How To

Module #13 Acknowledgement of Performance Evaluation Rating

Objective: This How To focuses on how employees will acknowledge their performance
evaluation rating in NEOGOV PE.

Pre-Module Requirements

e Employee has received access to the system.

e Employee has an evaluation that is ready for review that the manager has rated.

e Employee has received an email stating that a rating is waiting for acknowledgement

Glossary
o Performance plans can also be called Evaluation Plans.

Steps:

1. When your manager has finished rating your performance evaluation plan, you will receive an
email asking you to sign the rating. The email will look similar to the one below.

NEOGOV

Kindly Sign the Performance Evaluation ratings of MC8C Employee for the Evaluation Testing New
Enhancements 1-20-15.

Employee:
Evaluation:  Testing New Enhancements 1-20-15 Clicking on the link will take
Due Date: 12/31/2015 you to the NEOGOV Iogin

2. Log into the NEOGOV PE site using your Username and Password. Click on Sign _In >>
button.

NEOGOV

Forgot username? Enter Username
. and Password
Forgot your password?




3. When you log in, you'll arrive at your My Dashboard. Because you have a rating that is ready
for signature you will see a signature task listed in the My Tasks section. Click on the subject,

Sign... to go to the Signature window.
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MCSC EMPLOYEE Demo of Job Aids 12/31/2016

Sign Demo of Job Aids for MCSC EMPLOYEE

My Evaluations viewsll of my evalustions

Demo of Job Aids Enhancements Demo 4-26-16 Job Aids
Due- Sat, Dec 31, 2016 Due Sat, Dec 31, 2016 E Due: Thu, Dec 31,2015
Status: Completed Status: Draft

Status: Approval

4. In the Evaluation Review (After Ratings) window, review the ratings assigned to each
objective and competency in the performance evaluation by clicking on the associated section.
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@ MCSC EMPLOYEE o
PE-Human Resources Analyst Job Aids Sat. Dec. 31, 2016 Sian
Click on

Sign
Rating Summary
Meets Expectations
MCSC EMPLOYEE Overall Rating
PE-Human Resources Analyst Meets Expectations
MCSC MANAGER Overall Rating
5 PE-HUMAN RESQURCES MANAGER Meets Expectations
o . COMPETENCY SECTION | STANDARD 3 POINT SCALE
Objective Section :
¥ Competency Section
Competency Section
Qverall Rating
hen experiencing major changes in personal work tasks or the work environment; adjusting effectively to work within new work structures, processes,
Select the ° MCSC EMPLOYEE (/) Mests Expactations =)
section to
IS i! MCSC MANAGER HMests Expactations
Building Strategic Working Relationships (200)
identifying oppartunities and taking action to build strategic relationships between one's area and other arsss, tssms, depariments, units, or organizations to help schisve business
° MCSC EMPLOYEE :'\)j Mests Expactations =

Mests Expectations null

&) Mcsc MANAGER
. Avoids or refuses to work with other workgroups

- Avoids building job-related relationships.

= Fails to worl cooperativel ith other:
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How To

5. Click on the Sign button to open the signature pane. Enter any comments and
acknowledge/agree to the evaluation by clicking on Submit. The evaluation will now be

available for rating by your manager.

Cancel
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Submit

Comments

After Ratings

MCSC EMPLOYEE EVALUATION NAME DUE DATE
PE-Human Resources Analyst Job Aids Sat. Dec. 31
&

| Please sign your name below

Rating Summary

. at my ce
'y mean that | agree with the

MCSC eMPLOVEE

Overall Rating

Meets Expectations

MCSC EMPLOYEE Overall Rating
PE-Human Resources Analyst Meets Expectations

Overall Rating

MCSC MANAGER
Meets Expectations

PE-HUMAN RESOURCES MANAGER

NOTE: Clicking on Cancel will return you to your dashboard without acknowledging the
evaluation plan rating. If you do not acknowledge your evaluation plan rating, please follow up

with your manager.

6. The Request for Signature will no longer appear on your My Dashboard.
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7. To exit NEOGOV PE, click on Sign Out.
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@ Current out
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Sign Out

MCSC MANAGER

Rating For MCSC EMPLOYEE's Demo with Self...  12/31/2015 MCSC EMPLOYEE <
PE-HUMAN RESOURCES
MANAGER
My Dashboard My Performance Evaluations &)
Employee
Reports
Org Chart
Direct Reports I

Additional Resources:

NEOGOV PE Tutorial

Help & Training available in PE in the drop-down under your name (top right corner)

PE Glossary

PE FAQs

For questions on the new system or this job aid, email MCSC-NEOGOV@michigan.gov
For questions on performance management plans, contact your HR Office
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