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NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Activation
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. (Donna Wolk — 515-993-9920)

AT | Vel TISNMUS  EAL || o wpuue

NEOGOV

Set New Password

All fields are required
New Password

Repeat New Password

Set Password



NEOGOV-PE Evaluator and Department Head Dashboard Instructions
Logging in

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

[ c 0O | & Secure | https://login.neogov.com/Signin?siteCode=INEL *|

i Apps pf EmployeeTesting 71 [ Worker's Comp Assc NPELRA [ Worker's Comp UN| [} NEOGCV [ Background Checks () ITA|OSHA [ E-Verify: Login [ Microsoft Word - 2¢

NEOGOV

Usemame

first.iast@déliascountyiowa.gov 2018 NEOGOV OCTOBER 10 — 12

Password CONFERENCE LAS VEGAS

Ali rields are reguired

Connect & Learn With the NEOGOV Community

Login using Azure

Forgot username? NEOGOV staff not only explained how to do

Forgot your password? something but demonstrated it in the system.
| learned so much and I'm ready to use it.
- Karen Thomas | City of Olathe

2017 CONFERENCE RATING

Copyright ® 2000 - 2018 NEOGOV Al rights reserved.



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Evaluation Dashboard (Landing Page)
If you have access to both modules of NEOGOV you will need to click on “OHC” (Online Hiring Center) then click on “PE” (Perform). Once into the PE
module, you will be automatically directed to your dashboard view.

NEOGOV PE Perform ~ & Click here to switch from OHC to Perform 8 B O LR
Employees Performance Evaluations -+ Library - elp ~ E| - ::L)
DEPARTMENT HEAD ONLY
Evaluation Dashboard Goal Dashboard The number Of reviews the DH
needs to approve and sign.
My Tasks viewall » \
2 2 N\ o 0 0 0 0
Total Rating Approve And Sign Sign Approve Other Overdue
Hhide 1able ~ \ k
Total number of tasks Not Used Q

you have assigned

For Employee
3¢ Rating For Donna Wolk's AnnuaiPerformance - General 2018(due06/20%) Dronna Wtk AnnualPerformance - General 2018{due6/.  04/01/2019
e Rating For Lesiie Cox's AnnualPerformance - General 2018(dus08/2021) Leshe Cox AnnualPerformance - General 2018(duel6/... 04012019
EVALUATOR ONLY 1-20f 2 tems

Number of ratings the

evaluator needs to complete.

My Evaluations

Looks like you don't have any evaluations



NEOGOV-PE Evaluator and Department Head Dashboard Instructions
Goal Dashboard New

NEOGOV PE Perform

v

Employees

From the dashboard, you can create goals, approve goals, update progress on existing goals, or edit goals year round.

Performance Evaluations -~

Library - Positions -~ Administrative

Reporis - Help «
Evaluation Dashboard Goal Dashboard

My Goal Tasks © viewall »

+
2

3

2
Total Goals

Goals On Time

Click here to add a new goal =

~+-Add Goal
Goals Overdue

Goals Completed

Pending My Approvals

Pending Others Approvals

Be receptive to changes that can Improve services

Commitment to continuous learming and staying abreast In-our field

100%:

0%

06/30/2018
_f\-_;, Tesung Goal

Click here to edit goal >
< Click here to open

goal to update progress
0%

%,

1-30f 3 tems



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Adding Goals

When adding a goal, always select new goal. Fill out goal name, goal due date (optional), category, and

assign goal to appropriate employee. You can also add a description. Hit save if you are done. You can also i
add milestones prior to hitting save. See next page. — ™~

From Library

* Once you add a goal, you cannot delete it, only manage it

* Employees can only assign goals to themselves
* Managers can assign goals to themselves and their employees

pp!

E@' Add Goal * All required field have to be completed to be able to hit save

Cancel

General Mitestones Ali_qr!ment-?-

+ Felds are required
Goal Name =

Goal Type # Goal Due Date Category =

| Employee Goal “ hn  select date [MWDD/YYYY) Selectone hd m

Assignee =
5 | Myself
| Search employee Myse

Description

Add 10 Goal Library



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Adding Milestones

You can add milestones if you’d like. Milestones are mini-goals that relate back to the main goal. These are helpful in tracking progress.
Once you are done, hit save, or you can click on alignment. See page 9 for information on updating progress.

