Thu, Mar 09, 2017
Siaws: Not Started Sratus: Completed

To view all historical evaluation, select view all of my evaluations. To view the evaluation detail page of
a specific evaluation, select the title of the evaluation.



My Direct Reports

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

My Direct Reports

5
% Ziggy Alberts Lo & Jill Phung Lo a‘ Jason Phung
¥, HumanResources Assistam B 0 Human Resources Assistant & Q B Human Resources Manager

i [
LS

Click on the name of your direct report to be redirected to their Talent Profile page. Additionally, you
can click into their overdue tasks (red icon), and a fly-out appears for the respective item.

Active Evaluations and Overdue Tasks
The next section is the Active Evaluations and Overdue Tasks.

Active Evaluations & Overdue Tasks

Active Evaluations Overdue Tasks

® 2pproval Rating

@ NotSaned St PaL e
@ onn
7 1
1 A A

The Active Evaluation Graph is divided by four statuses: Approval, Rating, Not Started, 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.

Select the graph for a fly-out containing the list of all overdue tasks.

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






ANNUAL GOAL SETTING

At the beginning of the evaluation year, you will log into NEOGOV and activate your employees’
evaluation(s).

Creating and Activating Evaluations
1. Login in to NEOGOV Perform and navigate to your Dashboard. From My Direct Reports, search for
the specific employee and select their name.

My Evaluations

Loaks Fue you den't have any svahaticns

2. You are then taken to the employee’s Talent Profile. To create an evaluation, navigate to their
Evaluation section. Under the Evaluations section, select + Add Evaluation.

NEOGOV [FE Perform - = = @M—.nmemse w

Employees Performance Evaluations ~ Library ~ Reports Help v

+ O

Mickey Mouse ®

Temporary Position | DEPARTMENT OF ADMINISTRATION

Employee Details Evaluations Tasks Development Plans Documents

[£5] Employee Details

Employee Information Hierarchy
POSITION TITLE DEPARTMENT DIVISION é
Temporary Position DEPARTMENT OF You

Temporary Position

ADMINISTRATION

CLASS SPEC ACTIVE ONLINE ACCESS Mickey Mouse
Yes Activated Temporary Position
View Company
EMPLOYEE NUMBER START DATE
12345 09/15/2016

EMAIL PHONE NUMBER ADDRESS
NewHirel@hrrigov -

Evaluations

Preview Timeline + Add Evaluation




The Evaluation Creator page appears.

dew Evaluation x

% C | & Secure | httpsy//performance.neogov.com/evaluation/create/ee6238960e37d63829273c99dchbcfel o

EOGOV PE Perform ~

nployees Performance Evaluations Library Reports Help ~ % —+

General Settings

# Fields are required.

e Name * | 20718 Annual Evaluation
Evaluation Options Next Scheduled
@ Custom

Employee Mickey Mouse

Evaluation Type @ Periodic °
Probation
° Due Date # | 12/312018

Program * | TEST - Annual Performance Development - TEST ~

Preview ° @ Generate Preview

a) Enter [Evaluation Year] Annual Evaluation as the Name for the evaluation
b) Create a Custom evaluation

c) Evaluation Type is pre-filled to Periodic

d) Enter in the Due Date (December 31 of the evaluation year)

e) Select which Program to create the evaluation from

f) To see a preview of the evaluation select Generate Preview

3. Once all options have been configured, scroll to the bottom and select Create. Once created, you

are re-directed to the Evaluation Detail Page.

The evaluation is now activated and the first step in the process begins.

TIP!
You can always return to your Dashboard by clicking
on NEOGOV in the top left corner of the screen.
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Initial Goal Setting Meeting

Once you have activated your employees’ evaluation(s), you will need to schedule an initial goal setting
meeting with each employee. This meeting allows the supervisor and employee to set expectations for the
annual performance development evaluation. The supervisor and employee should meet to decide on 2-
4 goals and success factors to focus on throughout the evaluation year, as well as any professional
development opportunities that could help the employee achieve his/her peak performance. The goals
should be SMART: Specific, Measurable, Achievable, Relevant, and Time-based. For example: The first
Friday of every month, solicit updates and new material from managers for the web page; publish this new
material no later than the following Friday.

After you have met with your direct report and finalized his/her goals for the upcoming review year, you
will need to log into Perform to acknowledge the meeting and add the agreed upon goals/performance
development/success factors to the employee’s annual evaluation.

