NEOGOV Perform — TRAINING GUIDE

Objective: This Training Guide focuses on navigating NEOGOV Perform (PE)
and how to complete the routine employee and manager tasks that
may arise during a performance evaluation (plan) year.

Pre-Requisite Requirements:

e The Agency is actively using NEOGOV Perform for performance management.
¢ Evaluations (Plans) have been assigned.

Helpful Tips:
e Performance plans can also be called evaluation plans.

e Clicking on the Dashboard menu option or the NEOGOV icon in the upper left-hand corner always
returns a user to their dashboard.

INDEX: Selecting a hyperlink below will take you to the section of interest.
1. Login
2. Overview of NEOGOV Perform
a. Dashboard

Journal Entries

b
c. Check-Ins
d

Employee Details

i. Reports

ii. Organization Chart
e. Menu Bar (Employees, Performance Evaluations, Library, Trainings, Reports)
f. Other Items (Search bar, email, calendar, profile menu)

Performance Evaluation (Plan) Overview

4. Add Content to Performance Evaluation (Plan)
Add/Delete Objectives

Assignment of Bulk Objectives

Add/Delete Comptencies
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Notes and Attachments within the Evaluation
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Acknowledgement of Evaluation (Plan) (Employee)

Ratings
Acknowledgement of Rating (Employee)
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LOGIN
NEOGOV Perform can be accessed by using the following link:

https://login.neogov.com/signin?siteCode=PE

NEOGOV Perform can also be accessed via the HR Gateway on the Civil Service Commission website.

MCSC

Michigan Civil Service Commission

MCSC Quick Links

Commission
¢ Job

Career Services
Featured Careers Specifications/Pay

m = ‘ Assistance Payments Worker and Services * Compensation Plan

1. Account Activation
a. Employees will receive an Activate Your NEOGOV Perform User Account email. Using your
State of Michigan email address as the Username, a link to create an account Password will
be included. The activation link within the email is active for 24 hours and will expire. If an
activation email was not received, or 24 hours has passed, please send an email to MCSC-
NEOGOV@michigan.gov for assistance.

b. Log into the NEOGOV Perform website by entering your Username and Password. Click on
the Log In button.

2. Forgot Password
a. Toreset a password, click on Forgot your username or password? on the login screen. It
is located below the sign in box. Enter your email address and a link will be sent that includes
your username and a link to reset your password.

NEOGOV

Username

Password
All fields are required

Forgot your username or password?
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Dashboard

The employee dashboard serves as the personal homepage in NEOGOV Perform. It contains a section for
assigned tasks and icons/links to employee performance evaluations.

1. The My Tasks section displays a complete list of current tasks for the employee, including personal
tasks that have been created. Additional tasks related to assigned performance evaluations (plans)
for the employee will also display in this section. Tasks are covered in detail later in this document.
The Related To column indicates the purpose of the task.

2. Only current tasks are displayed by default. Completed, canceled, pending and skipped tasks can be
viewed by clicking on the View All link.

3. Columns can be sorted using the Sort symbol within the column header.

4. The My Evaluations section displays the 3 most recent evaluations (plans) assigned to the
employee. The View All of My Evaluations link goes directly to the Employee Details page where
users can select and view any of their assigned performance evaluation(s) (plans). If more than 3
evaluations have been assigned in the system, the Show More button in the Evaluations section of
the Employee Details page will list all evaluations and make them available to the user.

Note: If you do not have any evaluations (plans) under the My Evaluations section of your
dashboard, please contact your HR Office.

o

Clicking on the title of an evaluation (plan) takes you directly to that Evaluation Details page.

NEOGOV B rpeform

My Tasks viewal a

N}
o
o

&N
)
o

My Evaluations viewal of my evalua o
User Guide-1
[ Jrenthyssepes
Betone Baongs

User Guide-3
E]
S p—

Managers/Supervisors-the dashboard will have a few additional sections/items available:

6. The Manager/Supervisor Dashboard will include assigned direct reports. Their name(s) will appear
beneath the My Direct Reports header. In the direct reports section, you will also see their Civil
Service classification, overdue tasks, and the ability to create journal entries for each employee.

7. The My Tasks section includes tasks related to performance evaluation (plans) for you and your
direct reports.

8. Clicking on the employee card for Direct Report will take you to their Employee Details page where
you can view their position information and their assigned performance evaluation list. The
employee’s Dashboard is not available to the manager/supervisor and will not appear in the list
below their picture.
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NEOGOV B rerform « Q search = 8 = @) mcsemmacs

Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reports v Help v a3 + O
My Tasks viewall >
Total Rating Approve And Sign sign Approve other Overdue
hide table ~
Q
Fortmporee -
A 050972020

[ Add Objectves/Start Evaluation ° MCSC EMPLOYEE User Guide-2

1-10f11tems

My Evaluations view all of my evaluations >
User Guide
Do T Dee31 2020
Sistus: Draft
My Direct Reports

MCSC EMPLOYEE [ 10verdue
PEDepanmental Anslyst ) wiite Joumal

Journal Entries

Journal entries are a helpful tool to foster and encourage communication between managers and direct
reports in NEOGOV Perform. Journal entries can be entered from the Dashboard or Employee Details
page and are available to the rater(s) during a performance evaluation (plan) rating.

e Only the original owner of a journal entry can edit or delete it.

¢ Journal entries are private unless made viewable using the share with feature.

¢ Obijectives and competencies can be tagged in the text of a journal entry which allows for filtering
within the rating card.

e Journal entries can be edited, printed, deleted, or archived by the creator only.
1. After logging in, you will be at your Dashboard.

2. As an employee, to enter a journal entry for yourself you have two options:

e Option 1: Click on the + sign in the upper right hand corner and select Journal Entry. This
option requires the user to enter who the journal entry is about.

Q. Search M EW & OMCSCEMPLOYEEV

n 8 & O

& Journal Entry

Click on the "+"
sign and select
Journal Entry

o A slide-out window opens. Enter who the journal entry is about, the text of the
journal entry, and tag whomever the entry should be shared with.
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= Tagging Objectives/Competencies: Objectives/Competencies located in existing
evaluations can be tagged by typing the “@” symbol and the beginning of the
objective/competency. For example, @adapt would result in adaptability being
available for selection within the journal entry text.

o Click on Save.

Journal Entries Hub | Close |

Type and select your name,
Who is this entry about? * or the name of the person the
Share with ... journal entry is about
Employee ((mosc emprovee ~ )

(0]

Select who, if
anyone, the journal
entry should be
shared with here

Direct Manager's
Manager

B I U - | P

Enter your name above and select it so it populates the "who is this entry about?" box.

Note: ¥ou can U;Eeiﬁgﬂc Enter journal entry text here, Objectives/Competencies in evaluations can be tagged by typing an "@" sign.

ries o

Example: @adapt
Item Evaluation .
Enter the journal entry
Adaptability (200) User Guide-1 text here and tag any
Adaptabilty (200) User Guide-3 associated

objectives/competencies

Discard Draft Keep as Draft

o When finished, click on the Close button to return to the previous page.

Journal Entries for MCSC EMPLOYEE Click on Close to Close ‘

return to the
previous page

* Flelds are required.

e Option 2: Use the drop down arrow next to your name (upper right hand corner) and select
My Profile. This option automatically populates your name for who the journal entry is about as
it's your Employee Details Page.

M E & :1: MCSC EMPLOYEE

My Profile

Change Password

Select My Sign Out
Profile

1

Cwerdue

o After selecting My Profile, the system will take you to your Employee Details Page. Click
on Journal Entries in the upper right hand corner.
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B EH = OEMPLOVEE v

NEOGOV
Click on —
loyees  Library v Help v Journal a3 + O
Entries
MCSC EMPLOYEE {] Upload Document & Journal Entries | 7
PE-Departmental Analyst | PE-ON TEST DEPT
Employee Details Evaluations Tasks Development Plans Documents

) Employee Details

Employee Information Hierarchy

o After clicking on Journal Entries, a slide-out window opens. Enter the text of the
journal entry, and tag whomever the entry should be shared with.
= An employee name does not need to be entered as the system recognizes that it's
a journal entry entered from the Employee Details page and automatically assigns
it to that employee.

= Tagging Objectives/Competencies: Objectives/Competencies located in existing
evaluations can be tagged by typing the “@” symbol and the beginning of the
objective/competency. For example, @adapt would result in adaptability being
available for selection within the journal entry text.

o Click on Save.

Journal Entries for MCSC EMPLOYEE ‘ Close ‘

* Flelds are required.

Share with .. 1 B I U = == = &

Employee

Manager(s) © Enter journal entry text here. Obejctives/competencies in evaluations can be tagged by typing an “@" sign.

Direct Manager's Example: @adapt
Manager Item Evaluation
Select who, if Adaptability (200) User Guide-1

alyr‘;:;!;hh:ui;ug:gal can use 1ags 1o Adaptabiiity (200) User Guide-3
shared with here ournel entries to Enter the journal entry

text here and tag any

associated
objectives/competencies

I appear Ina
n menu. Tagging
plicable to journal

one user ata
ve 10 toolber. Press ALT ~ 0 for Hel
raft Autosaved )5/2020 O1:13:39 PM

Discard Draft Keep as Draft m

o When finished, click on the Close button to return to the previous page.

Journal Entries for MCSC EMPLOYEE Clickon Closeto At 0%
return to the
previous page

* Flelds are required.
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3. As a manager, journal entries can be entered for direct reports by finding the employee in the My
Direct Reports section of the dashboard, and clicking on the blue paper icon titled Write Journal
located in the employee information card.

NEOGOV B Perform

Dashboard ~ Employees  Performance Evaluations ~  Library ~  Repors ~  Helpv

My Tasks viewall >

1 0 0 0 0 1 1
Total Rating Approve And Sign sign Approve Other Overdue

hide table ~

forbmperss -
A 0509

% Add Objectves/Start Evaluation MCSC EMPLOYEE User Guide-2

1-1

My Evaluations view all of my evaluations >
User Guide
Due: Thu, Dec 31,2020
Status: Draft

My Direct Reports

I Click on the blue paper
~ 10verdue
PE-Departmental Analyst £ Write Joumnal

o After clicking on Write Journal, a slide-out window opens. Enter the journal entry text, and
tag whomever the entry should be shared with.

o Tagging Objectives/Competencies: Objectives/Competencies located in existing
evaluations can be tagged by typing the “@” symbol and the beginning of the
objective/competency. For example, @adapt would result in adaptability being available
for selection within the journal entry text.

¢ Click on Save.
Journal Entries for MCSC EMPLOYEE | Close ‘

* Flelds are required.

Share with . 1 B I U 1= = ® &

Employee
Manager(s) @ Enter journal entry text here. Obejctives/competencies in evaluations can be tagged by typing an "@" sign.
Direct Manager's Example: @adapt
Manager Item Evaluation

Select who, if Adaptability (200} User Guide-1

anyone, the journal
entry should be
shared with here

bilfy (200) s 3
Note: You can use 1595 10 Adaptability (200) User Guide-3

assoclate Journal entries 1
Ol

Enter the journal entry

text here and tag any
associated
objectivesicompetencies

ove ta tooibar. Prass ALT 0 for Help. ,EI
on 06/05/2020 0113:39 PM

Discard Draft Keep as Draft m

¢ When finished, click on the close button to return to the previous page.

Journal Entries for MCSC EMPLOYEE Click on Close to Clos

return to the
previous page

* Felds are required.
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4. Journal entries can also be added directly from Outlook. To send an email from Outlook to NEOGOV
Perform:

a. Enter the email address journals@neogov.net into the “To” section.

b. Inthe “Subject”, enter the employee name (only) for whom the journal entry is for. The
employee name must be spelled correctly and match the employee information in Perform.

c. Content entered in the email will be loaded as the journal entry. After entering the journal
entry content, type End journal so that the system can exclude signatures and other
miscellaneous text from being included in the journal entry.

Insert Options Format Text Help Q Tell me what you want to do
- " =, = a1 ©° ) 1) ™, » % v
Calibri(Boc={11 ~ A A :=~i==+ & I«.’.: v\a@) b ‘ / |* Follow Up .’
o ; ! High Importance
Paste | B I U . A-B=E= &= Address Check Attach Attach Signature Office
. ¥ Format Painter = = = == | Book Name: | Fila~ Itam*> - ¥ Low Importance  Add-ins
Clipboard s Basic Text e Names Include Tags » Add-ins
To... journals @nsogov.net;
S5 Ce.
Send
yubject Joe Smith

Joe did an excellent job in his presentation today.
End journall

Check-Ins

1. If a check-in task is assigned to you, when the evaluation is at that step in the process, you will
receive an email regarding the task. It will also show up in the Tasks section of your dashboard.

a. Wait until the task Due Date before completing the Check-In Task.

b. If the Check-In is part of a sequence of tasks, as soon as the current Check-In is completed,
the next Check-In task in the sequence will populate on your dashboard. It is important to
verify the task Due Date before completing it. Once completed, the task cannot be unlocked
or moved back in the process.

2. Onthe Dashboard click on the Check-In Task to be completed.
NOTE the following:
e The Task Name is Check-In
e The Employee associated to the Check-In Task
e The Evaluation that the Check-In Task is located
e The Due Date of the Check-In Task

Click on the task
name
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3. Inthe Check-In Window answer the required question. Journal Entries and previously entered
Check-Ins are available to add to the comments box. Click on Save.

NEOGOV [ rerd

Dashboard ~ Employees  Pel

£z Vser Guide-
g Evaluation Check-In for MCSC EMPLOYEE

My Tasks viewall > arequired field.

-

'] Describe accomplishments, challenges, and opportunities for the check-in period. =

Total 1 5
B I U iz i = % |7

hide table ~

BB Checkin

Add text here to answer the above question |

Journal Entries and
i ntered Check-

My Evaluations yviewal il

User Guide
Due: Thu, Dec 31, 20;
Statie: Draft

4. After clicking on Save, you will be taken back to your Dashboard. The completed Check-In task will
no longer appear in the Task section; however, the next Check-In sequence will be available (if
applicable) with a future due date. Do not complete the next Check-In until it is due.

