NEOGOV-PE Evaluator and Department Head Instructions
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NEOGOV-PE Evaluator and Department Head Instructions

Activation
1.

You will receive an email with instructions to log into NEGOV to set a new password which must be completed within 24 hours of receipt. If you do not set up
a password within 24 hours or you forget your username or password, please contact the HR department for a reset. (Erin Freeman 993-1751)

,é Set New Password - Internet Explorer
——
A/

[
I_.J https://login.neogov.com/setpassword?GUID =ZGQwYmF pj@l +4 M Inbox - demanager531@gmail.c... | 1 Inbox (1) - jamesdha48@gmall.... | 1 Activate Your Neogov User Acc... | \i SetNew Password » |_I {l‘b vf‘? {g}
File Edit View Favorites Tools Help x & -
{._5 @ Learner-My Courses Login Fair Labor Standards Act —... . APEEP elibrary 1) Dallas County, IOWA Home a Dallas County Intranet Home (L Sign In m Suggested Sites ~ a Web Slice Gallery ~
X Find: Ivell Previous Next |,7 Options - |
NEOGOV

Set New Password

All fields are required

New Password

Repeat New Password

Set Password



NEOGOV-PE Evaluator and Department Head Instructions

Logging in

1. Go to https://login.neogov.com/ using either chrome or internet explorer.

|_/|I| Sign In b \\1

& (1 | & Secure | https://login.neogov.com

NEOGOV

Username

First.Last@dallascountyiowa.gov

Password

All fields are required

NEOGOV Acquires LMS Provider

Login using Azure NEOGOV has purchased FirstNet Learning, a leading learning
management system provider with a catalog of 300+ courses ready

Forgot username?
for use.

Forgot your password?

« Assign courses & track progress
« Improve employee performance & safety
« Reduce risk & liability claims

C ..

Copyright @ 2000 - 2018 NEOGOV All nghts reserved



NEOGOV-PE Evaluator and Department Head Instructions

Dashboard View

If you have access to both modules of NEOGOV you will need to hover over the “OHC” (Online Hiring Center) module then click on “PE” (Perform).

1.
2. Onceinto the PE module, you will be au atically directed to your dashboard view.
(23 My Dashboard X N [al=lm] <]
&« C | @ Secure | https://performancen€ogov.com/dashboard o ﬁi
NEOGOV  [E Perform v Q Search = & @) einFeeman
Employees Performance Evaluations - Library Positions Administrative Reports Help ~ % + @
EVALUATOR ONLY =

The number of ratings that the
evaluator needs to complete.

0

2 2 0
he Overdue

Total Rating Approve And Sign g

NN

The total number of tasks
that you have assigned

My Tasks viewall >

These 3 steps in the
process are not used. Q

DEPARTMENT HEAD ONLY
The number of reviews the DH needs to
approve and sign.

- For Employee = Related To Due Date
e Rating For Zach Miller's 2018 Performance Evaluation Test Zach Miller 2018 Performance Evaluation Test 04/012018
e Rating For Leslie Cox's 2018 Performance Evaluation Leslie Cox 2018 Parformance Evaluation 04/15/2018
1-2of 2 items
My Evaluations
Looks like you don't have any evaluations .
S



NEOGOV-PE Evaluator and Department Head Instructions

Evaluator Process

Rating an Employee Evaluation
1. Follow the instructions on page 4 to log in.
2. From the dashboard click on the evaluation you want to begin from the Task section.

&3 My Dashboard A\ \ @
&« (] | @ Secure | https://performance.neogov.com/dasyboard

NEOGOV PE Perform

Employees Performance Evaluations -~ Library -~ Positions ~ Administrative Reports Help ~ % + @

My Tasks viewall >

0] 0] 0 0] 0]

Approve And Sign Sign Approve Other Overdue

2

Total

Since the employee has completed their self-eval, you will see the eval has
now moved onto the evaluator’s rating part of the workflow.

hide table ~

Task - For Employee Related To - Due Date

g Rating For Zach Miller's 2018 Performance Evaluation Test Zach Miller 2018 Performance Evaluation Test 04/01/2018
¥ Rating For Leslie Cox's 2018 Performance Evaluation Leslie Cox 2018 Performance Evaluation 0415/2018
1-2 of 2 items

My Evaluations

Looks like you don't have any evaluations
——



3.