1. To do this, navigate to your Dashboard and view your Tasks (you may do so my clicking on NEOGOV
in the top right corner of the screen).

2. To mark a manual task as completed, click into the Task name from the My Tasks section of the
Dashboard:

Im PE Perform [l N 1 g Minnie Mouse v

Employees Performance Evaluations Library Reports Help v %l -+ @
My Tasks viewall >
——
1 0 0 0 0 1 0

Total Rating Approve And Sign Sign Approve Other Overdue

hide table ~

Q
FerEmpyes . SR .

£ Meetwith empl oyee regarding goals, professional development, and success factors. Mickey Mouse TEST 06/26/2018

1-1of 1items

11



3. Click on Meet with employee regarding goals, professional development, and success factors from

the list. A fly-out will appear. Add any comments, as needed. Ensure the status reflects Completed
from the dropdown:

NEOGOV PE  Perform Q s .
Task Detail Cancel
Employees Performance Evaluations ~ Library ~ Reports ~ Help ~
Title
Meet with employee regarding goals, professional development, and

success factors.

My Tasks viewall >

Related to
TEST
1 O O O Due Date
Total Rating Approve And Sign Sign 06/26/2018
hide table ~ Update status from Current to

Completed ~
Task For Employee
Comments

[ Meetwith employee regarding goals, professional development, and success factors. Mickey Mouse

My Evaluations

4. Click Save.

The task status is immediately updated to Completed, and the task is removed from the Current task
section of the Dashboard. You may now add your direct report’s finalized goals to his/her Annual
Performance Evaluation.

12



Entering Goals into the Employee’s Evaluation

1. Navigate to your Dashboard (click on NEOGOV in the upper left corner of the screen). Here, click on
the task to Add Goals, Professional Development Goals, and Success Factors for The Current
Evaluation Period and you are re-directed to the employee’s Goals Section of the rating form.

Employees Performance Evaluations -~

MICKEY MOUSE

TEMPORARY POSITION

Employee

Org Chart

Manager

1

Library ~ Reports Help ~

TEST

Mickey Mouse

Add ltems

~
GOAL SECTION | COMPLETION RATE (3 LEVELS) L

Goals

+ O

DUE DATE

Tue, Dec 31, 2019

go to evaluation detail >

Complete Task

+ Add ltems

Please enter 2-4 major assignment-related goals for the next year. Remember that goals should be SMART:
Specific, Measurable, Achievable, Relevant, and Timely. For example: "Write and conduct all employee
performance development reviews, and ensure they are in place by January 31, 2019"

ltems Description

2. Select + Add Items to add goals to the evaluation.
3. Select New Goal from the dropdown menu to create a new goal

MICKEY MOUSE

TEMPORARY POSITION

Employee

Org Chart

Manager

1

EVAIUGUOIT FTOYTan Naime —— 1E31 = ANnuan Fenonmnance

Development - TEST

Content

—
GOAL SECTION | COMPLETION RATE (3 LEVELS) L‘)

Goals

Progress Actions

No items to display

-+ Add ltems

From Goal Library

Please enter 2-4 major assignment-related goals for the next year. Remember that geals should be
SMART: Specific, Measurable, Achievable, Relevant, and Timely. For example: "Purge all files that arg.  From Position

3 years eld and move to storage by 5/31/19"

ltems Description

From Class Specification

Progress From Development Plan I
From Last Scheduled Evaluation

No items to display

13



4. When you choose to add a New Goal, a fly-out appears to enter the Goal Details:

(":’i Add Goal Cancel m

# Fields are requj
Goal Name #

| Respond to 90% of customer inquiries within 2 days of receipt]

Goal Due Date Category #
select date (MM/DD/Y | Employee Goa ~

Description

a) Enterin the Goal Name

b) Select Employee Goal for the category
c) Enterin a Description

d) Once completed, select Save

Repeat this process until all goals have been entered.