To add a new milestone, start by clicking Add New Milestone.

Lq 'y &
g@_‘ Edit Goal Cancel
General Milestones Alignment

se weights @

|
=

DUE- 121572018
Creating testing environment

DUE 12/31/2018 ? -
4 il

Create interview template.

() Add New Milestone



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Adding Milestones Continued

After clicking “Add New Milestone” a new box will appear where you can enter the name of the milestone, the due date (optional) and
whether to use overdue/reminder settings. Click save once complete.

Using weights is a simple way of updating overall goal progress. Each time a milestone is marked as complete, the goal progress is
updated accordingly. This allows for more precise progress updates, but if weights are used, then the goal progress CANNOT be
updated manually. This means that in order to update goal progress, you must mark milestones as complete.

Use weights

DUE: 12/16/2018
Creating testing environment

I
E

DUE: 12/31/2018
Create interview template.

Eb

¥ rieias are requireo.

Name =*

| Type milestone name here.

Due Date Use Overdue/Reminder Settings:
select date (MM/DD/YYYY) Add due date (optional) ® Yes No
Cancel |~ Save € Hitsave when done
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Adding Goal Alignment
Goal Alignment allows you to align the goal that you are creating with the ‘big picture’. You can make the goal you are adding a child of
an employee, department, or strategic goal.

* System only allows HR Admin to add department or strategic goals, so send these in early if you want to use them in the next
evaluation

% Add Goal cancel | [
Click final save once you are done with the general, milestones, and
General Milestones Alignment . . .
alignment tabs. This completes adding a goal.
| —
Parent Goal
Select Type ~ Select Goal

< Then start typing to search for goal you want to align with, system will

search automatically, select correct goal once it's displayed,
Employee Goal _ .
_ Cancel 5,;-4;\then_cli:ks§

Department Goal

Srrategic Goal

Choose a parent goal first



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Updating Goal Progress

i o mi i % i< Wi
To update goal progress if not using milestones, click on the progress bar 24 This will open a fly-out
that allows you to slide the progress bar left or right. You can also edit the percentage with the up and down errors. Add comments as
needed, and hit submit updates. This is an optional process.

e EditGoal | | Caricel

Kglo Be receptwe to changes that can improve services
Due: Jun 30, 2018

Goal Progress

27

=1 Comment

B | T |U|x=|4 | =) & 2

Comments.|

10



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Goal Approval

When an employee creates a goal, it will need approved by the employee’s manager. When the manager opens the Goal Dashboard,
there will be a number in the “Pending My Approval” box if there are any goals that need approved. Click on this number to open the
approve or deny box.

1 . _
NEOGOV PE Perform M E & a Erin Freeman
Employees Performance Evaluations + Library ~ Positid Administrative -~ Reports Help ~ % -+ t':—}
Evaluation Dashboard Goal Dashboard

My Goal Tasks © viewall >

+Add Goal 1l
0 0] 0 0 1 O

Total Goals Geals On Time Goals Overdue Goals Completed Pending My Approvals Pending Others Approvals

Q, Goal Name @3 (Q, Due Date

11



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Goal Approval Continued

This fly-out will appear, allowing you to view the goal activity feed , which shows all the actions taken on the goal, or approve or deny
goal. You can add comments if you'd like. ‘
When you are done, hit submit updates. l