NEOGOV-PE Evaluator and Department Head Instructions

Once in the Evaluation, click on the first competency on the top of the list.

\ai5 Evaluation Rating Form x \\ \

=

léJD@ 2

(] | & Secure | https://performance.neogov.com/evaluation)

(b020a303efcc816642a5a479fff78a50/rate

9 L p Perfo
Employees Performance Evaluations

¢ back to evaluation detail page

. Zach Miller
HUMAN RESOURCES RECRUITING &
TRAINING COORDINATOR

SECTIONS

Agency Wide A
Competencies

Overall Rating ™

Summary

S

«

Library ~ Pogitions -~ Administrative -~ Reports -

Test- Performance Evaluation

Help v~

COMPETENC) SECTION | 5 POINT SCALE | SECTION WEIGHT 100.00 %

Agency| Wide Competencies

v

Interpersonal Skills

Integrity

Professionalism

Initiative

Dependability & Reliability

=
5—'no comment

{=Ino comment

L=Ino comment

t=Ino comment

t=no comment

&

Total Score 0.00

44
1§

+ D

Submit Evaluation

WEIGHT
8.34%

WEIGHT
8.34%

WEIGHT
8.34%

WEIGHT
8.34%

WEIGHT
833%

""'



NEOGOV-PE Evaluator and Department Head Instructions

4. Click on a number rating then enter comments. Specific examples are required for any rating other than a 3. Click “Next” to move to the next competency.
[ Evaluation Rating Form % \D
(_

[a]l=m] =

(o | & Secure | https:f,-’per‘l"ormance.neogov.oomx'evaiuayén;’bommoaefcc816642a5a4?9fﬁ78a5b,-’rate

o {\rl
COMPETENCY SECTION
@ Agency Wide Competencies

Total Score 0.00

ITEM WEIGHT: 8.34%
Interpersonal Skills

»

-Demenstrates concern for otherg
-Maintains open communicatiof

& o Looks like there are no feedback entries.
-Works well with diverse groyps

RATING SCALE * Rating is required |v?_| COMMENTS

Show descriptions_ » B I u

= =

Exceeds Requirements:

Significantly Exceeds

@ Meets Requirements:
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Tip -> If you need a reminder of what each rating represents, click on “Show descriptions”.
/ |43 Evaluation Rating Form x W\ / lél @@ILJ

& C | & Secure | https://performance.neogov.com/evaluatigh/b020a303efccB16642a5a479fff78a5b/ rate or ¥r
Q COMPETENCY SECTION ) Rating Scale Close
! Agency Wide Competencies

P
Total Score 0.33 I'\1 | Does not meet requirements

g | Has performance which needs improvement immediately.

Performance consistently does not meet standards and

ITEM WEIGHT: 8.34% expectations and would indicate that the employee does not
Interpersonal Skills have the ability to do the job.
-Demonstrates concern for others N

{ 1. 1 / -
-Maintains open communication I\EJI Partially Meets Requirements/ Needs Improvement:
-Works well with diverse groups Has performance which meets standards and expectations in

some areas, but does not in others. Continues to need
development in key areas.

RATING SCALE * Rating ig/required L;_| COMMENTS
Show d ions > 1= e= g 2 )
ow descriptions B I u a= = = e |\3,}| Meets Requirements:
_ - Has solid performance which clearly meets all standards and
@ (Lo ME R TR ETELE expectations on a reqular basis. Performance is effective in
both achieving results and in demonstrating a competent skill
Partially Meets Requirements/ Needs level.