Employee Details

1. Employee Details contains employee information such as position (Civil Service classification),
department, and start date. The items can be viewed two ways, via scrolling or by clicking on the
tabs along the top (Employee Details, Evaluations, Tasks, Development Plans, Documents)

2. This page also has the Performance Evaluation and Development Plan sections. Performance
Evaluations (Plans) will include your current performance evaluation (plan) including the name, type
of plan (periodic or probation), and due date. Development Plans are not required but can be
created to track development of skills for future career growth.

NOTE: Development plans are rated in NEOGQV Perform.

3. The Hierarchy section displays organizational placement based on reporting relationship. The data
that displays is based on settings controlled by security.

4. To return to your Dashboard, click on the NEOGOV logo at the top left of the screen. Or the
Dashboard menu option.
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NEOGOV B rerform + Q, searcn 8B Omscmnovss w

Dashboard ~ Employees  Library ~  Help v mo@z3 + O
n MCSC EMPLOYEE {1 Upload Document ] Joumal Entries | 10
PE-Departmental Analyst | PE-ON TEST DEPT
Employee Details Evaluations Tasks Development Plans Documents
=) Employee Details o
Employee Information Hierarchy
POSITION TITLE DEPARTMENT DIVISION
PE-Departmental Analyst PE-ON TEST DEPT l e
PE DEPARTMENTAL SPECIA.
CLASS SPEC ACTIVE ONLINE ACCESS o
PEDEPARTMENTAL ANALYST,  Yes Activated 1 MCSC MANAGER
DEPARTMENTAL ANALYST, PEHUMAN RESOURCES MG
DEPARTMENTAL ANA i
R 2=
EMPLOYEE NUMBER START DATE PE-Deparmertal Anal
mrmz 06151201 View Company
EMAIL

MCSCEMPLOYEEGMICHIGAN...

EXCLUDE FRGM AUTOMATIC OR BULK EVALUATION CREATION

DIREGT MANAGER ADDITIONAL MANAGER(S)
MCSC MANAGER -

Evaluations o

E] ser Guide-1 [ user Guide-2 [l user Guide:3
Due: Thu. Dec 31, 2020 Type: Perladic Due: Thu, Dec 31,2020 Type: Perlodic Due: Thu, Dec 31, 2020 Type: Perlodic
Completed: - Archived: Ne Completed: - Archived: Ne Completed: - Archived: Ne
Status: Before Ratings Actions: Status: Before Ratings Actions: Ststs: Approval Actons

E/ Tasks

No Results Found

No Items to display

E]lﬂ Development Plans o

No Results Found

D Documents

Note: The maximum allowed file size Is 20MB (] Upload Document n

Q FileName Q Uplased on m

ROCSS Security Form for Access docx 06/05/2020 13:09:30 th

Menu Bar
Dashboard

1. The Dashboard is available to navigate back to your dashboard when working in other areas of the
product line; such as, the employee details page, evaluation details page, etc.

Employees
1. For an employee (who isn’t a manager) the Employee List will display only your employee

information. To access your employee profile, click the first name, last name, or employee number,
which will take you to the Employee Details page discussed previously in this document.
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NEOGOV PE Perform

Employees  Library - + ©

Employee List

Show All Employees Z Bulk Action:

n 456327 EMPLOYEE MCSC MCSC MANAGER PE-Human Resources 05/07/2006 Activated Yes

1-1of 1items

2. For an employee (who IS a manager), the Employee List will display your own employee record as
well as the employees below you in the organization. To access a profile, click the first name, last
name, or employee number. This will take you to the associated Employee Details screen.

Employees  Performance Evaluations -  Library -  Trainings  Reports - + ©

Employee List
Shew All Employees & Bulk Actions 11l Y a

if 123789 MANAGER MCSC HR USER PE-HUMAN RESOURC 06,/22/2002 Activated Yes

n 456321 EMF‘LOVJ% MCSC MCSC MANAGER PE-Human Resources .. 05/07/2006 Activated Yes

Performance Evaluations

1. This menu option is only available to managers based on the assigned security role in the system.
2. From the Performance Evaluation list, a manager can assign objectives in bulk, export items to

Microsoft Excel, or print the selected evaluations. Assigning objectives in bulk is covered in the Bulk
Objectives section of this document.

NEOGOV  PE Perform Q searc

Actions Dene
Employees  Performance Evaluations - Library - Trainings  Reports -
EXPORT ACTIONS
Evaluation List Export to PDF (for
T Evalustion List & Bulk Actions Export to Excel @
Q Department Lo A Type Export ta CSV @

EVALUATION BULK ACTIONS

Job Aids 456321 MCSC EMPLOYEE BE-CIVIL SERVICE COMMISSION MCSC MANAGER  Pericdic Assign Objectives @
Job Aids 123733 MCSC MANAGER BE-CIVIL SERVICE COMMISSION HR USER Pericdic
Print E]
Job Aids-2 1237829 MCSC MANAGER PE-CIVIL SERVICE COMMISSION HR USER Periadic
Job Aids-3 123788 MCSC MANAGER PE-CIVIL SERVICE COMMISSION HRUSER Periodic
Job Aids-2 456321 MCSC EMPLOYEE PE-CIVIL SERVICE COMMISSION MCSC MANAGER  Periodic
Job Aids-3 456321 MCSC EMPLOYEE PE-CIVIL SERVICE COMMISSION MCSC MANAGER  Periodic
Job Aids-1 456321 MCSC EMPLOYEE PE-CIVIL SERVICE COMMISSION MCSC MANAGER  Periodic
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Library
1. Objective List:
a. Departmental objectives will appear in the Objective List as they are added by departments.
Objectives can be added to an evaluation using “From Library” which will be covered in the
Evaluation section of this document.

b. Objectives can be exported to Microsoft Excel or Adobe PDF using the Bulk Action tool.

Objective List

T View Current & Bulk Actiznz
n_ & Beecrption
1901 C5C Follow the Approved I&wdard ze.. Follow the approved standardized office set-up. Use consistent and uniform org... Department Plan Yes No

2. Competency List:
a. The competency list is a comprehensive listing of all State of Michigan competencies
available for performance evaluation (plans).
i. NOTE: Hovering over the description of the competency will display the complete
text.

b. Competencies can be exported to Microsoft Excel or Adobe PDF using the Bulk Action tool.

Competency List

View Current | | A Bulk Actions b 2] B

Q, Deseription

Action Orientation (Judicial Prof) Initiating action with & drive to achieve and to be successful in whatever they st Judicial Professional Yes No

Adaptability (100) Maintaining effectiveness when experiencing major changes in personal work ta..  Group 1 Competancies Yes No

Adaptability (200) Maintaining effectiveness when experiencing major changes in personal work ta..  Group 2 Compstencies Yes No

Adaptability (310) Ik Maintaining effectiveness when experiencing major changes in personal work .. Group 3 Manager Competencies  Yes No

Adaptability (320) Maintaining effectiveness when experiencing major changes in personal work ta..  Group 3 Supervisor Compstenc..  Yes No

Adaptability (400) Maintaining effectiveness when experiencing major changes in personal work ta~  Group 4 SES Yes No
Re po rts

This menu option is only available to the Manager role. Managers can run reports related to their direct
reports. Reports, in detail, will be covered in the Reports section of this document.

Help
The Help menu option provides text/tutorials and helpful hints provided by NEOGOV based on the global

use of the product. The information is not specific to the State of Michigan use and/or configuration of the
product.

12| Page




Other Items

1. Also available along the upper-right of your screen is a search bar and links to your Messages,
Calendar, and Task Listing (all specific to NEOGOV Perform).

2. Further, if you hover over your Name a profile menu will display. This menu provides quick access to
your employee profile (My Profile), Change Password, or Sign-Out.

3. To exit NEOGOV Perform, click on Sign Out.

M E & MESCMAHAEEHV

My Profile
Change Password

Sign Out

Performance Evaluation (Plan) Overview

Employee performance evaluations (plans) will be established for all employees. These evaluations will
include tasks to acknowledge the evaluation (plan) and ratings. In addition to the acknowledgement, these
evaluations may also include tasks to self-rate your own plan. You will see these tasks in your My Tasks

section of the dashboard. Once a task is completed, it is removed from the “current” view of the My Tasks
section on the dashboard.

NOTE: The acknowledgement task will not populate in the tasks section of the dashboard for the
employee until the performance evaluation (plan) has been started by the manager/supervisor. How
to acknowledge a performance evaluation (plan) and rating is covered in the Acknowledgement of

Evaluation (Plan) and Acknowledgement of Rating sections of this document.

[NI=faYa¥e(V} @ rerform v 8 B = Omscmﬂov&
NEOGOV
Dashboard ~ Employees  Library +  Help v &7 +
My Tasks viewall >
Total Rating Approve And Sign Sign Approve Other Overdue

hide table A

Q
Fortmpores -

Sign User Guide-1 for MCSC EMPLOYEE y MCSC EMPLOYEE User Guide-t A 0271912020
- Signature Tasks

Sign User Guide-2 for MCSC EMPLOYEE MCSC EMPLOYEE User Guide-3 12/30/2020

@ e

1-20f21ems

My Evaluations view all of my evaluations

User Guide-1 User Guide-2 User Guide-3
Due: Thu, Dec 31, 2020 Due: Thu, Dec 31,2020 Due: Thu, Dec 31, 2020
Status: Before Ratings Stztus: Before Ratngs

Stz Approval
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1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the
dashboard.

NOTE: Only the most recent 3 evaluations will display as evaluation cards on the dashboard.
They are sorted by due date in descending order.

scocoy B perform v

Dashboard ~ Employses  Library v Help v

My Tasks viewall >

2 0] 0] 2 0 0 1

Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
q
o] Sign User Guide-1 for MCSC EMPLOYEE MCSC EMPLOYEE User Guide-1 A 021972020

§  sign User Guide-3 for MCSC EMPLOYEE MCSC EMPLOYEE User Guige-3 121302020

Click on View All of My
Evaluations to go to the
Employee Details page where
the specific evaluation can
then be selected

1-20of 2 ltems|

My Evaluations viewallofm >
User Guide-1 User Guide-2 User Guide-3
El Joasiysmpes BN .. oecan 220 Bl . omc 51 200
‘Status: Before Ratings: Status: Before Ratings Status: Approval

a. Clicking on the Evaluation Card will take you directly to the related Evaluation Details page.

Click on the specific
evaluation card to be
taken directly to the
evaluation selected

b. Clicking on View All of My Evaluations will take you to the Employee Details page where
the performance evaluation (plan) will be listed in the Performance Evaluations section of
the page.

i. From the Employee Details page, click on the evaluation (plan) name.

NEOGOV [ rerform v Q scarch = &8 = @) vocewon
Dashboard ~ Employees  Library ~  Help ~ a7 + ©
MCSC EMPLOYEE 1 Upload Document & Journal Entries | 10
PE-Departmental Analyst | PE-ON TEST DEPT
Employee Details Evaluations Tasks Development Plans Documents
Employee Information Hierarchy
POSITION TITLE DEPARTMENT DIVISION
PE-Departmental Analyst PE-ON TEST DEPT 1 CHRISTINE SPITZLEY
PE.DEPARTMENTAL SPECIA..
CLASS SPEC ACTIVE ONLINE ACCESS H
PE-DEPARTMENTAL ANALYST,  Yes Activated MCSC MANAGER
DEPARTMENTAL ANALYST, b PEHUMAN RESOLRCES HG..
DEPARTMENTAL ANA i
i 1 You
EMPLOYEE NUMBER START DATE SEmICE Ll
12 061151201 View Company
EMAIL

MCSCEMPLOYEEGMICHIGAN..

EXCLUDE FROM AUTOMATIC OR BULK EVALUATION CREATION
No

DIRECT MANAGER ADDITIONAL MANAGER(S)
MCSC MANAGER -

Evaluations
Click on the Evaluation
Name to access the
evaluation content
E] User Gulde-1 E user Guide-2 [ User Guide-3

Due: Thu. Dec 31, 2020 Type: Perlodic Due: Thu. Dec 31,2020 Type: Perlodic Due: Thu. Dec 31,2020 Type: Perlodic
Completed: - Archived: No Completed: - Archived: No Completed: - Archived: No
Status: Before Ratings Actions: Status: Before Ratings Actions: Staws: Approval Actions

3nems
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Evaluation Details Page:

1. The top of the Evaluation Detail page lists information specific to the performance evaluation (plan)
including name, due date, current status, type (periodic or probation), position, and department.

2. The performance evaluation (plan) will be in Draft Status upon receipt and will remain in that status
until it is started by the manager. Changes can be made to objectives and competencies in the plan
until the Manager/Supervisor has started the evaluation

3. Most agencies have established performance evaluation (plan) dates. The dates you receive will
reflect the established dates for your agency or organizational unit including the Due Date.

4. The Overall Rating will display as Pending until the performance evaluation (plan) rating has been
completed by the manager/supervisor.

5. If your agency is using a paper performance plan process, you will be notified and provided
instructions on using the Print a Blank Rating Form function.

a. The Print button does not populate the content of the evaluation, such as rating comments for
the employee, until the rating has been completed and submitted by the rater
(manager/supervisor).

NEOGOV [ rerform

Dashboard ~ Employees  Library ~  Help & o83 + ®
User Guide-1
1 Due Date: Thu. Dec. 31, 2020 o
> o .
MCSC EMPLOYEE

Position:

PE-Dep: Analyst

Department
PE-ON TEST DEPT

View Org Chart

6. The Evaluation Details page will default to displaying the Evaluation Content.

a. Objectives are the individual actions the manager/supervisor and employee agree will be
rated in this performance evaluation (plan) for the rating period. Objectives should be
SMART (Specific, Measurable, Attainable, Relevant, and Time-Based). Please see your HR
Office if you need assistance in creating or understanding SMART objectives.

i. Add/edit/delete Objectives: Employees/Managers can add, edit, and delete
objectives until the performance evaluation (plan) is started.

1. To edit objectives after the evaluation (plan) is started, use the pause button
and make the changes. Once the changes have been made, the manager
needs to click on the Start button to regenerate the acknowledgement task for
the employee.

NOTE: Only the user entering the objective can edit or delete it.

b. Competencies are assigned to the performance evaluation (plan) based on Equitable
Classification Plan (ECP) Group.