5. Once all goals have been added, select Complete Task.

NEOGOV [E Perform v £ i B @) MoeMose -
Employees Performance Evaluations Library ~ Reports ~ Help ~ + Feedback ] —+ @
TEST DUE DATE
go to evaluation detail >
Mickey Mouse Mon, Dec 31, 2018

MICKEY MOUSE Add ltems

TEMPORARY POSITION

‘ Complete Task ’

o~
GOAL SECTION | COMPLETION RATE (3 LEVELS) 'L')

-+ Add ltems
Employee Goals
Please enter 2-4 major assignment-related goals for the next year. Remember that goals should be SMART:
Org Chart Specific, Measurable, Achievable, Relevant, and Timely. For example: "Purge all files that are over 3 years old

and move to storage by 5/3119"

Items Description Progress Actions
Manager

1 i TEST 0% ——

[

14



6. Afly-out appears to enter any comments and set the task

NEOGOV PE Perform ~

Employees Performance Evaluations ~ Library ~ Reports Help ~
TEST
Mickey Mouse
MICKEY MOUSE Add ltems

TEMPORARY POSITION

GOAL SECTION | COMPLETION RATE (3 LEVELS) @

Employee Goals
Please enter 2-4 major assignment-related goals for the next ye
Org Chart Specific, Measurable, Achievable, Relevant, and Timely. For exa
performance development reviews, and ensure they are in plac
Items Description
Manager

TEST

You will be brought to the employee’s main evaluation screen
Professional Development goals and Success Factors.

status to Completed. Click Save.

Task Detail

Cancel

Title

Add Goals, Professional Development Goals, and Success Factors
For The Current Evaluation Period

Related to
TEST

Due Date
07/06/2018

Update status from Current to

Completed

Comments

. Next, you will need to enter the

1. Select Pause Evaluation. This will put the evaluation in Draft status. When prompted, select

Continue.

NEOGOV 13 Perform ~

Employees Performance Evaluations ~ Library ~ Reports Help ~

TEST

Mickey Mouse

@ print preview

D copy print blank
evaluation form

MICKEY MOUSE

TEMPORARY POSITION

General Information

Employee DUE DATE

Tue. Dec. 31,2019
Org Chart

Pause Evaluation

EN B O Minnie Mouse

+ O

pause
evaluation

STATUS

Not Started

‘You are about to place this evaluation into Draft status, and

Process will be paused

15



You can now add 2-3 success factors to the employee’s evaluation. Replacing the core competencies
from Year 1, “success factors” are knowledge, skills, and abilities that allow for success while working for
the State of Rhode Island. Recognizing that not all positions require the same competencies, you and
your employee will be selecting which success factors to focus on for the evaluation period.

SUCCESS FACTOR SECTION | EXPECTATIONS (3 LEVELS) @
-+ Add ltems

Success Factors

From Success Factor Library
Please choose 2-3 success factors (in addition to Ethics/Honesty/Integrity) from the Success Factor Libra

that best represent success in this position. From Paosition

From Class Specification
Description
From Development Plan
Ethics/Honesty/Integri... * Adheres to the highest standards of ethical conduct. * Avoids miscon| New Success Factor

2. Select + Add Items to add goals to the evaluation.
3. Select From Success Factor Library to choose success factors. A flyout will appear:

NEOGOV PE Perform Add ltems Cancel Save

Employees Performance Evaluations

Success Factor library + Success Factor
El=" =
Communication Skills Success Factors " Is clear and credible in oral presentations to diverse audiences ° Liste..
MICKEY MOUSE
Customer Service Success Factors * Anticipates and meets the needs of internal and external customers =
TEMPORARY POSITION
Leadership Skills Success Factors " Leads and inspires coworkers to accomplish goals * Fosters an inclusi.
Supervision Success Factors * Clearly and comfortably delegates both routine and exceptional tasks...
Employee
Org Chart Teamwork and Cooperation Success Factors * Works well with others and encourages collaboration * Can represent...
n | Technical/Subject Manter K._.. Success Factors " Possession of a designated level of technical skill or knowledge ina s...
Manager
1- 6 of 6 items
-

4. Select the 2-3 Success Factors you agreed on with the employee during the initial goal setting
meeting. NOTE: All employees will have “Ethics/Integrity/Honesty” pre-filled in their Success Factor
content section. This competency is required of all state employees.

5. Select Save when complete.

16



Next, you will add professional development goals to the employee’s evaluation. Professional
development is where you capture skill areas that the employee wants or needs to improve and plans to
achieve certain objectives. For example, completing a training program, attending specific classes,
receiving a promotion, improving presentation skills — these could all be captured under the professional

development section.

NARRATIVE SECTION | TEXT ONLY ()

Professional Development

Please list professional development goals and opportunities for growth. For example: training, courses, mentorships, etc.