Improvement:

° Exceeds Requirements:
@ Meets Requirements:

Exhibits excellence in several areas, while being fully

successful. A very good employee who strives for excellence

o Exceeds Reguirements: and has extremely rare breakdowns in performance.
Contributes to department and company success beyond
- requirements.
@ Significantly Exceeds q

| 5} Significantly Exceeds

Has performance that consistently exceeds expectations
Accomplishments are superior to the standards for the

—

position and sustained over the review period. Acts as a ro .

model by consciously and positively influencing others.
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Setting Goals

1. Once you have finished rating all competencies you will be automatically directed to the Goals section of the Evaluation. Click on “Add item” then select “New
Goal”.
|i Evaluation Rating Form » \\ \ lé] @@ILJ

i~ (o | & Secure | https:_p",-’performance.neogov.oomx'evaIL|ation_a"a4fa4bccb9<:3b7ab9c9f5b63®}d5\e9df|ate ov 37|

NEOGOV PE Perform

i ~ OEﬁnFreeman v

A+ O

Employees Performance Evaluations - Library ~ Positions ~ Administrative Reports ~ delp v

¢ back to evaluation detail page Total Score 3.08 Submit Evaluation

b Zach Miller « .
. 2018 Performance Evaluation Test

TRAINING COORDINATOR

Seciions GOAL SECTION | FUTURE/LIST v
égemn::tgi:lizs v Goals From Library
| TNew Gosl
| Goals A
Overall Rating A
Summary

No items in this section



NEOGOV-PE Evaluator and Department Head Instructions

2. Enter Goal Name, Category and Description (due dates are optional). At least one goal is required but you can create as many as you’d like.

,é Evaluation Rating Form - Internet Explorer _|ﬁ'|1|

@T—_; - Id https://performance. neogov. com evaluation/b0 205303 Dj ﬁ ‘? .. Evaluation Rating Form x | | {l} * {§}
! File Edit View Favorites Tools Help x &~
1:::_‘3, @ Learner-My Courses Login Fair Labor Standards Act — ... “ APEEP eLibrary a Dallas County, IOWA Home a Dallas County Intranet Home fﬂ Sign In m Suggested Sites - a Web Slice Gallery -
NEOGOV PE Perfor -,
_ %% Add Goal Cancel | Save
Employ Perfor Evalu

< back to evaluation detail page

# Fields are required.

Zach Miller
HUMAN RESOURCES RECRUIT Goal Name =
TRAINING COORDINATOR

SECTIONS
Goal Due Date Category #
Agency Wide
Competencies select date (MM/DD/YYYY) Select one ~ m
| User Define Goals
Description
Overall Rating
Summary
ADDITIONAL SETTINGS v
REMINDER SETTINGS v

10
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Reviewing the Overall Rating
1. You are asked to enter your final overall comments then click “Done”. NEOGOV will automatically average your scores and provide an overall rating.

né Evaluation Rating Form - Internet Explorer ===
GE} L] |_3 https://performance.neogov.com/evaluation/b020a303e ,Oj 5 |"" i Evaluation Rating Form m i\@ €<§}
'He Edit View Favorites Tools Help x & -

55 @ Leamer-My Courses Login [ Fair Labor Standards Act—... Wl APEEP elibrary 1) Dallas County, IOWA Home 2 | Dallas County Intranet Home (1] SignIn [M suoo=smerss £ Web Slice Gallery =

EVALUATION OVERALL SECTION

Y  Overall Rating

Total Score 3.25

) » Search Feedback Entries
Overall Rating

1 Reviewer Entries 1entries ~
[Z]1COMMENTS
= t Zach Miller Mone - Comments only
b Self rater

B I U =

Although | have a lot to learn, | have taken on a lot

of responsiblities.

” You can see the employee’s self
evaluation comments on the
right side of the page
throughout the evaluation

11



NEOGOV-PE Evaluator and Department Head Instructions

Submitting the Evaluation
1. Click on “Submit Evaluation” to finalize the evaluation and send it to the next step in the workflow process (the Department Head Signature & Approval).