15| Page




i. Add/edit/delete Competencies: Employees/Managers can add, edit, and delete
competencies until the performance evaluation (plan) is started.

1. To edit competencies after the evaluation (plan) is started, use the pause
button and make the changes. Once the changes have been made, the
manager needs to click on the Start button to regenerate the
acknowledgement task for the employee.

c. Some Managers/Supervisors may solicit employee assistance in the addition of
competencies. Other Managers/Supervisors may complete all the evaluation (plan) updates

NEOGOV @ petform ~ Q search [ G MCSCEMPLOYEE v
Dashboard ~ Employees  Library ~  Help ~ a3 + O®
User Guide-1
1 Due Date: Thu. Dec. 31, 2020
e -
MCSC EMPLOYEE
Position:
PE-Departmental Analyst EVALUATION DETAILS SCORES EMPLOYEE DETAILS
Department: Cumrent Status: Before Ratings Position: PE-Departmental Analyst
PE-ON TEST DEPT OVERALL RATING
Type: Periodic Depanment: PE-ON TEST DEPT

View Org_Chart Pending

(S}

My Dashboard Process Content] Content Section is
- selected to display
Manager(s) ORJECTIVE SECTION | STANDARD 3 POINT SCALE
1 SMART OBJECTIVES
Objective Section -
Description Progress

Adding an Objectve for the User Guide Adding an Objective for the User Guide 0% r——

COMPETENCY SECTION | STANDARD 3 POINT SCALE

COMPETENCIES

e _ Secwien
Section

Adaptability (200) Malnalning effectiveness when experiencing major changes In PErsonal Work 1asks or the WOrK environment: agjusting &ffectively to WOrK WIthin new Wark SrUCtUres, processes, requirements or cultures.

Customer Focus (200) Making customers and their needs a primary focus of one’s actions; developing and sustaining productive customer relationships

7. Notes/Attachments can be added within the evaluation with items specific to the rating period.

NOTE: This section cannot be modified once entered. Please contact the NEOGOV mailbox
at MCSC-NEOGOV@michigan.gov for assistance in editing/removing content from this
section.

Notes & Attact
Notes & Attachments Button + Add Motes & Attachments

8. The Process Timeline portion of the performance evaluation (plan) includes the following:

a. Evaluation (Plan) Acknowledgements are defaulted via the performance evaluation (plan)
program. The acknowledgement is used to have an employee certify that they have seen
and reviewed the objectives and competencies assigned in the performance evaluation (plan)
that will be used for the current rating period.

NOTE: The evaluation (plan) acknowledgement task is not available to an employee until the
performance evaluation is started by the manager. How to acknowledge a performance
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evaluation (plan) is covered in the Acknowledgement of Evaluation (Plan) section of this

document.
NEOGOV [ Perform Q_ Search M B O MCSC EMPLOYEE v
Dashboard  Employees  Library v Help v s 083 + O
User Guide-1

1 Due Date: Thu. Dec. 31, 2020

MCSC EMPLOYEE

Position:

PE-Departmental Analyst EVALUATION DETAILS SCORES EMPLOYEE DETAILS
Department: Current Status: Before Ratings Pesition: PE-Departmental Analyst
PE-ON TEST DEPT OVERALL RATING
Type: Periodic . Department: PE-ON TEST DEPT
View Org Chart Pending
(0] 0]
My Dashboard
Y Process Content +Add Task
Manager(s) Before Ratings
1 Employee
- Acknowledgment of Status
Signature Plan ésk Due Current Step is required
MCSC EMPLOYEE A Wed, Feb 19, 2020 Yes
fed, Feb 19, 06/05/2020

b. Self/Peer Ratings can be used to assign a self/peer rating to the performance evaluation
(plan). Please contact your HR Office to have self/peer ratings added to the evaluation (plan).

c. The Rating of Record (supervisor/manager rating) is assigned on the performance
evaluation (plan) program.

NOTE: The manager/supervisor is required to rate the employee before the performance
evaluation (plan) due date. The manager/supervisor rating due date in the example below is
Dec 31, 2020. The manager/supervisor serves as the Rater of Record.

NEOGOV B8 vperform v Q Search M B = O MCSC EMPLOYEE

Dashboard ~ Employees  Library ~  Help v & 3 + G

Process Gontent + Add Task
—
Before Ratings
MCSC EMPLOYEE

. . Status
Position: Signature Due Current Step s required
PE-Departmental Analyst MCSC EMPLOYEE A\ Wed, Feb 18, 2020 0610812020 Yes

Department:
PE-ON TEST DEPT

View Org_Chart

Ratings
: Status
Rating Due Complated Step is required Weight
My Dashboard MCSC EMPLOYEE Thu, Dec 17, 2020 P 22P2020 No 0%
) ManageriSupervisor Siotis
Manager(s) 2 Rating Rating .:r Record Due pending Stepisrequired  Weight
MCSC MANAGER 8 Thu, Dec 31, 2020 061052020 Yes 100 %

3 3

d. The Rating Acknowledgements are defaulted via the performance evaluation (plan)
program. The rating acknowledgement is used to have the employee certify that they have
seen and reviewed the performance evaluation (plan) rating for the current rating period.
How to acknowledge a performance rating is covered in the Acknowledgement of Rating
section of this document.
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NEOGOV B8 Pperform v Q Search M B = 0 MCSC EMPLOYEE

Dashboard ~ Employees  Library Help v o om + O
—
1 Before Ratings
. Status
Signature Due Current Step is required E
MCSC EMPLOYEE MESC EMPLOYEE A\ Wed, Feb 19,2020 0610512020 Yes
Position:

PE-Departmental Analyst

Department: Ratings
PE-ON TEST DEPT
. Status
View Org Chart Rating Due Comploted Stepisrequired  Weight
MCSC EMPLOYEE Thu, Dec 17, 2020 omplete N 0%
. Dec 17, 01/22/2020 ° »
My Dashboard ) Siatus
2 Rating Due Pending Step is required Weight
MCSC MANAGER Thu, Dec 31,2020 06/05/2020 Yes 100 %
Manager(s)
1 After Ratings
R Employee Rating Status
3 Signature Acknowledgement step Due pend Step is required
MCSC EMPLOYEE Thy, Dee 31, 2020 ending Yes
: : 01/22/2020
Evaluation Due Date Thu, Dec 31, 2020

e. Tasks can be added to the performance evaluation (plan) and will be covered in the
Notes/Attachments/Tasks section of this document.

9. When the performance evaluation (plan) is ready for employee acknowledgement, the
Manager/Supervisor will start the evaluation (plan). Once the evaluation (plan) is started, changes
cannot be made to the evaluation (plan) unless it is reverted to draft status by using the Pause
Evaluation button at the top of the evaluation. This will be covered in more detail in the Edit/Start
Performance (Evaluation) Plan section of this document.

10. After the performance evaluation (plan) is started, an email is sent to the employee asking them to
acknowledge the evaluation (plan). After the acknowledgment of the evaluation (plan), if additional
acknowledgements or employee self ratings are not required, a Rate task and button appears for the
manager indicating the evaluation (plan) is ready for rating. (A rate task/button will only populate for
the employee if a self-rating is assigned to the evaluation).

11. Once ready for acknowledgement/review, the Status of the performance evaluation (plan) changes
from Draft to Before Ratings.

12. The performance evaluation (plan) content, such as objectives/competencies, can now be printed
using the Print feature.

NEOGOV [ rerform v Q search = B & O MCSC EMPLOYEE
Dashboard ~ Employees  Library v Help v s 8 + ®
User Guide-1
Due Date: Thu. Dec. 31, 2020 Print Button-The options available
are based on user security seftings
U - Rating comments are not available
P sian () Brint. to the employee until after the
MCSC EMPLOYEE manager submits the rating
Position:
PE-Departmental Analyst EVALUATION DETAILS SCORES EMPLOYEE DETAILS

Department: Current Status: Before Ratings
PE-ON TEST DEPT OVERALL RATING

Type: Periodic Pending Department: PE-ON TEST DEPT
View Org Chart .
Status ®

Position: PE-Departmental Analyst

©
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Add Content to Performance Evaluation (Plan)

1. After logging in, from the Dashboard, one of the following will apply:
a. Employee—Click on the performance evaluation (plan) card that you wish to view/edit,
which will take you directly to the related Evaluations Details page. Or, click on the link
View All of My Evaluations to go to the Employee Details page where the performance
evaluation (plan) will be listed in the Performance Evaluations section of the page.

meocoy B8 perform v

NEOGOV

Dashboard ~ Employees  Library ~  Help~ onooa +
My Tasks viewall >
Total Rating Approve And Sign sign Approve Other Overdue
hide tabie ~
q
- > | Freoe : | T -
¥ sign User Guide-1 for MCSC EMPLOYEE MCSC EMPLOYEE User Guide-1 A 0219/2020
§  sign User Guide-3 for MCSC EMPLOYEE MCSC EMPLOYEE User Guide 3 12/30/2020
Click on View All of My
Evaluations to go to the 1-2 of 2 items|

Employee Details page where
the specific evaluation can
then be selected

My Evaluations view all of m >
User Guide-1 User Guide-2 User Guide-3
Due: Thu, Dec 31, 2020 Due: Thu, Dec31. 2020 Due: Thu, Dec 31, 2020
Ststus: Before Ratings Sistus: Before Ratings Ststus: Approval

b. Manager—Click on the direct report whose performance evaluation (plan) you wish to
view/edit/start. In doing so, you will be taken to your direct report’'s Employee Details page
(covered in the Overview of NEOGOV PE) where you can select the Performance
Evaluation (Plan) to add content and then “start” by clicking on the Start button.

Click on the specific
evaluation card to be
taken directly to the
evaluation selected

NEOGOV B8 Pperform v Q_ Search M B = OMCSCMANAEER

Dashboard Employees Performance Evaluations Library Reports Help v fii} = —+

1 1 0 0 0] 0 0

Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
Q
b4 Rating For MCSC EMPLOYEE's User Guide-2 MCSC EMPLOYEE User Guide-2 12/312020
1-1of 1items

My Evaluations view all of my evaluations »
User Guide
Due: Thu, Dec 31, 2020
Status: Draft

My Direct Reports

Click on the
Employee
card
>
MCSC EMPLOYEE & G
PE-Departmental Analyst {E] Write Journal
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NEOGOV 8 Perform v Q Search M B & 0 MCSC MANAGER 1

Dashboard Employees  Performance Evaluations ~~ Library Reponts Help v Jis] & +

MCSC EMPLOYEE & Journal Entries | 6
PE-Departmental Analyst | PE-ON TEST DEPT
Employee Details Evaluations Tasks Development Plans Documents
—

DEPARTMENTAL ANA :

i l MCSC EMPLOYEE

EMPLOYEE NUMBER START DATE PE-Departmental Anal..

T2 06/15/2011 View Company

EMAIL

MCSCEMPLOYEE@MICHIGAN....

EXCLUDE FROM AUTOMATIC OR BULK EVALUATION CREATION
No

DIRECT MANAGER ADDITIONAL MANAGER(S)
MCSC MANAGER -

0]
Evaluations
Preview Timeline
Select the
Evaluation to Add
. Content §
] User Guide-1 [E] User Guide-2 User Guide-3
Due: Thu. Dec 31, 2020 Type: Periodic Due: Thu. Dec 31, 2020 Type: Periodic Due: Thu. Dec 31, 2020 Type: Periodic
Completed: - Archived: No Completed: - Archived: No Completed: - Archived: No
Status: Before Ratings Actions: Status: Rating Actions. Status: Approval Actions:

Add/Delete Objectives

1. After selecting the specific evaluation (discussed above), on the Evaluations Details page, click on
Add Items and select New Objective. Department strategic objectives will be available with the
From Objective Library option. If your department is using this functionality, you will be instructed
on what to select from the library. The State of Michigan is ONLY using From Objective Library
and New Objective.

NOTE: Employees can edit/add/delete objectives until the performance evaluation (plan) is
started by the manager.

NEOGOV [ rerform Q Search 2 @ & @) mscwnacm
Dashboard ~ Employees  Performance Evaluations - Library +  Repors ~  Help v a3 + ©
User Guide-1
1 Due Date: Thu. Dec. 31,2020
S print ~ () stan
MCSC EMPLOYEE
Position:
PE-Departmental Analyst EVALUATION DETAILS. SCORES EMPLOYEE DETAILS
Department: Current Status: Draft Position: PE-Departmental Analyst
PE-ON TEST DEPT OVERALL RATING Y
Type: Perodic Department: PE-ON TEST DEPT
View Org Chart Pending
o o}
Manager(s)
Process  Content
Click on Add Items
ORJECTIVE SECTION | STANDARD 3 POINT SCALE
~+ Add items
SMART OBJECTIVES

From Objective Library

H 0% |

From Class Specification
Adding an Objective for the User Guide Adding an Objective for the User Guide: From Development Plan
From Last Scheduled Evaluation

New Objective
COMPETENCY SECTION | STANDARD 3 POINT SCALE
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2. The Add Objective slide-out window will open. Add the objective title in the Objective Name field.
A due date is not required but can be entered if desired. Add a Description to ensure both the
employee and manager/supervisor are clear on what the objective is intended to achieve and how it
will be measured. Select a Category for the objective. Most objectives will be categorized as
Employee. Under the additional settings tab, a priority can be selected. Reminder settings can
also be set.

a. Obijectives are considered due on the due date of the evaluation. If a separate objective due
date and related reminder settings are configured for a specific objective, the system will send
emails to the employee regarding the objective.

Objective Categories are outlined below:

e Department Plan objectives are associated with the department’s strategic plan, mission,

vision, etc.
e Strategic Plan objectives are associated with the strategic plan, initiatives, projects, business
plan, etc.
o Employee objectives are associated with the employee's activities for the review (evaluation)
period.
% Add Objective R s |

General - =
Click on
Save

Selecta
Category = Category
& select date (MM/DD/YYYY | Employes

Add a
description

ADDITIONAL SETTINGS v

3. Click on Save

4. Repeat these steps for any additional objectives.

5. Each objective is accompanied by a Progress slider bar, which may be used to update the
percentage completed for that objective. The progress bar is not tracked/reported on within the
system. However, report options are available for this information in the Reports menu. (The slider
bar appears on the Evaluation Details page in the Objectives section.)
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Process Content

—

OBJECTIVE SECTION | STANDARD 3 POINT SCALE

-+ Add ltems
SMART OBJECTIVES The progress
slider bar

. e m

H Adding an Objective for the User Guide Adding an Objective for the User Guide — ya X

Add the Objective Title Here Add a description of the objective here. 0% — Z X

6. To Edit an Objective, click on the pencil icon.

NOTE: Only the creator of the objective can edit it. Objectives added as “New Objectives”
can be edited (Objectives added from the Library are not editable).