NEOGOV MNA WOLK | TESTING ENVIRONMENT
_ (go T ; I « Approve Goal * Deny Goal Cancel Saibwmit Lpdabes
e

sting Goal
Employees Performance

Goal Approval Goal Activity Feed (T i Print
Evaluation Dashboard

(1) Goal IS PENDING APPROVAL FOR CREATION

My Goal Tasks ©

Total =1 Comment
— B | I | U = || & & | @&
_ Approved.|
@ Testing Goal

Current Goal Prog

@ My Direct Reports ~

12
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Journal Entries New

1. Click on journal entry button

NEOGOV PE Perform

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

Evaluation Dashboard Goal Dashboard

My Tasks viewall >

0 o) 0 0 0 0 0

Total Rating Approve And Sign Sign Approve Other Overdue

hide table ~

Task o For Employee - Related To 2 Due Date -

Kla Drcraite Coiind

13
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Adding Journal Entries

2. After hitting the journal entry button, this fly-out will appear across your screen.

Journal Entries Hub Close

Current Pending

E—
* marks a reguired field
Who is this entry about? *

| gernaw] € Start typing name, then select once highlighted Q

Donna Wolk

B I U= =& & & Youcan attach supporting documents such as thank you letters

@inte|
Item Evaluation
integnty AnnualPerformance - < Add any necessary comments. You can use the @ sign if you want to tag
General Competencies, Goals and Narratives. For example, to tag the word integrity, start
2018(due06/20119) . . . .
imerpersonoiSkais  AnnuoiPerformonce - typing @inte and you will see key words populate. Select the one you wish to use.
General

2(18(du=06/2019) |
Hit save once complete - m

14



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

After hitting save, the journal entry you just created will appear at the bottom of the fly-out

a i = Select All 3 i
@ Current ~ B envies ) € You can toggle between archived and current : % Adtions: | | Y

]

Donna Wolk sstesweao7aen2i27av Here you can share the JE with pertinent parties 2 @

Example JE

Donna Wolk last edited 06/25/18 10:22:53 AM

80

Learning NEOGOV

Select All & Actions Y

Archive

Print With Attachments

Print Without Attachments

.w g W £

15
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Sharing Journal Entries

3. To share journal entry, click on the share button

@ Current v EJ entries Select All Z£ Actions Y

Tesung journal entries
ENTRY SHARED WITH

Start typing name here -)l erin fr Q

And select once highlighted 3 omeeenn

16



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Evaluator Process

Rating an Employee Evaluation

If you want to be able to pull goals from the dashboard into the
evaluation, you must finish adding and updating them in the
@ dashboard before you begin the evaluation

From the dashboard click on the evaluation you want to begin from the task section.

Agministrative

Repoits Helg » ] o+

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.

NEOGOV P Porform
Employwet Porformance Evaluations Library Porifions
Evaluation Dushbosad Goa Dushiboara
B ———
My Tasks view ol »
>~
L5 ] Rating

0 0 0 0 0

Approve Aed Sign Sign

Apgove Dthey

17



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Current Goals
Once in the evaluation, you will need to pull current goals for your employee from the dashboard. Click “add items” to pull more goals
in from the goal dashboard.

Employees Performance Evaluations -~ Library -~ Positions Administrative Reports - Help ~ ;Et == C—)

AnnualPerformance - General 2018(due06/2019) DUE DATE

go to valuation detaill page >
Donna Wolk Sat, Jun1, 2019

DONNA WOLK Add ltems

HUMAN RESOURCE
COCORDINATOR

GOAL SECTION | TEXT ONLY G'

+ Add Items
Current Goals
My Dashboard
Employee S ription ‘ S ‘ o
Org Chart : Testing Goal 0% Z.
Manager

5

18



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Selecting Goals
Click on “select from employee goals” to pick and choose which ones goals to pull over, then choose.

(| F_: = Donna Wolk

o
e

+ O

FHERS Library -~ Positions Administrative Reports - Help ~

AnnualPerformance - General 2018(due06/2019) DUE DATE
Donna Wolk Sat, Jun 1, 2018

Add ltems Complete Task

GOAL SECTION | TEXT ONLY li_'a;'

go 1o evaluation detail page >

-+ Add ltems

Current Goals

Select From Employee Goais*

:
From Position
tems Progress

From Class Specification

Testing Goal . o {| From Development Plan
These options are not active in our system —=<
| From Last Scheduled Evaluation

From Employee Goals

New Goal

19
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Completing Current Goals
Once you have pulled in all the goals you need, click Complete Task

AnnualPerformance - General 2018(due06/2019) DUE DATE

go to evaluation detall page »
Donna Wolk Sat, Jun 1, 2019

Add Items

Complete Task

GOAL SECTION | TEXT oNLy (D)

+ Add ltems
Current Goals
Items Description Progress Actions
Testing Goal 0% Z
Goal from Dashboard 0%

[
X

20



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

This is the fly-out that appears after you click Complete Task. You can add comments by typing them in or add journal entries. Click
next to switch between goals or done once complete.