6. Select + Add Items to add goals to the evaluation.

No Items to display

Mew Narrative

7. Select New Narrative to add professional development goals.

A fly-out will appear:

NEOGOV [PE Perf Qs .
Add Narrative e B3
# Fields are required. c

Employees Performance Evaluations

MICKEY MOUSE

TEMPORARY POSITION

Employee

Org Chart

Library ~ Reports Help ~

TEST

NARRATIVE SECTION | TEXT ONLY @

Professional Development

Please list professional development goals and opportunities fo

mentorships, etc.

Title =

| Training

Description

Attend the Customer Service Academy offered through the Office of

ltems Description b Learning and Development by 6/30/2019.
No

a) EnteraTitle
b) Enter a Description
c) When complete, select Save

-+ Add Items

After you have entered all goals, success factors, and professional development,

you will need to make sure you re-start the evaluation. To do so, select start

evaluation from the top of the evaluation page:

17



NEOGOV [P Perform ~ " B & QM-.,...MD..SE -

+ O

Employees Performance Evaluations ~ Library ~ Reports -~ Help ~

TEST
Mickey Mouse
i e copy rint blank start
EE] print preview |—D evaluation EE] ?gr"ﬂ

MICKEY MOUSE

TEMPORARY POSITION

General Information

8. Select Continue when prompted. This will reactivate the evaluation. Once completed, the evaluation
will be sent to the employee’s queue for acknowledgement and signature.

18



COMPLETING AN INTERIM CHECK-IN FOR YOUR DIRECT REPORTS

About halfway through the evaluation period, you will contact your direct report to schedule a check-in
meeting to discuss the progress made toward the employee’s goals, success factors, and professional
development. Once you have met to discuss the status of their goals, success factors, and professional
development plan, you will need to acknowledge the meeting in NEOGOV.

1. To mark the meeting as completed, select Meet with employee to discuss interim check-in from
the My Tasks section of the Dashboard:

o7 1 _

NEOGOV [E Perform ~ £ B B () mnnemowe
Employees Performance Evaluations Library Reports Help ~ E| + @

My Tasks viewall »

—— / 1

Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
Q
orEmeieyes . S .
[X _Meet with employee 1o discuss interim check-in Mickey Mouse TEST 12/03/2018
__P™eet with employee to discuss interim check-in |
1-10of 1items

2. Afly-out will appear. Add any comments as needed and ensure the status reflects Completed from
the dropdown:

NEOGOV PE Perform -~ 9 g Task Detail Cancel

Employees Performance Evaluations ~ Library ~ Reports Help ~

Title
Meet with employee 1o discuss interim check-in

My Tasks viewall > Related 10

TEST

1 O O O Due Date

12/03/2018

Total Rating Approve And Sign Sign

Update status from Current to

hide table ~
Completed ~
Task For Employee Comments

[ Meet with smployee 1o discuss interim check-in Mickey Mouse

mA .

3. Click Save.

19



After this meeting, you and the employee must complete the Interim Check-In Review in PE.

4. To do so, navigate to your dashboard via NEOGOV in the upper left-hand corner and select the
Interim Check-In task from My Tasks.

NEOGOV 8  rorform : Cancel
= Evaluation Check-In for Mickey Mouse

Enployirs  Pasformancs Evaluations

e . °
—_—
urrent Year's Goals «
[

uuuuu

My Evaluations

Professional Development «

My Direct Reports
a) Select Interim Check-In from My Tasks
b) A fly-out appears with the Check-In questions.
5. Once you have completed all questions, select Save in the upper right corner.

Since this is a recurring task, it stays on the dashboard. You can use this task multiple times throughout
the evaluation period if you determine more than on check-in is needed for the employee. Once final

rating has begun, the check-in task disappears.

20



ANNUAL EVALUATION AND FUTURE GOAL SETTING

At the end of the evaluation year, the final evaluation process begins. The first step is the employee self-
rating his/her own evaluation. Once this step is completed, you will receive notification from NEOGOV
that the evaluation is ready for rating.