7. To delete an objective, click on the “X” icon in the Actions column. The system will prompt you to
confirm the deletion of the objective.

Process Content
—

OBJECTIVE SECTION | STANDARD 3 POINT SCALE

+ Add ltems
To Edit-click on the
To Delete-click on R
Add ng an CD ective for the User Guide Aﬂdlng an ODJGEUVEfOI’ the User Guide 0% the "x" icon £ x
Add the Objective Title Here Add a description of the objective here 0% —— Z X

Bulk Objectives

If you are a Manager, the ability to add an objective to multiple employees at the same time is available
using a bulk tool.

1. Inthe Performance Evaluations menu, select Performance Evaluation List.

The Evaluation List will populate, displaying only the employee evaluations associated to the

manager.
NEOGOV [ rerform + Q Search 8 E = Gmscummm =
Dashboard ~ Employees v | Lbrary

h & ©
Select Performance Evaluation List ) n 8 + (d

Performance Evaluation List

2. Onthe Evaluation List, select the employees/evaluations that will receive the objective(s).
Objectives can be added to evaluations in Draft, Before Ratings, and Rating statuses only.

NEOGOV B rerform Q search M @ = 0 MCSC MANAGER
Dashboard ~ Employees  Performance Evaluations ~  Library ~  Repons v Help v o o3 +
Evaluation List
Select the .
© Evalationlist | Bulk Actions Employee/Evaluations that iy B
will receive the Objective(s)
ecords are selected Selecialidrecords  Clear selection
u S ST A= SELs m
@  Usercuded 2 MCSC EMPLOYEE PE-ON TEST DEPT MCSC MANAGER Periodic 12312020 Draft z
User Guide-2 nim2 MCSC EMPLOYEE PE-ON TEST DEPT MCSC MANAGER Periodic 12312020 Rating
User Guide-2 2 MCSC EMPLOYEE PE-ON TEST DEPT MCSC MANAGER Periodic 12/31/2020 Approval
User Guide E] MCSC MANAGER PE-CIVIL SERVICE COMMISSION  CHRISTINE SPITZLEY Periodic 12312020 Draft
1-40f4 tems
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3. Click on the Bulk Actions button. Select Assign Objectives from the Evaluation Bulk Actions
section.

Q ] — —
NEOGOV Perform B Actions | oone
Dashboard ~ Employees  Performance Evaluations ~  Library v Reports ~  Help v

EXPORT ACTIONS

Export to PDF oo
Evaluation List
Click on Bulk Export to Excel id
» Evaluationlist | 4 Bulk Actions Actions

records are selected. Export to CSV. Q

~ ~ ~ ~ ~ ~ - EVALUATION BULK ACTIONS
Q Name Q_Employee # Q Employee Q. Department Q Raters of Record Q Type Q Due Date

Assign Objectives Y
€  User Gude- £E £ MANAGH eriodic 31
@ UserGuced mm2 MCSC EMPLOYEE PE-ON TEST DEPT MCSC MANAGER Perioct 12312020
User Guide-2 2 MCSC EMPLOYEE PE-ON TEST DEPT MCSC MANAGER Periodic 12/312020 Print Select Assign (=
Objectives
User Guide-3 12 MCSC EMPLOYEE PE-ON TEST DEPT MCSC MANAGER Periodic 127312020

User Guide mm3 MCSC MANAGER PE-CIVIL SERVICE COMMISSION  CHRISTINE SPITZLEY Periodic 12/31/2020

4. Onthe Objectives Assignment page, click on the +Objective button to add the Objective. From
Library allows for the assignment of existing Objectives housed in the Objective Library. New
Objective allows for the creation of a new Objective.

NEOGOV B Perform + Q search (= ONGCMANA(;ER

Dashboard ~ Employees  Performance Evaluations Library -  Repors Help v a8 +

Step 2 of 3: Objectives Assignment + Objective:

From Library
Click on +Objective
to add a new
objective

5. Enter the Objective Name, Description, and select a Category (usually Employee). When finished,

click on Save.

%, Add Objective el | E

General
— Save

* Flelds are required

Objective Name *

Enter Objective N . )
Title in the Name Enter Objective Title Here
field
Objective Due Date Category * Selecta
Category

[ select date (MM/DD/YYYY) | Employes e
Description
Enter a description here.
Enter a description l
¥
ADDITIONAL SETTINGS v
REMINDER SETTINGS ~

6. Enter any additional Objectives that should be added to the selected employees via the bulk action
tool. When finished, select Objective for the section where the Objective(s) will be added within the
evaluation. Click on Next.
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Q Search 2 B = GM(E(:MANAGER ~

NEOGOV [ perorm

Dashboard ~ Employees  Performance Evaluations ~  Library +  Reporis ~ Help + a3 + O

Step 2 of 3: Objectives Assignment + Objective

Adding a Bulk Objective Add the description here.

Select Objective for the
section where the
Objective(s) will be added
within the evaluation

Selected Evaluations

_

Q
=

User Guide MCSC MANAGER PE-CIVIL SERVICE COMMISSION  Periodic 12/3112020 Draft No Objeciive Section “

User Guide-1 MCSC EMPLOYEE PE-ON TEST DEPT Periodic 12/312020 Draft No SMART OBJECTIVES -

User Guide-2 MCSC EMPLOYEE PE-ON TEST DEPT Periodic 12/3112020 Rating No SMART OBJECTIVES o
1-3 073 ftems

Click on Next
Cancel [IEAS

7. On the Confirmation page, review the data and click on Submit to add the Obijective(s).

NEOGOV B Peform Q search = 8 = @) vescmacr
Dashboard Employees Performance Evaluations Library Reports Help v i} 3 + @
Q

Step 2 of 3: Confirmation Page

Setstentes - S ¥

MCSC EMPLOYEE User Guide-1 Periodic Draft 121312020 SMART OBJECTIVES Standard 3 Point Scale
MCSC EMPLOYEE User Guide-2 Periodic Rating 121212020 SMART OBJECTIVES Standard 3 Point Scale
MCSC MANAGER User Guide Periodic Draft 121212020 Objective Section Standard 3 Point Scale

1-30f3 tems

o

8. A confirmation page will display when the action is complete.

NEOGOV @@ rerform v Q. searcn 2 @ & () vescmmncer v
Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reports Help a7 + ©®
Step 3 of 3: Bulk Actions Status < Go back

Action progress
If selecting many records, the bulk action may require some time 1o complete. You can check the progress and results of the bulk action on this screen.

© Bulk operation Is complete, records that could not be processed are shown below.

Competencies
1. Onthe Evaluations Details page, to add Competencies to the evaluation (plan), click on Add
Iltems and select From Competency Library or From Class Specification.

NOTE: From Competency Library allows you to select the competencies to add. From
Class Specification adds every competency from the ECP Group to the section.

NOTE: Employees can add/delete competencies until the performance evaluation (plan) is
started.
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2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable
Classification Plan) Group. If you do not know your Group, you can find the information in the
Compensation Manual. The Compensation Manual is available on the Civil Service Commission
(intranet) Insider in the Important Links section or on the Civil Service Commission home page
(internet) under MCSC Quick Links.

a. Click on Section A in the Compensation Manual.

Compensation Plan 10/01/2019 (PDF Version)
« NOTE: The PDF version of the Compensation Plan is static and not updated throughout

the fiscal year

» Section A - Alphabetic List of Classes 10/01/2019

« Section B - Numeric List of Pay Ranges 10/01/2019 £

» Section C - Pay Schedules for Classifications in Performance Pay Programs, Senior
Attorney, IT Analysts/Coordinators P11, State Police Digital Forensics Analyst, Student

Assistants, Transitional and Bargaining Unit TO1 10/01/2019 8

b. Locate your HRMN Position Description (job classification) and review the information in the
Job Class column. CL1is Group 1; CL2 is Group 2; CL3 is Group 3 (there is a Group 3
Manager and a Group 3 Supervisor); CL4 is Group 4.

Compensation Plan Section A
Salary Pay Job™ . Job  10/01/2019 10/01/2019

HRMN Position Description Grade Core Pos Code Schedule Unit Exempt Class Plan Shift Cat Class Minimum  Maximum
Account Examiner Supervisor-1 12 ACEXSPV1 NERE-180 Y51 Y H BWE1 Y 5 CL3 $24.34 $35.59
Account Examiner Supervisor-2 13 ACEXSPV2 NERE-182 Y51 Y H BWE1 Y 5 CL3 $26.02 $38.83
Account Examiner Supervisor-3 14 ACEXSPV3 NERE-186 Y51 Y H BWE1 Y 5 CL3 $28.71 $42.80
Account Examiner-A 11 ACCTEXMA NERE-179 Y23 Y H BWE1 Y 5 CL1 $22.59 $32.95
Account Examiner-E 8 ACCTEXME NERE-170 Y23 N H BWN2 Y 5 cL1 $19.08 $23.59
Account Examiner-E 9 ACCTEXME NERE-170 Y23 N H BWN2 Y 5 CcL1 $19.10 $24.99

3. From the Competency Library, select the appropriate competency by clicking in the checkbox in
front of it and selecting Save.

NOTE: Competencies are entered in NEOGOV Perform with (100), (200), (310), (320), or (400) after
them. The following applies:

e Group 1 competencies are followed by (100)

o Group 2 competencies are followed by (200)

e Group 3 MGR competencies are followed by (310)

e Group 3 SPV competencies are followed by (320)

e Group 4 competencies are followed by (400)
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Add Items

Use the
magnifying glass
icon to activate
filter boxes

Filter by Competency
Competency library Group or Category
and select the
competency(ies) to
be added

|17 records Gl

Q category Q, Description
Adaptabilny (100) Group 1 Competencies Maintaining effectiveness when experiencing major changes In personal WOrk tasks or the WOk environment; adjusting effectively to work within.
Applied Learning (100) Group 1 Competencies Assimilating and applying new Job-related information In a timely manner.
Building Customer Loyahy (100) Group 1 Competencies Effectively meeting Customer needs; building produCtive CUSToMEr relstionships; taking responsibility for cstomer satisfaction and loyaity.
Cemmunication (100) Group 1 Competencies Clearly conveying and recewving information and ideas through a variety of media to Individuals er groups In @ manner that engages the audienc.
Contributing 1o Team Success (100} Group 1 Competencies Actvely partcipating as a member of & 1eam 1o MovE the t2am toward the completion of goals.

Decision Making (100) Group 1 Compstencles Identifying and understanding issues, problems, and opportunities; comparing data from different sources to draw conclusions; using effective a._
Group 1 Competencles Creating a good first Impression, commanding attention and respect, showing an alr of confidence
ninating Action (100) Group 1 Competencies Taking prompt actien to accomplish objectives: taking actien to achieve goals beyond what Is required; being proactive.
nnovation (100) Group 1 Competencles Generating Innovative solutions In work situations; trying different and novel ways to deal with work problems and opportunit
ntegrity/Honesty (100) Group 1 Competencles Contributing to malntaining the Integrity of the organization; displaying high standards of ethical conduct and understanding the Impact of violat.
n 2 » tems perpage| 10 1-100f 17

4. To delete a competency, click on the “x” icon.

COMPETENCY SECTION | STANDARD 3 POINT SCALE

+ Add items
COMPETENCIES
Items. Description Actions
: Adaprability (200) Maintaining effectiveness when experiencing majer changes In personal work tasks or the work environment; adjusting effectively 10 work within ne X
Click on "X" i
_ B delete the
Customer Focus (20 Making customers and their needs a primary focus of one’s actions; developing and sustaining productive customer relationships. competency X

: Adaprability (100) Malntaining effectiveness when experiencing major changes In personal work 1asks of the wWork environment; agjusting effectively 10 work within new work SITUCtUres, processes, requirem X

Notes & Attachments

1. Notes & Attachments can be added to the performance evaluation (plan) using the Add Notes &
Attachments button.

NEOGOV @8 Perform v Q Search [=]
Dashboard ~ Employees  Performance Evaluations - Library Reports ~ Help v a +
Process Content

OBJECTIVE SECTION | STANDARD 3 POINT SCALE 4 Ado tems

MCSC EMPLOYEE

SMART OBJECTIVES
Posltlon:
PE-Departmental Analyst
hems Description Progress Actions
Department:
PE-ON TEST DEPT

View Org Chart

i Adding an Objective for the User Guide Adding an Objective for the User Guide 0% —— VANEES

Adding a Bulk Objective Add the description here. 0% 4 x
Manager(s)

COMPETENCY SECTION | STANDARD 3 POINT SCALE

+ Add items
1 COMPETENCIES
Adaptability (200) Maimaining effectiveness when experiencing major changes In personal work tasks o the work environment; adjusting effectively 10 work within new work structures, processes, requirem
t  Customer Focus (200) Making customers and their needs & primary focus of one’s actions; developing and SUSIAINING Productive customer relationships. X
Click on Add Notes
Notes & Attachments & Attachments + Add Notes & Attachments

a. Notes can be typed directly. Some formatting including a spell-checking function is available.
Attachments can be added by using the +Attachment button. If Private Note is checked,
only the person entering the note can see it. Click Save.
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B rorform Q son -
MEOEOY Ferferm B Add Note/Attachment [ | Y

Dashboard ~ Employees  Performance Evaluations +  Library v Reports v Help v

Note
Process Content
— | B I = =

(S

OBJECTIVE SECTION | STANDARD 3 POINT SCALE
MCSC EMPLOYEE

SMART OBJECTIVES
Position:
PE-Departmental Analyst Enter the text for
= EERITT P the note here...
Department:
PE-ON TEST DEPT .
I Adding an Objective for the User Guide Adding an Objective for the User Guide o
View Org Chart
Adding a Bulk Objective Add the description here. o
Manager(s)
T R D SR s
[ ) COMPETENCIES
s - oo sons s -0, (T
ltems. Description attachment
I Adaptabily (200) Malntaining effectiveness when experiencing major changes In personal work tasks o the work environment: adjusting effectively to work witl Attachment C + Anachment
Customer Focus (200) Making customers and their needs a primary focus of one’s actions; developing and sustaining productive customer relationships.
Notes & Attachments Private Note
| Pvate Note

1. The Process Timeline Tasks for the employee’s evaluation (plan) acknowledgement, rating
acknowledgement, self-rating (if applicable) and the manager/supervisor review will be defaulted into
the evaluation (plan) from the performance evaluation (plan) program. These tasks will appear on
the associated employee’s (and manager/supervisor's) Dashboard. Reminder and overdue notices
are sent based on the evaluation (plan) program configuration.