* Comments added to the goals here do not transfer to the Goal Dashboard, they are a part of this evaluation only

GOAL SECTION
? Done < Prev To Overall >

Current Goals

Total Score 3.50

») = Search Feedback Entries
ITEM WEIGHT: 100%
Sedl rom Deshocard Journal Entries 4 entries P

‘ WED AUG 01, 2018 11:49 AM | ERIN FREEMAN

[Z1COMMENTS R SHARED
B I u pi= s | = | BB Comments
Comments| v Comment Added

a WED AUG 01, 2018 11:46 AM | ERIN FREEMAN

Commens.

[=] Add to Comment Box

THU JUL 19, 2018 12:04 PM | DONNA WOLK
% SHARED

Testing journal entries:

Click here to auto-populate journal entries into comment box

[=] Add to Comment Box

l\ MON JUN 25, 2018 10:22 AM | DONNA WOLK

Learning NEOGOV

21
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Agency Wide Competencies

The next task will be to rate the Agency Wide Competencies. Start by clicking on the first competency on the list.

NEOGOV PE Perform ~

Employees Performance Evaluations - Library -~ Positions ~ Administrative Reports ~ Help v E —|— {E}
¢ back to evaluation detail page Total Score 0.00
Agih Donna Wolk «
1 i AnnualPerformance - General 2018(due06/2019)
- ¥ COORDINATOR
SEE L COMPETENCY SECTION | 5-POINT SCALE | SECTION WEIGHT 100.00 %
Agency Wide 2 Agency Wide Competencies
Competencies
CupentGonls 7 Interpersonal Skills WEIGHT
834%
Future Goals M = no comment
Overall Rating s
integrity WHIGHT
[E] Summary v 8.34%
4= no comment
Initiative WEIGHT
834%

"= no comment

Professionalism WEIGHT
8.34%
F no comment

Dependability & Reliability WEIGHT
833%

=) no comment

22



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Rating Competencies
Click on a number rating then enter comments. Substantive comments are required for any rating other than a three. Click “Next” to

move to the next competency.

COMPETENCY SECTION

@ Agency Wide Competencies

Total Score 3.50

» E[ Search Feedback Entries
ITEM WEIGHT: 8.34%

Interpersonal Skifls Journal Entries 4 zntries v
Reviewer Entries 1enuries ~
RATING SCALE [=] COMMENTS
':’;. Donna Wolk Zeds
. Self rater rements:

Show descriptions > B I u = L [==] AEC

@ Does not meet requirements

Comments

) ) Here you see “Reviewer Entries” is
Gw T;;:ZK:::S Repens Noss expanded. This allows you to see
the self-rating comments from the
o Meets Requirements: employee for each competency.
Clicking on the down arrow for
G:) Exceeds Requirements: “Journal Entries” will expand that
d_; category, and allow you to enter
(f) Skyneieantly) Excdeds journal entries. See page 22.

23
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Viewing Rating Scale
Tip -> If you need a reminder of what each rating represents, click on “Show descriptions” and a fly-out will appear.

COMPETENCY SECTION _ Rating Scale Close
@ Agency Wide Competencies g
,."“\\
Total Score 0.00 { 5 /J 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 role model by
consciously and positively influencing others.

ITEM WEIGHT: 8.34%
Interpersonal Skills

= (4\)1 Exceeds Requirements:

TING SCALE * Rating is required =1 COMMENTS =3

RAE - 2 Exhibits excellence in several areas, while being fully successful.
A very good employee who strives for excellence and has

extremely rare breakdowns in performance. Contributes 1o

L department and company success beyond requirements.
® Significantly Exceeds

G) Meets Requirements:
@ Exceeds Requirements: ,.