é Evaluation Rating Form - Internet Explorer _|ﬁ'|1|
m - Ié https://performance. neogov. com evaluation/b0 205303 Dj 5 iEI .- Evaluation Rating Form L ﬂ% * @
Ve mu oom B Tos Help x & -
%5 @ Learner-My Courses Login [38 Fair Labor Standards Act ... [} APEEP eLibrary 1O} Dallas County, IOWA Home & | Dallas County Intranet Home (L) Sign TR Suagested Sites = 2| Web Slice Gallery +
NEOGOV PE Perform Q, Search
Employees Performance Evaluations ~ Library ~ Positions Administrative Reports Help -~ % -+ @
< back to evaluation detail page Total Score 3.25 Submit Evaluation
& Zach Miller « :
= Print Current State
! HUMAN RESOURCES RECRUITING & TeSt' Performance Evaluatlon =
TRAINING COORDINATOR
SECTIONS RATING DETAILS Jil RATING CHART
Agency Wide
Competencies e Expand all cards ~
COMPETENCY SECTION | 5 POINT SCALE | SECTION WEIGHT 100.00 %
User Define Goals v
Agency Wide Competencies
Overall Rating v
Summary
Interpersonal Skills 3 Meets Requirements: [EIN/A 8.34%
a
. i - N/& %
Integrity 3 Meets Requirements = 834% -
&
»
-
Professionalism 4 Exceeds Requirements: [EIN/A 834% -
g
'S
Initiative 3 Meets Requirements: =EInA 834%
Dependability & Reliability 3 Meets Requirements: [EIN/A 8.33%

12



NEOGOV-PE Evaluator and Department Head Instructions

2. This will populate your electronic signature on the form. Click on “Continue”.

é Evaluation Rating Form - Internet Explorer _|ﬁ'|1|
.Neogov. com Dji_g_J *#| .3 Evaluation Rating Form X | | I 5. ted
x & -

i File Edit WView Favorites Tools Help
7;3 @ Learner-My Courses Login Fair Labor Standards Act - ... ‘ APEEP elibrary I3 Dallas County, IOWA Home a Dallas County Intranet Home L SignIn m Suggested Sites * a Web Slice Gallery =

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.

Erin Freeman

Do you wish to continue?

Cancel Continue

13
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Department Head Process

The Approval and Signature Process
1. Follow the instructions on page 4 to log in.
2. From the dashboard click on the evaluation you want to approve from the Task section.

/& My Dashboard - Internet Explorer ~[Eis
% = Ié https: f{performance. neogov.com/dashboard aolllg‘ |&_’| L] My Dashboard E | A
T e e Help / x & -

I NEOGOV
]

75 @ Learner-My Courses Login Fa'xLaborSizmdardsAct—...

14

Employees Performance Evaluations - Library ~ Positions ~ Administrative Reports Help ~ E +

My Tasks viewall >
_—

PE Perform v Q, search [ = @ Erin Freeman

@

2

Total

1

Rating

1

Approve And Sign

) o) O O

Sign Approve Other Overdue

Since the first level Evaluator has completed their review, you will see the
eval has now moved onto the DH’s Approve & Sign part of the workflow.

hide table ~

b Rating For Leslie (Zox's 2018 Performance Evaluation Leslie Cox 2018 Performance Evaluation 04/15/2018

Approve and Sign Test- Performance Evaluation for Zach Miller Zach Miller Test- Performance Evaluation 04M15/2018

1-2of 2 tems

My Evaluations

14

Task = For Employee = Related To = Due Date -

o
—
w
x
L]
E
o
<X
m
(=1
w
w
™
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3.  You can now review a side-by-side comparison of the employee self-evaluation and the manager evaluation.

né Evaluation Approval Form - Internet Explorer ;Iilll

m @ Iﬂ https://performance. neogov. com/evaluation/adfadbech Dj 4 i‘_}l i) Evaluation Approval Form x |§ Dallas County Intranet : Home | | I 5. ted
i File Edit View Favorites Tools Help x & -
55 @ Learner-My Courses Login [38 Fair Labor Standards Act ... [ APEEP eLibrary 1O} Dallas County, IOWA Home 2 | Dallas County Intranet Home () SignIn [ suagested Sites » 27 web Slice Gallery =
X Find: [kempf Previous Next ||/ Options ~