Start Evaluation

1. When the performance evaluation (plan) is ready for employee acknowledgment (certification), it can
be started by clicking on the Start button. Once the evaluation (plan) is started, changes cannot be

made to the evaluation (plan) unless reverted to draft status by clicking on the then Pause
Evaluation button.

NEOGOV @ peform v Q search = @ & @) voscmnacer

Dashboard  Employees  Performance Evaluations +  Library ~  Reports +  Help v

a3 + O

User Guide-1

1 Due Date: Thu. Dec. 31, 2020

S print @ stan

Click on Start to move the
evaluation to the employee
acknowledgment/certification

MCSC EMPLOYEE step

Posltion:
PE-Departmental Analyst EVALUATION DETAILS. SCORES EMPLOYEE DETAILS
oe '2;5 ﬂ{é;":;‘)‘é or Current Status: Draft OvERALL RATING Position: PE-Departmental Analyst
Type: Perodic Department: PE-ON TEST DEFT
View Org_Chart Pending
Manager(s)
Process Content|

2. After the performance evaluation (plan) is started, an email is sent to the employee notifying them to

acknowledge the evaluation (plan). Acknowledgment of the evaluation (plan) is the first step in the
evaluation process.

3. The performance evaluation (plan) can be paused/reverted to draft status if changes need to be
made to any part of it via the pause button. If changes are made to the Objectives and/or
Competencies sections, once the evaluation (plan) is started again, the Acknowledgement email
for the employee will be retriggered asking for their signature (certification).
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NEOGOV [@ rerform Q Search 2 @ & ) mescmancr

Dashboard ~ Employees  Performance Evaluations +  Library ~  Reports v Help v

o3 + @
User Guide-1
Due Date: Thu. Dec. 31, 2020
Pause Evaluation-click on Pause
to make any changes to the
(=) print ~ ® HlE objectives andior competencies
MCSC EMPLOYEE sections after the evaluation was
previously started
Posltion:
PE-Departmental Analyst EVALUATION DETAILS SCORES EMPLOYEE DETAILS
Department: Curent Status: Before Ratings Position: PE-Departmental Analyst
PE-ON TEST DEPT OVERALL RATING
Type: Periodic Department: PE-ON TEST DEFT
View Org_Chart Pending

Manager(s)
Process Content
- —

4. Once started, the Status of the performance evaluation (plan) changes from Draft to Before
Ratings.

Acknowledgement of Evaluation (Plan)

1. When an employee and manager agree on the performance evaluation (plan) established for the
review period, including objectives and competencies, the manager will start the evaluation, locking it
to additional changes. the employee will receive an email instructing them to login to NEOGOV
Perform to acknowledge the performance evaluation (plan). The email will look like the one below.

NEOGOV PE-Task Sign User Guide-1 for TY SPITZLEY Due 10/28/2019 Is Assigned to You

dono‘tﬂrleely@neogov.com 5 © >
Tue 6/9/2020 3:12 PM
To: You

NEOGOV

Dear Employee Name,
You are receiving this email because you have a task assigned to you in NEOGQOV Perform:

» The acknowledgement of your evaluation plan task is assigned once your manager/supervisor starts your evaluation plan.
Other tasks, such as touchpoint meetings and/or check-ins, may be assigned as acknowledgement tasks throughout the evaluation
period.

» The rating task is assigned once the acknowledgement of evaluation plan task, and any other pre-rating acknowledgement tasks are
complete.

» The acknowledgement of rating task is assigned once your manager/supervisor rates your evaluation plan.
» All tasks may include a reminder notice and overdue notice emails.

Please use the link below to login, view, and confirm the task(s)and their associated due date(s).

Note:You can also access tasks from your dashboard in NEQGQOV Perform.

Subject: Sign User Guide-1
Due Date: 10/28/2019
Priority: Low

Task status: Current
Comment:

2. On the Dashboard screen, the employee will see an Acknowledgement task listed in the My Tasks
section. Click on the subject, Sign... that will take you to the Acknowledgement window.
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NEOGOV [ reform Q searcn [ - et @MCSCEMPLOVEE

Dashboard  Employess  Library ~  Help v

a @ +
My Tasks viewall >
Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
Q
Click on Sign... to go
oo <+ | For Employee 2 | Related To + | DueDate .
- Acknowledgment
¥ Sign User Guide-t for MCSC EMPLOYEE window MCSC EMPLOYEE User Guide-1 A 021912020

3. Inthe Evaluation Acknowledgement (Before Ratings) window, review the assigned performance
evaluation content. To see only objectives or only competencies click on the specific section.

a. If questions or concerns need to be addressed before completing the acknowledgement task,
return to your dashboard by clicking on NEOGOV or Dashboard. The task will remain active
and in your Tasks section of the dashboard. If you do not acknowledge your evaluation
(plan), please follow up with your manager.

NEOGOV [ rerform ~ Q searen = 8@ & () wscewronE

Dashboard f| Employees  Library v Help v

s @8 + 0

Aclf pwledgment Form

Go 10 Evaluation Detalls >
NEOGOV
&

Dashboard B o~ EMPLOYEE EvaLUATION NaME ouE oare

PE-Departmental Analyst, User Guide-1 Thu. Dec. 31,2020

Review assigned Objectives
and Competencies

Click on Sign

Content
SECTIONS Collapse All Sections
OBJECTIVE SECTION | STANDARD 3 POINT SCALE

SMART OBJECTIVES

Collapse Section
SMART OBJECTIVES

COMPETENCIES

Name
ALL SECTIONS

Adding an Objective for the User Guide Adding an Objective for the User Guide

Adding a Bulk Objective Add the description here..

COMPETENCY SECTION | STANDARD 3 POINT SCALE

COMPETENCIES

Collapse Section

Name

Adaptabiity (200) Maintaining effectiveness when experiencing major changes In personal WOtk tasks or the WOrK &nvIronment; adjusting SffECtively to Work within new WOrk STTUCtuUres, processes, requirements
or culiures

Customer Focus (200) Making customers and their needs a primary focus of one's actions; developing and Sustaining productive customer relationships.

4. Click on the Sign button to open the signature pane. Enter any comments and acknowledge the

evaluation (plan) by clicking on Submit. The evaluation will now be available to the manager for
rating.

NOTE: Clicking on the Cancel button will return you to your dashboard without acknowledging the

evaluation (plan). If you do not acknowledge your evaluation (plan), please follow up with your
manager.
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NEOGOY B rerform v

Dashboard ~ Employees  Library v Help v

Acknowledgment Form

Content

MCSC EMPLOYEE
PE-Departmental Analyst

SECTIONS

OBJECTIVE SECTICN | STANDARD 3 POINT SCALE

SMART OBJECTIVES

SMART OBJECTIVES

COMPETENCIES

Name
ALL SECTIONS
Adding an Objective for the User Guide

Adding a Bulk Objective

EVALUATION NAME

User Guide-1

DUEDATE

Thu. Dec. 31, 2020

Description

Adding an Objective for the User Guide

Add the description here...

3 Sign

Comments

Please sign your name below

Are you sure you wish to acknowledge the

selecting SUBMIT, | certify that | have
and/or performance objectives/factor

e |

Click on Submit to
acknowledge the
evaluation

lan at this ime? By
The competencies
d on this form.

MCSC eMPLoYee

MCSC EMPLOYEE

June 10, 2020

COMPETENCY SECTION | STANDARD 3 POINT SCALE

COMPETENCIES

Name

Desaription

Adaptabilty (200) Malntaining tasks or the

or eultures.

major changes In pe adjusting

Customer Focus (200) Making customers and their needs a primary focus of one's actions; developing and sustaiing productive customer rel

5. The Acknowledgement will no longer appear on the Dashboard screen.

NOTE: If a performance evaluation (plan) is reverted to Draft Status, and a change is made to
Objectives and/or Competencies, a new email will be triggered asking for acknowledgement of the
updated evaluation (plan). Follow the steps above to re-acknowledge the modified performance
evaluation (plan).

Rating (Both Employee Self-Rating and Rater of Record-Manager/Supervisor)
1. There are two options to get to the Rate screen:

Option 1:

On the Dashboard screen in the My Tasks section click the Rate link in the Task column.

NEOGOV B rerform Q searcn 8 E = 0 MCSCMANAGER
Dashboard ~ Employees  Performance Evaluations ~  Library ~  Repons ~  Help v a3 + ®
My Tasks viewall »
Total Rating Approve And Sign sign Approve Other Overdue
hide table ~ " .
Click on the task Rating
for... to be taken to the Q

rating form (screen)

° | ForEpiee -

MCSC EMPLOYEE User Guide-! 12/31/2020

¥ Rating For MCSC EMPLOYEE's User Guide-1

1-10f1ems

Option 2:

Self Rating
e Onthe Dashboard screen click on the Evaluation Card that needs to be rated
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Direct Report Rating

o Select the direct report whose evaluation needs to be rated. Then, from the
Employee Details page of the direct report, click on the Evaluation Card.

Once on the Evaluation Detail page, click on the Rate button.

NEOGOV [ perform v Q search B @ [ (1) MCSCMANAGER

Dashboard  Employees  Performance Evaluations ~  Library v Reporis ~  Help

n o8 + Q@
User Guide-1

1 Due Date: Thu. Dec. 31, 2020

(S Print ~ () Pause

MCSC EMPLOYEE

Click on the
Rate button

View Org Charl

Position:
PE-Departmental

EVALUATION DETAILS SCORES EMPLOYEE DETAILS

Department]

Current Status: Before Ratings Position: PE-Departmental Analyst
PE-ON TEST D - OVERALL RATING !

Type: Perodic Pending Department: PE-ON TEST DEPT

Manager(s)
9 Process Content

® e
SMART OBJECTIVES
2. Onthe Performance Evaluation Rating Form screen, complete the Objective and Competencies

Sections by clicking on each Objective/Competency title to open the associated rating window.
Note: You can also navigate through the objectives and competencies by clicking Next, Prev, or
Done as you complete the rating.

NEOGOV @ perform ~ Q searen ¥ B 2 Omcscmmen w

Dashboard ~ Employees  Performance Evaluations ~  Library ~  Reports + Help v Jii] 7 + O

< Goto Evaluation Details Overall Rating Not Available

MCSC EMPLOYEE <« .
1 (S User Guide-1

OBJECTIVE SECTION | STANDARD 3 POINT SCALE

SMART OBJECTIVES A SMART OBJECTIVES Click on the

Objective title/card to
COMPETENCIES A DpEn_thE rating
= window
Overall Rating A Adding an Objective for the User Guide
=]
Bl summary

Adding a Bulk Objective

3. Click on the check mark next to the appropriate rating (note: the selection turns a green color. To
deselect a rating click on it again). Comments can be entered and formatted. Click on Next.

NOTE: The system automatically saves content as it's entered. If the need arises to logout mid-
rating, the rating content that was entered will still be avilable the next time the rating form is
accessed using the steps above.

NOTE: If a self-rating is being done, the manager will see the rating and comments under the
Reviewer Entries tab (after the rating is submitted). Journal entries and/or Check-In content is also
available for selection to be added in the comments section.
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ORJECTIVE SECTION

¥ SMART OBJECTIVES

Overall Rating Not Available Click on Next to move to

the next
» El objective/competency
Adding an Objective for the User Guide
Adding an Objective for the User Guide Reviewer Entries 1entries Expand v
Journal Entries & snies Expand v

[E] COMMENTS
RATING SCALE * Rating is required

Reviewer Entries and
Journal Entries

I U = = =

Show descriptions >

@ Needs Improvement

° Meets Selecta Enter
Rating comments
@ High Performing here

4. Writing Assistants are available for competencies only. Writing Assistants contain the
Behaviorally-Anchored Rating Scales (BARS) for the competency and provide examples of behaviors
that can be used to determine the appropriate rating.

) COMPETENCY SECTION

COMPETENCIES

Overall Rating Not Available Click on Next to

move to the next
I rating item

Adaptability (200)

Mainaining effectiveness when experiencing major changes In personal work tasks or the work environment, adjusting effectively to work WIthin new work structures, processes, requirem

Review Entries : .
Reviewer Entries 2 enes Expang v

Journal Entries :
Journal Entries & ertries Expand

(5] COMMENTS . . 9
RATING SCALE Writing Assistant Options Writing Assistant 3 enries Colagse A
I u = n e g
Show descriptions > No Tone
NEEDS IMPROVEMENT
@ Needs Improvement - Makes active attempts to delay or prevent change from oceurring.
- Falls 1o Implement change as required,

+ Is vocally negative or exhibits negative attitude about change.
+ Refuses o learn new concepts.
- Challenges new work methods/procedures.

« Avolds complying With new requirements or work Situations.

- Dwells on how things were done In the past.

- Lingers In disoriented state when change occurs; has drfficulty accomplishing
rautine tasks

° Meets
@ High Performing i Select the rating l

] Add to Comment Box

No Tone
MEETS EXPECTATIONS
+ Maintains quality of work when changes occur In the work environment.
+ Addresses change with a positive attude.
- Understands that changes occur and effectively and efficiently Incorporates
them Into work routing.
+ Exhibits willingness to comply with change.
- Quickly modifies behawior to deal with change.
- Focuses on beneficial aspects of change.
+ Actively seeks Information about new work situations.