1. Navigate to your Perform Dashboard and click on the Rating task for the evaluation.

My Tasks viewall »

— T T r [

1 1 0] 0 0 0 0

Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
Q
hd Rating For Mickey Mouse's 2018 Annual Evaluation Mickey Mouse 2018 Annual Evaluation A 08252018
E® Interim Check-In Mickey Mouse 2018 Annual Evaluation 07/10/2019

2. The link redirects to the Rating Form.

NEOGOV [E Perform ~ E B & Om—mmemse w

Employees Performance Evaluations Library ~ Reporis ~ Help ~

+ 0

¢ back to evaluation detail page 0 Submit Evaluation
Mickey Mouse «
L e TEST

SECRIGNS Q GOAL SECTION | COMPLETION RATE (3 LEVELS)

Goals A Goals

Please enter 2-4 major assignment-related goals for the next year. Remember that goals should be SMART: Specific, Measurable,
Achievable, Relevant, and Timely. For example: "Write and conduct all employee performance development reviews, and ensure they are
in place by January 31, 2019."

Professional Development A

Success Factors

A
Achievements and A TEST
Opportunities for Growth [=ho comment

Summary

a) To view and rate different items, click the various sections

b) To rate anitem, click an item name, e.g. Goals, within a section, and a fly-out of the Rating
Card appears (see below for further information)

c) To leave the rating card and return back to the evaluation detail page, select back to
evaluation detail page

21



3. Upon selecting the item name to be rated, the rating card fly-out appears.

? GOAL SECTION

Goals

») [E] | Search Feedback Entries

TEST

Check-In Entries - Mickey Mouse 2envies

BATRICECATE JErEmEs [FJCOMMENTS Check-In Entries - Minnie Mouse 6 enries v
\ .
: :

Showdescripions > B I M = 1= e - Reviewer Entries 2 entries ~
|/J\| Incomplete
NS All Reviews ~
N -
|\J/| Partially Completed ‘ Mickey Mouse Completed
- Self rater
|//\| Completed Comments not available
Ny
s :\ , S
|\- /I N/A 1 Minnie Mouse Partially Completed
— Rater - me

From: TEST
Eualiiatinn diia Aata: NEAR/ING

a) 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
b) Type any text into the Comments box, as needed. Edit text using the rich text editor
provided
i If a comment is required the box is highlighted in red
ii.  While rating, the system auto saves all progress made
iii. If needed, you may exit out of the rating card and resume rating at a later time
c) The Feedback Entries appear on the right side of the rating card. If available, you see Check-
In Entries, and Reviewer Entries (direct report’s self-rating).
i Employee’s self-rating scores appear in the Reviewer Entries section
ii. Previous check-in comments appear.
d) To move to the next rating item, click Next in the top right corner.

4. To print the current state of the evaluation for your upcoming meeting with your direct report,
select Print Current State.

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

6. 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.

&

Minwie Meuse oI 5 NN A N i B

== €=
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Once the evaluation has been successfully submitted, your direct report is notified. At this point, you will
reach out to your direct report to schedule a review meeting.

Annual Evaluation and Future Goal Setting Meeting

This meeting allows the supervisor and employee to discuss any discrepancies between their final ratings,
as well as identify and agree on the goals, success factors, professional development, and opportunities for
growth for the next evaluation period.

1. After you have met with your direct report, you will need to log into Perform to acknowledge the
meeting.

2. To do this, navigate to your Dashboard and view your Tasks.

3. Click on Meet with Employee to Discuss Final Ratings from the list. A fly-out will appear. Add any
comments, as needed.

4. Ensure the status reflects Completed from the dropdown:

o

e Tramngs  Deporty

5. Click Save.
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Approving and Signing an Evaluation

1. Navigate to your Dashboard. Here, you see the task to Sign the completed evaluation.

2. Click the Sign task from the task list on your Dashboard.

NEOGOV [E perform B @) winicmose ~
Employees Performance Evaluations ~ Library ~ Reports ~ Help ~ % + @
My Tasks view all >
—— 1
Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
Q

= For Employee = Related To = Due Date

Approve and Sign TEST for Mickey Mouse Mickesy Mouse TEST 12/21/2019

1-1of1items

3. The approval page displays.

Ratings

Mickey Mouse EVALUATION NAME DUE DATE A
Tempeorary Position TEST Tue. Dec. 31, 2019 ®

approve & sign deny

Rating Summary G

Mickey Mouse
Temperary Position

Minnie Mouse a
Temporary Position

SECTIONS a Collapse all sections
GOAL SECTION | COMPLETION RATE (3 LEVELS})
Goals

a) Rating Summary: Displays all raters
b) Navigate through the various Sections by clicking on the name

i.  Scroll through each section to review the ratings and any comments provided
c) Once you have reviewed the evaluation, select sign or deny
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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-triggered

4. Once you select the sign button, a fly-out appears.

Approve & Sign concer | [N

Please sign your name below

5. Enter in any comments, sign and submit. Once approved, a green success banner appears and you
are re-directed to the evaluation page. The evaluation has been successfully signed.