NEOGOV Erin Freeman

Employees Performance Evaluations Library -~ Positions Administrative Reports Help v

L ; COMPETENCY SECTION | 5 POINT SCALE | SECTION WEIGHT 100 %
Agency Wide Competencies

Agency Wide Competencies

Goals
. Interpersonal Skills ITEM-WEIGHT 8.34
Overall Rating %
-Demonstrates concern for others -Maintains open communication -Works well with diverse groups
LT =i
ALL SECTIONS @ Zach Miller [ 4 | Exceeds =l 1am a very personable and can relate to people.
“—' Reguirements:

‘ Erin Freeman Exceeds Zachis oreed
Requirements:

Integrity ITEM-WEIGHT 8.34
%
-Behaves ethically -Acts fairly -Takes responsibility

o = NA o
@ zocn miner (3) Meers SR .
— Reguirements: I
o
3
: : 0
a Erin Freeman Meets N/A g
Requirements: ]
w
w
w
Professionalism ITEM-WEIGHT 8.34
%
-Demonstrates self-control -Professional appearance -Maintains a positive attitude
Y = i
@ Zach Miller (3) Meess B A
— Reguirements:
W
B coiv Commnnnn hMaate N/A

15
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4. Once you have reviewed the employee’s and evaluator’s side by side comparison, click on either “Approve and Sign” or “Deny”.

né Evaluation Approval Form - Internet Explorer =] x]
G\q\;} L I‘a https://performance. neogov. com/evaluation/b020a303e ,Oj Q iﬁl i Evaluation ApprovahEorm ® | | ﬁ * {é}

N T S Help x £ -
55 @ Learner-My Courses Login [3] Fair Labor Standards Act—... [l APEEP elibrary 1 Dallas County, [OWA Home 2 | Dalas County Intranet Home () SignTn [B Sucgested Sites » 2] Web Sice Galery ~

NEOGOV PE Perform

414
'

+ @

Employees Performance Evaluations ~ Library ~ Positions ~ Administrative ~ Reports ~

After Ratings

EVALUATION NAME DUE DATE ¢
Test- Performance Evaluation Fri. Jun. 01, 2018 ®

approve & sign deny

Zach Miller

Human Resources Recruiting & Training Coordi...

Rating Summary

3.25

a

-l

I

» Zach Miller Total Score Weight o

y  Human Resources Recruiting & Training Coordinator 333 0% §

&

4 Erin Freeman Total Score Weight =
w

Director Human Resources 3.25 100 %

Rating Details A1l Rating Chart

16
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3. At this point you can add your comments. Clicking on “Submit” will populate your electronic signature on the form and send it to the next step in the

workflow process (HR Approval).

,é Evaluation Approval Form - Internet Explorer AL | = |1|
@? = I_.j https://performance. neogov. com/evaluation/b0 202303 Dj g | +4 .. Evaluation Approval Form x | | {r& cf: {:’}
! File Edit View Favorites Tools Help x & -

1::_‘3 @ Learner-My Courses Login Fair Labor Standards Act — ... “ APEEP elibrary 1} Dallas County, IOWA Home a Dallas County Intranet Home (] Sign In E Suggested Sites ~ a Web Slice Gallery = \
Approve & Sign Cancel m

NEOGOV PE Perform

Employees Performance Evaluations Library ~ Positions Administrative Reports Help ~
Comments
After Ratings Write comment here..
EVALUATION MAME DUED
Test- Performance Evaluation Fri.

Please sign your name below

Zach Miller
Human Resources Recruiting & Training Coordi...

Erin Freewan

Rating summary Erin Freeman February 09, 2018

Auto-Generate Draw Signature

325
Zach Miller aiatsEae
Human Resources Recruiting & Training Coordinator 333
\ Erin Freeman Total Score
‘ Director Human Resources 3.25
Rating Details Rating Chart
ol

17
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Tips -> If you deny the evaluation, you will be able to enter comments before clicking “Save”. At this point the evaluation is sent back to the original evaluator for
them to edit and re-submit.