Click Add to
Comments Box to
use the Writing
Assistant language

Press Al - F10 10 move 1o toolber. Press ALT - 0 for Help.

] Add to Comment Box

No Tone
HIGH PERFORMING
+ Enjoys change and continually seeks better methods of accompiishing
desired resuits.
- Develops Innovative solutions to problems that might arise due to change.
« Consiste motivates others to accept and seek change.
« Promotes acceptance of change by showing empathy, giving posrive

5. Once the BARS statements have been entered into the rating, they can be edited and formatted

6. Previously entered Journal Entries and/or Check-In Entries are also available within the rating card
to use in the comments section of objectives and competencies.

7. An Overall rating is required for the evaluation (plan). To complete the Overall Rating, click on the
check mark next to the appropriate rating (note: the selection turns a green color. To deselect a
rating click it again). Comments can be entered and formatted. Click on Done when finished.

NOTE: If a self-rating is being done, the manager can see the selected ratings and comments once
they are submitted.
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EVALUATION OVERALL SECTION

X  Overall Rating

Overall Rating

RATING SCALE

Show descriptions >

@ Needs Improvement

° Meets Expectations
Select the
rating
High Performing

(5] COMMENTS

I u

Entering my overall rating

Press Al + FID to mov 1o soolber. Press ALT = O for Hel

Overall Rating Meets Expectations

Enter text

Click on Done

» ) | SearchFeedback Entries

Reviewer Entries 2 enries Expand v

Journal Entries 6 entries Expand v

8. As previously mentioned, the system automatically saves the work.

9. Review the Summary page. Click Submit Evaluation when done with the rating. Click Print
Current State if you would like to maintain a hard copy.

NOTE: Once Submit Evaluation is selected, and certifications are done, the rating is considered
complete and the evaluation moves to the next step in the evaluation process. It may be beneficial to
discuss a rating with the employee prior to submitted the rating so that changes can be made if

necessary.

NEOGOV B rerform v

Dashboard  Employees  Performance Evaluations

< Go to Evaluation Details

Libary v Reports ~  Helpv

MCSC EMPLOYEE « .
1 ;;;;;;;;;;;;;;;;;;; User Guide-1
;;;;;;;;
SMART OBJECTIVES v
QBJECTIVE SECTION | STANDARD 3 POINT SCALE
COMPETENCIES - SMART OBJECTIVES
Overall Rating v
El summary Adding an Objective for the User Guide

Adding a Bulk Objective

COMPETENCY SECTION | STANDARD 3 POINT SCALE

COMPETENCIES

Adaptability (200)

Customer Focus (200)

Meets Expectations

Meets Expectations

Meets Expectations

Meets Expectations

Q. Search 2 E & GMGCMANAGER ~
w3 + O

Overall Rating Meets Expectations Submit Evaluation

(5 Print Current State

Click on Submit
Evaluation

Print Current
State

(= Adding text to my rating

[ Adding another text entry to my rating

(@ Adding text

() Adding more text for the rating

10. If Submit Evaluation is selected, the system will provide a certification statement for review. |If
changes are necessary, click Cancel. If changes are not necessary, click Continue.
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You're almost done! You're almost done!

Are you sure you wish to submit the review at this time? Are you sure you wish to submit the review at this ume?
Selecting CONTINUE will prevent any further changes. By Selecting CONTINUE will prevent any further changes. By

selecting CONTINUE, | certify that this rating form selecting CONTINUE, | certify that this rating form
constitutes my evaluation of the performance of this constitutes my evaluation of the performance of this

employee for the period covered. employee for the period covered.

MCSC EMPLOYEE MCSC MANAGER

Do you wish to continue?

Click on

Do you wish to continue?
Continue

Click on
Continue Continue

11. After selecting Continue, a confirmation will appear indicating the rating has been submitted. The
review/rating is now complete.

Success!

Your evaluation for MCSC EMPLOYEE has been submitted.

12. Please note that the system has a language checker in it, and if you try and submit a rating that
contains inappropriate language, the system will alert you and provide you with an opportunity to

make changes before certifying and submitting.

COMPETENCY SECTION

@  COMPETENCIES

Overall Rating Meets Expectations

» (2]
Adaptability (200)
Malntaining effectiveness when experlencing major changes In personal work tasks or the work environment: adjusting effectively o work within new work structures, processes, requirements or cultures. Reviewer Entries 2 envies Expand v
Journal Entries & =riries Expand v
[5] COMMENTS
Writing Assistant 3 envies Expand v

RATING SCALE

1y = e .

Show descriptions >

Showing that the language checker works.

@ Needs Improvement
° Meets Expectations
@ High Performing

Prass Ak - F10 to mov to toolber. Press ALT - 0 for Halp

Comment contains some Inappropriate words:
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13. For Managers, once finished with a rating there are two options to rate another employee:
Option 1:

Click on NEOGOQV or Dashboard to return to your dashboard.

NEOGOV . Perform v Q, search [ = 1 GMMECMANAGER =

Dashboard )\ Employees  Performance Evaluations +  Library +  Reports v Help v

o 8 + O
User Guide-1
Due Date: Thu. Dec. 31, 2020
NEOGOV )
-or-
Dashboard
(S print ~ (@) Pause
MCSC EMPLOYEE
Position:
PE-Departmental Analyst EVALUATION DETALS ScoRes EMPLOYEE DETAILS
Department: Current Status: Approval Position: PE-Departmental Analyst
PE-ON TEST DEPT OVERALL RATING
Type: Periodic Department: PE-ON TEST DEPT
View Org_Chart Meets Expectations
© o)
Manager(s)
Process | Comtent

o foren
Option 2:

Click on Employees and search/select the employee to be rated, which takes you to their Employee
Details screen.

NEOGOV B perform v Q search 2 H = Gmscmmu;m -

Dashboard ~ Employees  Performance Evaluations ~  Library ~  Repors ~  Help v

o @ + G

Employee List

Search for and select
the employee to be
rated

 Show All Employees | & Bulk Actions

u O Eworees

[ EnpLOYEE vese

m v Y

Q First Name

Q start Date Q

MCSC MANAGER PE-Departmental Analyst 06/15/2011 Actvated Ves [©

[ ] mims MANAGER MCSC CHRISTINE SPITZLEY  PE-HUMAN RESOURCES MGR-3 02/27/2008 Activated

1-2 02 ltems

Acknowledgement of Rating

1. When you log in, you will arrive at your 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 which
will take you to the Signature window.

NEQGQV Perform Q. search =2 B G @) mcscempovee
Dashboard ~ Employees  Library ~  Help v mHoo&3 +
My Tasks viewall >

Total Rating Approve And Sign sign Approve Other Overdue

hide table ~

Click on the Sign... link to go Q
to the signature window
~ | ForEmployee < | Related To + | DueDate s

¥ Sign User Guide-1 for MCSC EMPLOYEE MCSC EMPLOYEE User Guide-! 12/31/2020

35|Page



2. Inthe Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective
and competency in the performance evaluation (plan).

a. If questions or concerns need to be addressed before completing the acknowledgement task,
return to your dashboard by clicking on NEOGOV or Dashboard. The task will remain active
and in your Tasks section of the dashboard. If you do not acknowledge your evaluation (plan)
rating, please follow up with your manager.

3. Click on the Sign button to open the signature pane.

NEOGOV B Perdform Q Search 2 B = Owscmnov(s
oo® o+

Dashboard

Use Dashboard or Go to Evaluation Detalls >
NEOGOV to return to the
dashboard without

completing the

Acknowledgment FS

acknowledgment task
MCSC EMPLOYEE EVALUATION NAME ouEDATE
PE-Departmental Analyst User Guide-1 Thu. Dec. 31,2020
Rating Summary

Meets Expectations

MCSC EMPLOYEE Overall Rating
PE-Departmental Analyst Meets Expectations
MCSC MANAGER Overall Rating
PE-HUMAN RESOURCES MGR-3 Meets Expectations
SECTIONS, Collapse all sections
OBJECTIVE SECTION I STANDARD 3 POINT SCALE Collapse Section
SMART OBJECTIVES
SMART OBJECTIVES
COMPETENCIES
o 1| Rati Adding an Objective for the User Guide
verall Rating Adding an Objective for the User Guide
ALL SECTIONS — - - . B
® MCSC EMPLOYEE () Meets Expectations =) Adding anether journal entry... o competency tagged
& vcscmanaGer et Expeciations Adding text to my rating.

4. Enter any comments and acknowledge the rating by clicking on Submit.

NEOGOVY B8 perform + Q. seard Sign ‘m‘ m

Dashboard ~ Employees  Library v Help v

Comments
Enter any comments
and then click on
submit

MCSC EMPLOYEE EVALUATION NavE DuE DATE
PE-Departmental Analyst User Guide-1 Thu. Dec. 31, 2020 4
Please sign your name below

A3 {ousu youren S0 e ravsw st tne? 8y ssecing

’ cerlfy that | nave had the Opportunity 1o review s rating

Rating Summary understand that my certification does Not necessarlly mean that
agree with the rating

.
: MCSC emMpLovee

Meets Expectations

Acknowledgment Form

MCSC EMPLOYEE June 10, 2020

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

5. The Request for Signature will no longer appear on your Dashboard.
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Reports

The Reports Dashboard is available to the Manager. The reports provide the opportunity to monitor
employee and evaluation specific items throughout the rating period.

1. Login and from the Dashboard select the Reports menu option and click on Reports.

PE| Perform v Q_ Search M B = MCSC MANAGER
Dashboard ~ Employees  Performance Evaluations +»  Library »  Reports »  Help v m o83 + O

NOTE: All of the reports listed have the same general configuration and field choices; however, they
are specific to the title listed. For purposes of this document, | will select the Task Status Report to

go over the fields and their functions.

Reports

Evaluation Status By Department Report Evaluation Status Detail Report =

Aggregated status of all active evaluations summarized by Department

Evaluation Status Detail 25
Detalled status of all active evaluations

Performance Rating F
Owverall performance ratings for selected evaluations.

Objective Status
Status of Objectives by Department.
Objective Status by Employee

Status of Objectives by employee.

Item Ratings
Individual ratings, used to Identify strengths and weaknesses.

Number of Evaluations

Tack Status
Summary of Tasks and thelr Status 05
Approval Status
Approval Status for all approvals 1] o 1]
0 O o
Draft Before Rating Approval Completed Canceled
Ratings
® onTime @ Overdue O Total

1- B of B nems

Performance Rating Report Approval Status Report by Department =

Mumberof Employess

Tasks
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2. Inthe Reports box, select your report and then Scroll down to the section where you can select and
arrange the fields you would like displayed on your custom report.

3. Select the icon with three (column) lines on it to choose the columns to display.

@ Default

# Bulk Actions

MCSC MANAGER

MCSC EMPLOYEE

MCSC MANAGER

MCSC EMPLOYEE

MCSC MANAGER

MCSC MANAGER

MESC EMPLOYEE

MCSC EMPLOYEE

MCSC EMPLOYEE

MCSC EMPLOYEE

4. Inthe Columns fly out window, select the columns to display by clicking on the

PE-CIVIL SERVICE COMMISSION

PE-ON TEST DEPT

PE-CIVIL SERVICE COMMISSION

PE-ON TEST DEPT

PE-CIVIL SERVICE COMMISSION

PE-CIVIL SERVIGE COMMISSION

PE-GN TEST DEPT

PE-ON TEST DEFT

PE-ON TEST DEPT

PE-ON TEST DEPT

PE-1901

PE-ZZZTEST

PE-1201

PE-ZZZTEST

PE-1901

PE-1901

PE-Z72TEST

PE-ZZZTEST

PE-ZZZTEST

PE-ZZZTEST

[ Evaluation [UESRCTIEER]
EEE] vser Guie-t
2 use ude2
User Guide-2
[ cvatuation [EEECHE

User Guide-3
[ Evaluation [EERRCHIEEE]
[ Evaluation [SESRCTIEER]
User Guide-2
[ Evalustion [EESRCHGEE]

Rating For MCSC EMPLOYEES User Guide-1

Sign User Guide-1for MCSC EMPLOYEE

Ratng For MCSC EMPLOYEE

ser Gude2

Sign User Guide-2 for MCSC EMPLOYEE

Sign User Guide for MCSC MANAGER

Rating For MCSC EMPLOY! er Guide-3
Sign User Guide-3 for MCSC EMPLOYEE
Rating For MCSC EMPLOYEE's User Guide-1

Rating For MCSC EMPLOYEE

ser Guide2

Ratng For MCSC EMPLOYE Guide-3

Low

Low

name.

Click on the lll icon
to select columns
to display

Pending
Pending
Pending
Completed
Current
Current
Completed

Completed

P1212020

/312020

12/31/2020

12/31/2020

12/31/2020

121302020

1213012020

12/17/2020

1211712020

1216/2020

When a

green check mark appears next to the column name, the column will display in the report. To
deselect a column, click on the name. Use the 6 dots icon to drag and drop the columns to the
desired order/placement. When finished, click on Done.