Has solid performance which clearly meets all standards and
expectations on a regular basis. Performance is effective in both

Show descripticns » B I u o - =] < 22

@ Meets Requirements: achieving results and in demonstrating a competent skill level.
= - e
@ Partially Meets Requirements/ Needs ( 2 ) Partially Meets Requirements/ Needs Improvement:
Improvement it

Has performance which meets standards and expeciations in
some areas, but does not in others. Continues to need
@ Does not meet requirements development in key areas.

|’ 1 } Does not meet requirements
Has performance which needs improvement immediately.
Performance consistently does not meet standards and
expectations and would indicate that the employee does not
have the ability to do the job.

24
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Submitting Evaluation
Once the evaluations are completed, hit the “submit evaluation” button.

. 2 "
NEOGOV [E rPerform - & B & ) enfeman
Employees Performance Evaluations Library ~ Positions  ~ Administrative Reports Help ~ g — @

¢ back to evaluation detail page Total Score 3.50 Submit Evaluation

_/

A4 Donna Wolk <«
'1 i A AnnualPerformance - General 2018(due06/2019)

SECYIONS COMPETENCY SECTION | 5 POINT SCALE | SECTION WEIGHT 100.00 %
Agency Wide v Agency Wide Competencies
Competencies
Current Goals v
Interpersonal Skills WEIGHT
8.34%
Summary 3 Meets Requirements: [=lno commient
integrity WEIGHT
8.34%

25
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Click continue to sign and complete evaluation.

You're almost done!

By clicking certify and submit, you confirm that your rating

Erin Ereemn

| Caﬂce‘ m

26
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Department Head Process

The Approval and Signature Process

Follow the instructions on page 4 to log in. From the dashboard click on the evaluation you want to approve from the Task section.

S| *r) o ey Deshiserd = | P ) L
' £

A My Davhbmaanl - inberesct § aplorer

b O Lesne bty CosesLoge [ Fue Laber Stntsrn Act ... g AP elbvary () alien Cringe 1WA Home 1 Dl County Diirmnet Heme [ Sgntn [ oot v e s cae =
Q. Search B B 2 7Y tinFeomen

NEOGOV PE Porform w
&l + . Y

Ern plarginizs Pesrformance Evalustsons, Lilaramy Positigis Adinuinsstrairve Reports Help ~ [L1,
My Tasks view ail
Tustal Koy Appaaya And Sign Baiggn Approne ot Cowirndus
hicha tabie <~ 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. a
Fank: Fast Edmplasos Related To Do Dl -

P Rating For Leslie Crics 2O0MR Patfoemance Evaluation Lenbe Co 016 Perfrmance Evaluntion CANEZ0R

] Appeoevn and Sign Tew: Pastornancs Evalustion for Zach Ml Doeel Taul: Parformance Evabusion 45/Z0NE

My Ewvaluations

27
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Self-Rater/Rater Comparison

You can now review a side-by-side comparison of the employee self-evaluation and the manager evaluation.

NEOGOV PE Perform ~

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

Rating Summary

_.I;"" |\ Donna Wolk
‘@ Human Resource Coordinator

“ Erin Freeman
Director Human Resources

SECTIONS
Agency Wide Competencies
Current Goals

ALL SECTIONS

35
Total Score Weight
317 0%
Total Score Weight
35 100 %

[E Rating Details Jil Rating Chart

Collapse all sections -~

COMPETENCY SECTION | 5 POINT SCALE | SECTION WEIGHT 100 % Coliapse Section

Agency Wide Competencies

Interpersonal Skills ITEM-WEIGHT 8.34 %

@ Donna Wolk [ 4 ) Exceeds = Comments

~— Reguiremsnis:

a Erin Freeman 3 | Meets Requirements:

28
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DH Approval

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

NEOGOV PE Peform -~

Employees Performance Evaluations - Library - Positions -~ Adminicrative Repors - Help ~ in]
Ratings
[ Donna Wolk EVALUATION NAME CUE DATE ®
\ S Human Resource Coordinator AnnualPerformance - General 2018(due06/2013) Sat Jun. 01, 2018
y BPProveE & 5ign oeny

Rating Summary

29



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

A fly-out will appear where 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). \
o, e B Approve & Sign Cancel m

Eroinyess  Prrioeanoe Evlasciond Litwwy - Pooooms - Adrmndnaine . g - Helo «

Ratings
Donna Wolk Ferldnes bk o gt
sl Brsowne Cotdinatod ArnuaiPeormance . General 20 8dued620M1)  Sat Jua 01 2019

Meadr RGrs WOt AN D
Rating Summary Erin Freeren
158
Ml OonaWoi Pora—

30



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

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.