é Evaluation Approval Form - Internet Explorer AL | = |1|

@:\ L I_.j https: //performance. neogov. com/eval 3 Dj ﬂ | *y .| Evaluation Appgoval Form x | | {l‘b cf‘* c:"}
Vre edt vew Favortes Toos Help x & -
i;“;‘, @ Learner-My Courses Login Fair Labor Standards Act — ... “ APEEP elibrary I Dallas County, IOWA Home Dallas County Intranet Home (i SignIn E Suggested Sites a Web Slice Gallery -

NEOGOV PE Perform

Deny Cancel Save

Employees Performance Evaluations ~ Library ~ Positions Administrative Repings Help -~
# Fields are required.
Erin Freeman
Director Human Resources

EVALUATION NAME DNE D Comments *
Test- Performance Evaluation Ent

After Ratings

Write comment here_..

Zach Miller

Human Resources Recruiting & Training Coordi...

Rating Summary

325
Zach Miller Total Score
Human Resources Recruiting & Training Coordinator 333
fE2) Erin Freeman Total Score
A Director Human Resources 3.25
Rating Details Ji] Rating Chart

18



NEOGOV-PE Evaluator and Department Head Instructions
Printing the evaluation

Before you can print the evaluation in order to discuss it face-to-face with your employee, HR must first review the evaluation. Both the evaluator
and department head will receive an email notification from NEOGOV-PE once HR has reviewed the evaluation - which should happen within 1-2 days
from the time you submitted the evaluation.

1. From the dashboard click on the Employees.

[Z3 My Dashboard x N\ N &)= 3= |
i = | & Secure | https:;","peﬁWe.newov.mmx’dashboa|'d o ﬁi H

Employees Performance Evaluations -~ Library -~ Positions -~ Administrative -~ Reports - Help ~

L]
+
©

My Tasks viewall >

2 2 O O O o) O

Total Rating Approve And Sign Sign Approve Other Overdue

hide 1able ~

Q

Task - For Employee - Related To - Due Date -
¥ Rating For Zach Miller's Test 2018 Parformance Evaluation Zach Miller Test 2018 Performance Evaluation 04/01/2018
¥ Rating For Leslie Cox’s 2018 Performance Evaluation Leslie Cox 2018 Performance Ewvaluation 04/15/2018

1-2of 2 items

My Evaluations

Looks like you don't have any evaluations
—

19
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2. Click on the employee’s last name.

|i Employees » \\ \ lé] @@ILJ
— (& | @ Secure | https://performance.ngogov.com/employeelist o~ ﬁi
N N e Barfo Q. Sea = ‘

il
©

Employees Performance Evaluations ~ Library ~ Positions Administrative Reports ~ Help ~

Employee List

+ @ Show Active Employees 7Y Bulk Actions I Y a

B | rhoo Q. Employ: Q miller X (37 i Q Q_ Position

l 1571 Miller Zach Erin Freeman Human Resources Recruiting & Training Co... 03212017 Activated Yez Z ®

1-10of1items

NEQGOV COPYRIGHT © 2010 - 2018

[
-
w
I
L]
=
o
-
m
[=]
w
w
™

20



3.

NEOGOV-PE Evaluator and Department Head Instructions

Click on the evaluation you want to print from within the Evaluations section.