NEOGOV B8 Perform v

Dashboard  Employees

Nurmber of Tasks

> Default

& Bulk Actions

MCSC MANAGER

MCSC EMPLOYEE

MCSC MANAGER

MCSC EMPLOYEE

MCSC MANAGER

MCSC MANAGER

MCSC EMPLOYEE

MCSC EMPLOYEE

MCSC EMPLOYEE

MCSC EMPLOYEE

5. Use the Filter icon (next to

> Default

7 Bulk Actions

MCSC MANAGER

MCSC EMPLOYEE

MCSC MANAGER

MCSC EMPLOYEE

MCSC MANAGER

MCSC MANAGER

MCSC EMPLOYEE

MCSC EMPLOYEE

MCSC EMPLOYEE

MCSC EMPLOYEE

Performance Evaluations ~

Library +  Reports

PECIVIL SERVICE COMMISSION

PEON TEST DEPT

PECIVIL SERVICE COMMISSION

PEON TEST DEPT

PE.CIVIL SERVICE COMMISSION

PE-CIVIL SERVICE COMMISSION

PE-ON TEST DEPT

PE-ON TEST DEPT

PE-ON TEST DEPT

PE-ON TEST DEPT

PE-CIVIL SERVICE COMMISSION

PE-ON TEST DEPT

PE-CIVIL SERVICE COMMISSION

PE-ON TEST DEPT

PE-CIVIL SERVICE COMMISSION

PE-CIVIL SERVICE COMMISSION

PE-ON TEST DEPT

PE-ON TEST DEPT

PE-ON TEST DEPT

PE-ON TEST DEPT

Help v

Rater

PEAG01

PE-ZZZTEST

PE001

PEZZZTEST

PE001

PE1901

PE-ZZZTEST

PE-ZZZTEST

PE-ZZZTEST

PE-ZZZTEST

PE-1901

PE-ZZZTEST

PE-1201

PE-ZZZTEST

PE-1901

PE-1201

PE-ZZZTEST

PE-ZZZTEST

PE-ZZZTEST

PE-ZZZTEST

0

Approver

Task Type

® OnTime  ® Overdue

[ Eveluenion JIESSNEER]
User Guide-1

User Guide

[ Evaluation JIESECTERE]
User Guide-3
User Guide-1
User Guide-2

[ Evaluenion JIESHCTEER]

| Evatuation JEEECHETS]
| Evalustion JEESECNEES]
[ Evaluation JEECRCEES
2] vser cude2
| Evalustion [EESECNER

[ Evaluation JEESRCEEE]
[ Evatuation [EESECTEEE]
| Evalustion JEESECNEES]
[ Evaluation JEECRCEES
[ Evatuation [EESECTEE]

Q' seard

7

Acknauledger
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6. On the Filters screen, click on Add a Filter.
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7. Select the item to Filter on. Then add the Operation to take place and any Specific Criteria. Click
on Apply Filter. If additional filters are desired, repeat the steps. When all filters are in place, click
on Done.
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8. The search icon can also be used to filter by typing the criteria into the search box.
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9. When your report criteria are set you can export your report to PDF, Excel, or CSV format by
selecting the records you'd like to export and clicking on Bulk Actions. Choose the Export option
and click on Done.
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10. The ability to create a custom view within the report is available to users. To create a custom view,
click on Default.
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12. Enter a Name for the view. The report can be made your default view by checking the associated
Make my default checkbox. The ability to schedule an auto-export of the report is available by
selecting Schedule Export and completing the required fields.
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13. Click on Save.

14. To return to your Dashboard click on NEOGOV.
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	LOGIN 
	LOGIN 
	LOGIN 
	NEOGOV Perform can be accessed by using the following link:  
	https://login.neogov.com/signin?siteCode=PE
	https://login.neogov.com/signin?siteCode=PE
	https://login.neogov.com/signin?siteCode=PE

	  

	NEOGOV Perform can also be accessed via the HR Gateway on the Civil Service Commission website.  
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	1. Account Activation 
	1. Account Activation 
	1. Account Activation 
	1. Account Activation 
	a. Employees will receive an Activate Your NEOGOV Perform User Account email.  Using your State of Michigan email address as the Username, a link to create an account Password will be included.  The activation link within the email is active for 24 hours and will expire.  If an activation email was not received, or 24 hours has passed, please send an email to MCSC-NEOGOV@michigan.gov for assistance. 
	a. Employees will receive an Activate Your NEOGOV Perform User Account email.  Using your State of Michigan email address as the Username, a link to create an account Password will be included.  The activation link within the email is active for 24 hours and will expire.  If an activation email was not received, or 24 hours has passed, please send an email to MCSC-NEOGOV@michigan.gov for assistance. 
	a. Employees will receive an Activate Your NEOGOV Perform User Account email.  Using your State of Michigan email address as the Username, a link to create an account Password will be included.  The activation link within the email is active for 24 hours and will expire.  If an activation email was not received, or 24 hours has passed, please send an email to MCSC-NEOGOV@michigan.gov for assistance. 

	b. Log into the NEOGOV Perform website by entering your Username and Password.  Click on the Log In button.   
	b. Log into the NEOGOV Perform website by entering your Username and Password.  Click on the Log In button.   





	 
	 
	2. Forgot Password 
	2. Forgot Password 
	2. Forgot Password 
	2. Forgot Password 
	a. To reset a password, click on Forgot your username or password? on the login screen.  It is located below the sign in box.  Enter your email address and a link will be sent that includes your username and a link to reset your password. 
	a. To reset a password, click on Forgot your username or password? on the login screen.  It is located below the sign in box.  Enter your email address and a link will be sent that includes your username and a link to reset your password. 
	a. To reset a password, click on Forgot your username or password? on the login screen.  It is located below the sign in box.  Enter your email address and a link will be sent that includes your username and a link to reset your password. 
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	Dashboard 
	Dashboard 
	Dashboard 
	Dashboard 
	Dashboard 
	 
	The employee dashboard serves as the personal homepage in NEOGOV Perform. It contains a section for assigned tasks and icons/links to employee performance evaluations.   
	 
	1. The My Tasks section displays a complete list of current tasks for the employee, including personal tasks that have been created.  Additional tasks related to assigned performance evaluations (plans) for the employee will also display in this section.  Tasks are covered in detail later in this document.  The Related To column indicates the purpose of the task. 
	1. The My Tasks section displays a complete list of current tasks for the employee, including personal tasks that have been created.  Additional tasks related to assigned performance evaluations (plans) for the employee will also display in this section.  Tasks are covered in detail later in this document.  The Related To column indicates the purpose of the task. 
	1. The My Tasks section displays a complete list of current tasks for the employee, including personal tasks that have been created.  Additional tasks related to assigned performance evaluations (plans) for the employee will also display in this section.  Tasks are covered in detail later in this document.  The Related To column indicates the purpose of the task. 


	 
	2. Only current tasks are displayed by default. Completed, canceled, pending and skipped tasks can be viewed by clicking on the View All link.   
	2. Only current tasks are displayed by default. Completed, canceled, pending and skipped tasks can be viewed by clicking on the View All link.   
	2. Only current tasks are displayed by default. Completed, canceled, pending and skipped tasks can be viewed by clicking on the View All link.   


	 
	3. Columns can be sorted using the Sort symbol within the column header.   
	3. Columns can be sorted using the Sort symbol within the column header.   
	3. Columns can be sorted using the Sort symbol within the column header.   


	 
	4. The My Evaluations section displays the 3 most recent evaluations (plans) assigned to the employee.  The View All of My Evaluations link goes directly to the Employee Details page where users can select and view any of their assigned performance evaluation(s) (plans).  If more than 3 evaluations have been assigned in the system, the Show More button in the Evaluations section of the Employee Details page will list all evaluations and make them available to the user. 
	4. The My Evaluations section displays the 3 most recent evaluations (plans) assigned to the employee.  The View All of My Evaluations link goes directly to the Employee Details page where users can select and view any of their assigned performance evaluation(s) (plans).  If more than 3 evaluations have been assigned in the system, the Show More button in the Evaluations section of the Employee Details page will list all evaluations and make them available to the user. 
	4. The My Evaluations section displays the 3 most recent evaluations (plans) assigned to the employee.  The View All of My Evaluations link goes directly to the Employee Details page where users can select and view any of their assigned performance evaluation(s) (plans).  If more than 3 evaluations have been assigned in the system, the Show More button in the Evaluations section of the Employee Details page will list all evaluations and make them available to the user. 


	 
	Note:  If you do not have any evaluations (plans) under the My Evaluations section of your dashboard, please contact your HR Office. 
	 
	5. Clicking on the title of an evaluation (plan) takes you directly to that Evaluation Details page. 
	5. Clicking on the title of an evaluation (plan) takes you directly to that Evaluation Details page. 
	5. Clicking on the title of an evaluation (plan) takes you directly to that Evaluation Details page. 


	 
	 
	Figure
	Managers/Supervisors-the dashboard will have a few additional sections/items available: 
	6. The Manager/Supervisor Dashboard will include assigned direct reports.  Their name(s) will appear beneath the My Direct Reports header.  In the direct reports section, you will also see their Civil Service classification, overdue tasks, and the ability to create journal entries for each employee. 
	6. The Manager/Supervisor Dashboard will include assigned direct reports.  Their name(s) will appear beneath the My Direct Reports header.  In the direct reports section, you will also see their Civil Service classification, overdue tasks, and the ability to create journal entries for each employee. 
	6. The Manager/Supervisor Dashboard will include assigned direct reports.  Their name(s) will appear beneath the My Direct Reports header.  In the direct reports section, you will also see their Civil Service classification, overdue tasks, and the ability to create journal entries for each employee. 


	 
	7. The My Tasks section includes tasks related to performance evaluation (plans) for you and your direct reports.   
	7. The My Tasks section includes tasks related to performance evaluation (plans) for you and your direct reports.   
	7. The My Tasks section includes tasks related to performance evaluation (plans) for you and your direct reports.   


	 
	8. Clicking on the employee card for Direct Report will take you to their Employee Details page where you can view their position information and their assigned performance evaluation list.  The employee’s Dashboard is not available to the manager/supervisor and will not appear in the list below their picture. 
	8. Clicking on the employee card for Direct Report will take you to their Employee Details page where you can view their position information and their assigned performance evaluation list.  The employee’s Dashboard is not available to the manager/supervisor and will not appear in the list below their picture. 
	8. Clicking on the employee card for Direct Report will take you to their Employee Details page where you can view their position information and their assigned performance evaluation list.  The employee’s Dashboard is not available to the manager/supervisor and will not appear in the list below their picture. 
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	Journal Entries 
	Journal entries are a helpful tool to foster and encourage communication between managers and direct reports in NEOGOV Perform.  Journal entries can be entered from the Dashboard or Employee Details page and are available to the rater(s) during a performance evaluation (plan) rating.   
	• Only the original owner of a journal entry can edit or delete it. 
	• Only the original owner of a journal entry can edit or delete it. 
	• Only the original owner of a journal entry can edit or delete it. 

	• Journal entries are private unless made viewable using the share with feature.   
	• Journal entries are private unless made viewable using the share with feature.   

	• Objectives and competencies can be tagged in the text of a journal entry which allows for filtering within the rating card. 
	• Objectives and competencies can be tagged in the text of a journal entry which allows for filtering within the rating card. 

	• Journal entries can be edited, printed, deleted, or archived by the creator only. 
	• Journal entries can be edited, printed, deleted, or archived by the creator only. 


	 
	1. After logging in, you will be at your Dashboard.   
	1. After logging in, you will be at your Dashboard.   
	1. After logging in, you will be at your Dashboard.   


	 
	2. As an employee, to enter a journal entry for yourself you have two options: 
	2. As an employee, to enter a journal entry for yourself you have two options: 
	2. As an employee, to enter a journal entry for yourself you have two options: 


	 
	• Option 1:  Click on the + sign in the upper right hand corner and select Journal Entry.  This option requires the user to enter who the journal entry is about. 
	• Option 1:  Click on the + sign in the upper right hand corner and select Journal Entry.  This option requires the user to enter who the journal entry is about. 
	• Option 1:  Click on the + sign in the upper right hand corner and select Journal Entry.  This option requires the user to enter who the journal entry is about. 
	• Option 1:  Click on the + sign in the upper right hand corner and select Journal Entry.  This option requires the user to enter who the journal entry is about. 
	o A slide-out window opens.  Enter who the journal entry is about, the text of the journal entry, and tag whomever the entry should be shared with.   
	o A slide-out window opens.  Enter who the journal entry is about, the text of the journal entry, and tag whomever the entry should be shared with.   
	o A slide-out window opens.  Enter who the journal entry is about, the text of the journal entry, and tag whomever the entry should be shared with.   
	o A slide-out window opens.  Enter who the journal entry is about, the text of the journal entry, and tag whomever the entry should be shared with.   
	▪ Tagging Objectives/Competencies:  Objectives/Competencies located in existing evaluations can be tagged by typing the “@” symbol and the beginning of the objective/competency.  For example, @adapt would result in adaptability being available for selection within the journal entry text. 
	▪ Tagging Objectives/Competencies:  Objectives/Competencies located in existing evaluations can be tagged by typing the “@” symbol and the beginning of the objective/competency.  For example, @adapt would result in adaptability being available for selection within the journal entry text. 
	▪ Tagging Objectives/Competencies:  Objectives/Competencies located in existing evaluations can be tagged by typing the “@” symbol and the beginning of the objective/competency.  For example, @adapt would result in adaptability being available for selection within the journal entry text. 




	o Click on Save. 
	o Click on Save. 

	o When finished, click on the Close button to return to the previous page. 
	o When finished, click on the Close button to return to the previous page. 
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	• Option 2: Use the drop down arrow next to your name (upper right hand corner) and select My Profile.  This option automatically populates your name for who the journal entry is about as it’s your Employee Details Page. 
	• Option 2: Use the drop down arrow next to your name (upper right hand corner) and select My Profile.  This option automatically populates your name for who the journal entry is about as it’s your Employee Details Page. 
	• Option 2: Use the drop down arrow next to your name (upper right hand corner) and select My Profile.  This option automatically populates your name for who the journal entry is about as it’s your Employee Details Page. 
	• Option 2: Use the drop down arrow next to your name (upper right hand corner) and select My Profile.  This option automatically populates your name for who the journal entry is about as it’s your Employee Details Page. 
	o After selecting My Profile, the system will take you to your Employee Details Page.  Click on Journal Entries in the upper right hand corner. 
	o After selecting My Profile, the system will take you to your Employee Details Page.  Click on Journal Entries in the upper right hand corner. 
	o After selecting My Profile, the system will take you to your Employee Details Page.  Click on Journal Entries in the upper right hand corner. 

	o After clicking on Journal Entries, a slide-out window opens.  Enter the text of the journal entry, and tag whomever the entry should be shared with.   
	o After clicking on Journal Entries, a slide-out window opens.  Enter the text of the journal entry, and tag whomever the entry should be shared with.   
	o After clicking on Journal Entries, a slide-out window opens.  Enter the text of the journal entry, and tag whomever the entry should be shared with.   
	▪ An employee name does not need to be entered as the system recognizes that it’s a journal entry entered from the Employee Details page and automatically assigns it to that employee. 
	▪ An employee name does not need to be entered as the system recognizes that it’s a journal entry entered from the Employee Details page and automatically assigns it to that employee. 
	▪ An employee name does not need to be entered as the system recognizes that it’s a journal entry entered from the Employee Details page and automatically assigns it to that employee. 

