NEOGOV FE How To

Module #6 Creating Tasks, Notes and Attachments

Objective: This How To provides an employee overview of the My Tasks and My Notes &
Attachments sections.

Pre-Module Requirements:
o Employee has received access to the system.

Glossary:
e Performance plans can also be called Evaluation Plans.
e Objectives in the current performance management system are Goals in PE.

Steps:

1. In MI HR Self Service, click on the Performance Management bookmark.
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2. Inthe Performance Management bookmark are links to the following:

A. NEOGOV PE login
If you have been provided with an email to access NEOGOV PE, use this link.

B. NEOGOV PE instructions
For information on how to use NEOGOV PE including an overview of the system, use
this link.

C. HRMN PM login (HRMN Performance Management system)
If you have current plans in the HRMN PM, you will finish your plan there before using
NEOGOV PE. Therefore, use this link.

D. HRMN PM instructions
For information on how to use HRMN PM, use this link.

MI HR Self-Service

Parent Menu &
NEQGOV PE Login Q
NEQCOV PE Instructions e
HRMN PM Login
HRMN PM Instructiol

3. You should have received an Activate Your NEOGOV PE User Account email with a link to
create your account Password using your email address as your Username.

PLEASE NOTE: Current NEOGOV Insight HR Users will use their Insight username and
password.
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4. Log into the NEOGOV PE site using your Username and Password. Click on the Sign In >>
button.

Press CTRL + D to bookmark this page.

Usemame Enter Username and
Password
Password

Login using Insight m

Forgot your password?
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5. Upon login, the first page you will see is your My Dashboard screen. The employee dashboard
serves as your personal homepage. It contains a section for assigned tasks and a section to
track your own goals (objectives) from performance (evaluation) or development plans.

6. To add a Task, on the My Dashboard screen click on Employee.

Employees  Goals v Competencies v  Trainings + ©®
# My Dashboard
MCSC Employes P
Departmental = My Tasks .
Analyst ) .
Status  «  Subject s DueDate 2 Relatedto S Actions
— — Current Watch PE Tuterial 013172013 2V TEEY MCSC Employee

Current Rating for MCSC Employee’s Jan 1-Dec 312013 120022013 MCSC Employee
My Dashboard Click on

Performance

o

i Mame . Category ¢ Related to 4 DueDate ¢ % Complete
Activity Stream
Reports Achieve and maintain an average customer service rating of at least 4.0 (out of a possible 5.0) (more) Employee  ([ElEIEaY Jan 1-Dec 312013 R
2 Org Chart
Manager

1

7. Onthe Employee Detail screen click on New in the Tasks section.

NEOGOV FE ~ Search a PO W MCSC Employee v

Goals v G ies w  Trainings + ©®

A My Dashboard

MCsC Employes "

Deperiment A Employee Details

Analyst

Employee #: 12345573 Class Specification: DEPARTMENTAL ANALYST
= | Emall: employse@mitraining.com CIVIL SERVICE COMMISSION
Position: Departmental Analyst Division:
My Dashboard Address; Online Access: Established
A Employee Start Date: 01/01/2010
Performance Performance Schedule: Full Time 1
Activity Stream Active: Yes Separation Date:
Reports
Org Chart
Click on New
Manager =
o = Tasks [ New |
L Assignee & Status & Subject 4 DueDate % Actions
& mcsc Employee Current Watch PE Tutorial 013112013
& Notes & Attachments [ new |
Created By % Note 4 Created On % Actions

No matching records
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8. Complete the required Assignee, Subject, Due Date, and Status fields. The ability to set

reminders and overdue notices is also available on this screen. When you are finished, click on

Save.

NEOGOV € ~

Emgioyoes.  Goak w  Compalancies w  Trainngs

ur

Whrrell

Assignew: | MCSC Empioyes =

Foemimgers {chck o1 Tt apgey)

Chick Myselity

Cveiup Noboys (5Kt one)

™ 30 0ays betory ©Every Wk

™ 7 waaks Detona © Ewery 7 days

T 1 wesk bators T

I cusom s balory © Gustom every duys

HNeogaw

9. After you click “Save” you are returned to the Employee Detail screen. You can now view the
new task you entered.

NEOGOV FE ~ Search

Employees  Goals w Competencies v  Trainings

A& My Dashboard > Employee Detail

il
frabt Employee #: 12345678 Class Specification: DEPARTMENTAL ANALYST

= — Email: employee@mitraining.com Department: CIVIL SERVICE COMMISSION

Position: Deparimental Analyst Division:

My Dashboard Address: Online Access: Established

Employee Start Date: 01/01/2010

Performance Performance Schedule: Full Time 1

Activity Stream Active: Yes Separation Date:

Reports

Org Chart

Manager

L

The New Task o
that was created 2
& Notes & Attachments | Hew |

Assignee ¢ Status & Subject ¢  Due Date
& wesc Empioyes Current Watch PE Tutorial 0173172013
Current Finish all Job Aids 011222013

MCSG Employee

Created By

£ Note

+ 0

& Created On

No matching records

a PN MCSC Employee
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10. To add a Note or Attachment, on the Employee Detail screen click New in the Notes &
Attachments section.

NEOGOV FE ~ Search a2 28 MCSC Employee v

Employees  Goals v Competencies v  Trainings

A My Dashboard » Employee Detail

MCSC Employee "
Depmiment A Employee Details
Analyst
Employee #: 12345678 Class Specification: DEPARTMENTAL ANALYST
= = Email: employee@itraining.com Department: CIVIL SERVICE COMMISSION
Position: Deparimental Analyst Division:
My Dashboard Adaress: Online Access: Estabiished
Employee Start Date: 010172010
Performance Performance Schedule: Full Time 1
Activity Stream Active: Yes Separation Date:
Reports
Org Chart
= Tasks [ New |
LY Assignee & Status ¢ Subject ¢ DueDate ¢ Actions
A wvcscEmployes Current Watch PE Tutorial 013112013
& MCsc Employee Current Finish all Job Aids 017222013
Click New
@ Notes & Attachments == -
Created By & Note ¢ Created On ¢ Actions

No matching records

11. Complete the free text section to add any notes. Click on Browse to select any documents to
attach to your employee record in PE. When you are finished, click on Save. (Tasks attached
to employee performance plans are created by managers or HR Office staff.)

12. If Private Note is selected, the note is only viewable by the employee.

Add your Note
here

-

B I U i= = E S A

Add your note here__|

Browse to select
any attachments
you want to add

Browse. . Private Note

_
Click Save
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13. You are returned to the Employee Detail screen. You can now view the new note/attachment

that was added.

NEQGOV [E ~ Search

Employees Goals v Competencies w  Trainings

A My Dashboard » Employee Detail

MCSC Employee
' Departmental
Analyst
Employee #:
L= —~ Email:
Position:
My Dashboard Address:
Employee
Performance
Activity Stream Active:
Reports
Org Chart
Manager

= Tasks
m Assignee
m MCSC Employee

& wesc Employes

12345878
employee@mitraining com
Departmental Analyst
Online Access:
Start Date:

Performance Schedule:

Cancel

< Status < Subject
Current Watch PE Tutorial
Current Finish all Job Aids

Class Specification:

Department:

DEPARTMENTAL ANALYST
CIVIL SERVICE COMMISSION

Division:

+ Established
: 01/01/2010
Full Time 1

Separation Date:

Due Date Actions
011312013

0112212013

& Notes & Attachments [ New |

Created By

he N;E;g;at Was Bape [l MCSC Employee

Note Created O

Add your note here...

n Actions

0111812013

14. On The Employee Detail screen, you can click the Pencil icon to edit a Task or
Note/Attachment. You can click on the Trash Can icon to delete a Task or Note/Attachment.

NEQGOV [E ~ Search

a P w MCSC Employee +

+ @

DEPARTMENTAL ANALYST

CIVIL SERVICE COMMISSION

Established
01/01/2010

Full Time 1

Employees  Goals w Competencies ¥  Trainings
A My Dashboard > Employee Detail
g
Analyst
Employee # 12345678 Class Specification:
= = Email: employee@mitraining.com Department:
Position: Departmental Analyst Division:
My Dashboard Address: Online Access:
Employee Start Date:
Performance Performance Schedule:
Active: Yes Separation Date:

Activity Stream
Reports
Org Chart

Manager

m MCSC Employee

m MCSC Emplayee

< Status & Subject
Current Watch PE Tutorial
Current Finish all Job Alds

Click the Pencil
icon to edit
Tasks or Notes

Due D4 tions

017312013

0172212013

@ Notes & Attachments | New |

Created By

& wcsc Employee

% Note £y

Add your note here...

Created On Actions

Click on the Trash
an icon to delete a
Task or Note

0111812013

Page 7 of 8




NEOGOV EE

How To
Module #6

Additional Resources:

NEOGOV PE Tutorial

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

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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