& Employee Details

“

=2 / lallelm] =
(& | & Secure | https:;",-’performance.neogov.oom.femploy,;ée;"chBdl62t>?|)f57ee691ada336f654e68 o ﬁi

NEOGOV

PE Perform

Employees Performance Evaluations ~ Library ~ Positions Administrative Reports ~ Help ~ i=
< 3
Zach Miller alEntries | 0 (RG]
| Human Resources Recruiting & Training Coordinator | Human Resources
Employee Details Evaluations Tasks Development Plans Documents
L
Employee Information Hierarchy
POSITION TITLE DEPARTMENT DIVISION z -
Human Resources Recruiting & Human Resources 'i‘ | Bradley Golightly
S & Supervisor
Training Coordinator o
JOB DESCRIPTION ACTIVE OMLINE ACCESS f You
. Director Human Resources
- Activated .
EMPLOYEE NUMBER START DATE .. (B& Zach Miller
1571 02/21/2017 Human Resources Rec...
View Company
EMAIL PHONE NUMBER ADDRESS
zach.miller@dallascountyiowa.gov 515-993-5829 -
®

Evaluations

Test 2018 Performance Evaluation

Due: Fri. Jun 01, 2018
Completed: -

Type: Periodic
Archived: No

21

Preview Timeline

-+ Add Evaluation
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4. Click on Print Preview.

[3 Evaluation Details x\\ \ [all=lm| =
— (& | & Secure | https:f,-’per‘l"orman&neogov.oom.a'e\.ra]uation_a"a4fa4bc<:b9<:3b7ab1?53|)?8154115cb3 o {\ri

NEOGOV PE Perform

Employees Performance Evaluations - Library -~ Positions ~ Administrative Reports ~ Help ~ % + @

Test 2018\Performance Evaluation
Zach Miller

: S copy print blank @ pause Cancel
* fate EE:‘ print preview |—|__Pl evaluation [S] form evaluation Evaluation

ZACH MILLER

HUMAN RESOURCES RECRUITING

& TRAINING COORDINATOR Total Score

Pending
Employee General Information
Org Chart
DUE DATE STATUS
Fri. Jun. 01,2018 Z Rating
Manager
Evaluation Name  Test 2018 Performance Evaluation £ Employee  Zach Miller
‘ Type  Periodic é Position  Human Resources Recruiting & Training
Archived No Coordinator

: o Department Human Rescurces
Evaluation Program Name  Performance Evaluation- General P

Content

Ay, COMPETENCY SECTION | 5 POINT SCALE

22
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5. Click on Print.

(29 Evaluation Print » =y
&« (] | & Secure | https://performance.neogov.com/evaluation/ad4fadbccbIcsbFabhde6c5beefd7c255/ print-form/detail |

@ Evaluation created successfully

Employees Performance Evaluations -~ Library -~ Positions -~ Administrative -~ Reports ~ Help ~ % + C_\)

, Zach Miller

¥ Human Resources Recruiti... Print Preview Close
Settings
General Information

. Due Date Fri, Jun 1, 2018
Raters Zach Miller et 1
. rect Manager
Test 2018 Performance Evaluation
Zach Miller

Erin Freeman
Erin Freeman

Coriani General Information
Position Division Evaluation Type
Agency Wide Human Resources Recruiting & Training Periodic
Competencies Coordinator
Department Job Description
Goals
Human Resources
Rating Scales
Process Ratings Summary
Total Score
Do not change
the default
print settings.
Rater Type Total Calculated Score Weight

Zach Miller Self Rater 0%

Erin Freeman Rater 100 %

-

CONGRATULATIONS! You are now ready to have a face-to-face performance discussion with your employee!

Please remember to send a signed copy of the evaluation to HR for the employee’s personnel record. Once all evaluations have been received, HR will prepare
July 1%t payroll change forms for your review.

23



NEOGOV-PE Evaluator and Department Head Instructions

Workflow & Timeline

Employee . . Prepare
Sl M Oetie o Serst o
Evaluation PP ploy Change Form
March 1- March 15- April 1- April 15- May 1- June 1-
March 15 April 1 April 15 May 1 May 31 June 15

These are general guidelines in order to ensure no delay in processing the July 1% merit salary adjustments. If a step in the workflow process is finished early, you
may move onto the next step before the date on the above timeline.

The NEOGOV-PE system is customizable so please contact the HR Director if you would like to add/remove/change steps or adjust the competencies to meet your
departments’ needs.

Questions?

Erin Freeman Leslie Cox

HR Director Payroll & Benefit Administrator
993-1751 993-6800

24