Once you have successfully submitted the current year’s final evaluation, you may now go in and
activate the next year’s evaluation and enter the goals, professional development, and success factors
discussed in the year-end meeting to begin the new evaluation process.
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EDITING AN EVALUATION

Occasionally, and employee’s goals, success factors, and/or professional development will need to be
changed during the evaluation period (i.e. employee transfers into your unit, new assignment,
reorganization, etc.). In this case, you will need to edit the evaluation to reflect the employee’s new

responsibilities.

1. To do so, navigate to your Perform Dashboard and click on the employee’s name under My Direct
Reports.

My Direct Reports

Mickey Mouse S
Tempaorary Position E|

2. Click on the current evaluation under Evaluations.

Mickey Mouse
Temporary Position | DEPARTMENT OF ADMINISTRATION

Employee Details Ewvaluations Tasks Development Plans

Employee Information

POSITION TITLE DCEPARTMENT DIVISIOMN £
Temporary Position DEPARTMENT OF

ADMINISTRATION
CLASS SPEC ACTIVE OMLINE ACCESS

Yes Activated
EMPLOYEE NUMEBER START DATE
12345 09/M16/2016
EmMAIL PHOMNE NUMEBER ADDRESS
NewHlrel@hrri.gow - -

O]

Ewvaluations

TEST 2018 Annual Evaluation

Duse: Mon. Dec 31, 2018 Type: Periedic
Completed: - Archived: No

Status: Not Started

Actions: [
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3. Inorder to put the evaluation into Draft status, you will need to click pause evaluation.

NEOGOV PE Perform ~

Employees  Performance Evaluations Library Reports Help v

TEST 2018 Annual Evaluation
Mickey Mouse

int preview copy rint blank
@ print preview @ evaluation -Fom -
MICKEY MOUSE
TEMPORARY POSITION

General Information

Employee DUE DATE
Mon. Dec. 31, 2018
Org Chart
Evaluation Name  TEST 2018 Annual Evaluation
Manager Type Periodic

Archived No

1

Content

4. Click Continue on the pop-up screen.

Pause Evaluation

5 + O
@pak\se
evaluation
STATUS
Not Started
Employee  Mickey Mouse
Position = Temporary Position
Department DEPARTMENT OF
ADMINISTRATION
©

YYou are about to place this evaluation into Draft status, and

Process will be paused.

B ..

5. To add Goals, you can follow the steps listed above. To edit existing goals, click on the pencil icon to

the right of the goal, edit the content, and click Save.
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MICKEY MOUSE

Content
TEMPORARY POSITION

GOAL STCTION | COMPLETION RATE i3 LTVELS) (0
Emplcyes
Goals

Manager Progress

)

6. To add Success Factors, follow the steps listed above. To remove, click on the X to the right of the
success factor. NOTE: Ethics/Honesty/Integrity is required for all employees. You may not remove
that success factor from any employee’s evaluation.

SUCCESS FACTOR SFCTION | PXPFCTATIONS (3 LEVELS) ,r.?_
Success Factors

P jesHaones ) from the ary

Actions:

FthicsHonesty/Integri = Arfheres to the highest standards of ethicsl conduct * Avoids misconduct snd the ap *
Communication Skilts ® Is clear and credible in oral presentations 1o diverse audiences ® Listens effectivelf
Loadership Skills = Lisads and inspires coworkers to accomplish goals * Fosters an inchishee workplace

**When complete, make sure to take the evaluation out of Draft status by
clicking start evaluation.**

TEST 2018 Annual Evaluation
Mickey Mouse

i iew copy print blank @ start
@ print preview D evaluation @ form evaluation

MICKEY MOUSE

TEMPORARY POSITION

General Information

Employee DUE DATE STATUS

Mon. Dec. 31, 2018 Draft
Org Chart

7. Click Continue on the pop-up screen.
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Activate Evaluation

“You are about to resume the process of this evaluation. It

will no longer be in Draft status

‘ Cancel ‘ Continue
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