Deny conce: [

@ Py -f__qc-u.

Ern Froarman
[Hirzhal Human Beiooocs

31



NEOGOV-PE Evaluator and Department Head Dashboard 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.

From the evaluation dashboard click on Employees.

NEOGOV PE Perfcim v ), Search

B R = @ Human Resources -~

Employees Library Help ~

Evaluation Dashbeard Goal Dashboard

My Tasks viewall »

0 0 0 0 0 0 0

Total Rating Approve And Sign Sign Approve Other Overdue

tide'table ~

Mo Resulis Found

No ftems 1o display

My Evaluations

Looks like you don't have any evaluations

32



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

Click on the employee’s last name.

NEOGOV  §E portorm  ~ Q search £ B E @) emreomn

Employees Posformance Evaluations Positions Auadministrative

Employee List

+ & Show Active Employees =

Bu® Actions ”ll ? n B

Donna Erin Freeman Human Resounce Coordinator aza20e Activated Ve

HEOQGOV COPYRIGHT & 2010 - 2018

FEEDBACK & HELP

33



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

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

NEOGOV 13 Perform ~

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

) Donna Wolk ®

| Human Resource Coordinator | Human Resources

Employee Details Evaluations Tasks Development Plans Goals Documents

[£2] Employee Detalls

Employee Information Hierarchy
POSITION TITLE DEPARTMENT DIVISION L
Human Resource Coordinator Human Resources i ol
Director Human Resources
JOB DESCRIPTION ACTIVE ONLINE ACCESS g
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Click on Print Preview.

0 Ern Freeman -

NEOGOV P Perform

Empilayess Perfamance Evaluanions Litsary Prpaitions Armirss Iave Repans Help ~

AnnualPerformance - General 2018{due06/2019)
Dignina Wolk
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PR General Information
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Click on Print.
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Print Proview i E
Settings.

B e e

PO AJTEMT Bepern g =

Cuen Dty St S 1, 3090
Bt Donna Wolk
Dach M
@ Derva o AnruaiPerformance - Genaral 208006207 Exin Frpgrman
e
' Fe— Ganeral Information
P Comatasces Evsbanon Typs
B Aoy Wios iy RSt Ot Mradas Pt
oD i nraarst

PO SO

' T B, T
i i . £

Aatngs Summary

Tekal Goohe

Do not change
the default
print settings.
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Meet with Employee

All tasks related to evaluations that you are required to do will be displayed on your landing page. Click on the task, not the evaluation,
and you will be taken to that section of the evaluation to complete the task. Here you see the task “meet with employee” which was
added to ensure this step is not skipped. Clicking on this task opens a fly-out where you acknowledge that you have met with the
employee. This completes the evaluation process. 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 payroll change forms for your review.

NEOGOV PE Perform

[i]

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

Evaluation Dashboard Goal Dashboard

My Tasks viewall >

1 0 0 0 0 1 0

Total Rating Approve And Sign sign

Approve Other Overdue

AnnualPerformance - General 2016(dued672019) OB10/2013

< Meetwith Employes

1-10fftems

My Evaluations
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Workflow & Timeline

Current Goal Employee Self Manager Dept. Head Review with FITEPETE
- A HR Approval Payroll
Management Evaluation Evaluation Approval Employee
Change Form
June 16- March 1- March 15- April 1- April 15- May 1- June 1-
February 28 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 15 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 Donna Wolk
HR Director Payroll & Benefit Administrator HR Coordinator
993-1751 993-6800 993-9920
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