	▪ Tagging Objectives/Competencies:  Objectives/Competencies located in existing evaluations can be tagged by typing the “@” symbol and the beginning of the objective/competency.  For example, @adapt would result in adaptability being available for selection within the journal entry text. 
	▪ Tagging Objectives/Competencies:  Objectives/Competencies located in existing evaluations can be tagged by typing the “@” symbol and the beginning of the objective/competency.  For example, @adapt would result in adaptability being available for selection within the journal entry text. 




	o Click on Save. 
	o Click on Save. 

	o When finished, click on the Close button to return to the previous page. 
	o When finished, click on the Close button to return to the previous page. 
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	3. As a manager, journal entries can be entered for direct reports by finding the employee in the My Direct Reports section of the dashboard, and clicking on the blue paper icon titled Write Journal located in the employee information card. 
	3. As a manager, journal entries can be entered for direct reports by finding the employee in the My Direct Reports section of the dashboard, and clicking on the blue paper icon titled Write Journal located in the employee information card. 
	3. As a manager, journal entries can be entered for direct reports by finding the employee in the My Direct Reports section of the dashboard, and clicking on the blue paper icon titled Write Journal located in the employee information card. 
	3. As a manager, journal entries can be entered for direct reports by finding the employee in the My Direct Reports section of the dashboard, and clicking on the blue paper icon titled Write Journal located in the employee information card. 
	3. As a manager, journal entries can be entered for direct reports by finding the employee in the My Direct Reports section of the dashboard, and clicking on the blue paper icon titled Write Journal located in the employee information card. 
	3. As a manager, journal entries can be entered for direct reports by finding the employee in the My Direct Reports section of the dashboard, and clicking on the blue paper icon titled Write Journal located in the employee information card. 
	3. As a manager, journal entries can be entered for direct reports by finding the employee in the My Direct Reports section of the dashboard, and clicking on the blue paper icon titled Write Journal located in the employee information card. 
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	• After clicking on Write Journal, a slide-out window opens.  Enter the journal entry text, and tag whomever the entry should be shared with.   
	• After clicking on Write Journal, a slide-out window opens.  Enter the journal entry text, and tag whomever the entry should be shared with.   
	• After clicking on Write Journal, a slide-out window opens.  Enter the journal entry text, and tag whomever the entry should be shared with.   
	• After clicking on Write Journal, a slide-out window opens.  Enter the journal entry text, and tag whomever the entry should be shared with.   
	o Tagging Objectives/Competencies:  Objectives/Competencies located in existing evaluations can be tagged by typing the “@” symbol and the beginning of the objective/competency.  For example, @adapt would result in adaptability being available for selection within the journal entry text. 
	o Tagging Objectives/Competencies:  Objectives/Competencies located in existing evaluations can be tagged by typing the “@” symbol and the beginning of the objective/competency.  For example, @adapt would result in adaptability being available for selection within the journal entry text. 
	o Tagging Objectives/Competencies:  Objectives/Competencies located in existing evaluations can be tagged by typing the “@” symbol and the beginning of the objective/competency.  For example, @adapt would result in adaptability being available for selection within the journal entry text. 





	 
	• Click on Save. 
	• Click on Save. 
	• Click on Save. 
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	• When finished, click on the close button to return to the previous page. 
	• When finished, click on the close button to return to the previous page. 
	• When finished, click on the close button to return to the previous page. 
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	4. Journal entries can also be added directly from Outlook.  To send an email from Outlook to NEOGOV Perform: 
	4. Journal entries can also be added directly from Outlook.  To send an email from Outlook to NEOGOV Perform: 
	4. Journal entries can also be added directly from Outlook.  To send an email from Outlook to NEOGOV Perform: 
	4. Journal entries can also be added directly from Outlook.  To send an email from Outlook to NEOGOV Perform: 
	4. Journal entries can also be added directly from Outlook.  To send an email from Outlook to NEOGOV Perform: 
	4. Journal entries can also be added directly from Outlook.  To send an email from Outlook to NEOGOV Perform: 
	4. Journal entries can also be added directly from Outlook.  To send an email from Outlook to NEOGOV Perform: 
	4. Journal entries can also be added directly from Outlook.  To send an email from Outlook to NEOGOV Perform: 
	a. Enter the email address 
	a. Enter the email address 
	a. Enter the email address 
	a. Enter the email address 
	journals@neogov.net
	journals@neogov.net

	 into the “To” section.   


	b. In the “Subject”, enter the employee name (only) for whom the journal entry is for.  The employee name must be spelled correctly and match the employee information in Perform. 
	b. In the “Subject”, enter the employee name (only) for whom the journal entry is for.  The employee name must be spelled correctly and match the employee information in Perform. 

	c. Content entered in the email will be loaded as the journal entry.  After entering the journal entry content, type End journal so that the system can exclude signatures and other miscellaneous text from being included in the journal entry. 
	c. Content entered in the email will be loaded as the journal entry.  After entering the journal entry content, type End journal so that the system can exclude signatures and other miscellaneous text from being included in the journal entry. 





	 
	 
	 
	Figure
	Check-Ins 
	1. If a check-in task is assigned to you, when the evaluation is at that step in the process, you will receive an email regarding the task.  It will also show up in the Tasks section of your dashboard.  
	1. If a check-in task is assigned to you, when the evaluation is at that step in the process, you will receive an email regarding the task.  It will also show up in the Tasks section of your dashboard.  
	1. If a check-in task is assigned to you, when the evaluation is at that step in the process, you will receive an email regarding the task.  It will also show up in the Tasks section of your dashboard.  
	1. If a check-in task is assigned to you, when the evaluation is at that step in the process, you will receive an email regarding the task.  It will also show up in the Tasks section of your dashboard.  
	a. Wait until the task Due Date before completing the Check-In Task. 
	a. Wait until the task Due Date before completing the Check-In Task. 
	a. Wait until the task Due Date before completing the Check-In Task. 

	b. If the Check-In is part of a sequence of tasks, as soon as the current Check-In is completed, the next Check-In task in the sequence will populate on your dashboard.  It is important to verify the task Due Date before completing it.  Once completed, the task cannot be unlocked or moved back in the process. 
	b. If the Check-In is part of a sequence of tasks, as soon as the current Check-In is completed, the next Check-In task in the sequence will populate on your dashboard.  It is important to verify the task Due Date before completing it.  Once completed, the task cannot be unlocked or moved back in the process. 





	  
	 
	2. On the Dashboard click on the Check-In Task to be completed.   
	2. On the Dashboard click on the Check-In Task to be completed.   
	2. On the Dashboard click on the Check-In Task to be completed.   


	NOTE the following: 
	• The Task Name is Check-In 
	• The Task Name is Check-In 
	• The Task Name is Check-In 

	• The Employee associated to the Check-In Task 
	• The Employee associated to the Check-In Task 

	• The Evaluation that the Check-In Task is located 
	• The Evaluation that the Check-In Task is located 

	• The Due Date of the Check-In Task 
	• The Due Date of the Check-In Task 


	 
	Figure




	3. In the Check-In Window answer the required question.  Journal Entries and previously entered Check-Ins are available to add to the comments box.  Click on Save.   
	3. In the Check-In Window answer the required question.  Journal Entries and previously entered Check-Ins are available to add to the comments box.  Click on Save.   
	3. In the Check-In Window answer the required question.  Journal Entries and previously entered Check-Ins are available to add to the comments box.  Click on Save.   
	3. In the Check-In Window answer the required question.  Journal Entries and previously entered Check-Ins are available to add to the comments box.  Click on Save.   
	3. In the Check-In Window answer the required question.  Journal Entries and previously entered Check-Ins are available to add to the comments box.  Click on Save.   
	3. In the Check-In Window answer the required question.  Journal Entries and previously entered Check-Ins are available to add to the comments box.  Click on Save.   
	3. In the Check-In Window answer the required question.  Journal Entries and previously entered Check-Ins are available to add to the comments box.  Click on Save.   


	 
	Figure
	4. After clicking on Save, you will be taken back to your Dashboard.  The completed Check-In task will no longer appear in the Task section; however, the next Check-In sequence will be available (if applicable) with a future due date.  Do not complete the next Check-In until it is due. 
	4. After clicking on Save, you will be taken back to your Dashboard.  The completed Check-In task will no longer appear in the Task section; however, the next Check-In sequence will be available (if applicable) with a future due date.  Do not complete the next Check-In until it is due. 
	4. After clicking on Save, you will be taken back to your Dashboard.  The completed Check-In task will no longer appear in the Task section; however, the next Check-In sequence will be available (if applicable) with a future due date.  Do not complete the next Check-In until it is due. 


	 
	Employee Details 
	1. Employee Details contains employee information such as position (Civil Service classification), department, and start date.  The items can be viewed two ways, via scrolling or by clicking on the tabs along the top (Employee Details, Evaluations, Tasks, Development Plans, Documents) 
	1. Employee Details contains employee information such as position (Civil Service classification), department, and start date.  The items can be viewed two ways, via scrolling or by clicking on the tabs along the top (Employee Details, Evaluations, Tasks, Development Plans, Documents) 
	1. Employee Details contains employee information such as position (Civil Service classification), department, and start date.  The items can be viewed two ways, via scrolling or by clicking on the tabs along the top (Employee Details, Evaluations, Tasks, Development Plans, Documents) 


	 
	2. This page also has the Performance Evaluation and Development Plan sections. Performance Evaluations (Plans) will include your current performance evaluation (plan) including the name, type of plan (periodic or probation), and due date.  Development Plans are not required but can be created to track development of skills for future career growth.   
	2. This page also has the Performance Evaluation and Development Plan sections. Performance Evaluations (Plans) will include your current performance evaluation (plan) including the name, type of plan (periodic or probation), and due date.  Development Plans are not required but can be created to track development of skills for future career growth.   
	2. This page also has the Performance Evaluation and Development Plan sections. Performance Evaluations (Plans) will include your current performance evaluation (plan) including the name, type of plan (periodic or probation), and due date.  Development Plans are not required but can be created to track development of skills for future career growth.   


	NOTE:  Development plans are rated in NEOGOV Perform. 
	 
	3. The Hierarchy section displays organizational placement based on reporting relationship. The data that displays is based on settings controlled by security. 
	3. The Hierarchy section displays organizational placement based on reporting relationship. The data that displays is based on settings controlled by security. 
	3. The Hierarchy section displays organizational placement based on reporting relationship. The data that displays is based on settings controlled by security. 


	 
	4. To return to your Dashboard, click on the NEOGOV logo at the top left of the screen.  Or the Dashboard menu option. 
	4. To return to your Dashboard, click on the NEOGOV logo at the top left of the screen.  Or the Dashboard menu option. 
	4. To return to your Dashboard, click on the NEOGOV logo at the top left of the screen.  Or the Dashboard menu option. 


	 




	 
	 
	 
	 
	 
	Figure
	 
	Figure
	 
	Menu Bar 
	 
	Dashboard 
	 
	1. The Dashboard is available to navigate back to your dashboard when working in other areas of the product line; such as, the employee details page, evaluation details page, etc. 
	1. The Dashboard is available to navigate back to your dashboard when working in other areas of the product line; such as, the employee details page, evaluation details page, etc. 
	1. The Dashboard is available to navigate back to your dashboard when working in other areas of the product line; such as, the employee details page, evaluation details page, etc. 


	 
	Employees 
	 
	1. For an employee (who isn’t a manager) the Employee List will display only your employee information.  To access your employee profile, click the first name, last name, or employee number, which will take you to the Employee Details page discussed previously in this document. 
	1. For an employee (who isn’t a manager) the Employee List will display only your employee information.  To access your employee profile, click the first name, last name, or employee number, which will take you to the Employee Details page discussed previously in this document. 
	1. For an employee (who isn’t a manager) the Employee List will display only your employee information.  To access your employee profile, click the first name, last name, or employee number, which will take you to the Employee Details page discussed previously in this document. 






	 
	 
	 
	 
	 
	Figure
	 
	2. For an employee (who IS a manager), the Employee List will display your own employee record as well as the employees below you in the organization.  To access a profile, click the first name, last name, or employee number.  This will take you to the associated Employee Details screen. 
	2. For an employee (who IS a manager), the Employee List will display your own employee record as well as the employees below you in the organization.  To access a profile, click the first name, last name, or employee number.  This will take you to the associated Employee Details screen. 
	2. For an employee (who IS a manager), the Employee List will display your own employee record as well as the employees below you in the organization.  To access a profile, click the first name, last name, or employee number.  This will take you to the associated Employee Details screen. 
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	Performance Evaluations 
	1. This menu option is only available to managers based on the assigned security role in the system.   
	1. This menu option is only available to managers based on the assigned security role in the system.   
	1. This menu option is only available to managers based on the assigned security role in the system.   


	 
	2. From the Performance Evaluation list, a manager can assign objectives in bulk, export items to Microsoft Excel, or print the selected evaluations.  Assigning objectives in bulk is covered in the Bulk Objectives section of this document. 
	2. From the Performance Evaluation list, a manager can assign objectives in bulk, export items to Microsoft Excel, or print the selected evaluations.  Assigning objectives in bulk is covered in the Bulk Objectives section of this document. 
	2. From the Performance Evaluation list, a manager can assign objectives in bulk, export items to Microsoft Excel, or print the selected evaluations.  Assigning objectives in bulk is covered in the Bulk Objectives section of this document. 
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	Library 
	Library 
	Library 
	Library 
	Library 
	 
	1. Objective List: 
	1. Objective List: 
	1. Objective List: 
	1. Objective List: 
	a. Departmental objectives will appear in the Objective List as they are added by departments.  Objectives can be added to an evaluation using “From Library” which will be covered in the Evaluation section of this document. 
	a. Departmental objectives will appear in the Objective List as they are added by departments.  Objectives can be added to an evaluation using “From Library” which will be covered in the Evaluation section of this document. 
	a. Departmental objectives will appear in the Objective List as they are added by departments.  Objectives can be added to an evaluation using “From Library” which will be covered in the Evaluation section of this document. 

	b. Objectives can be exported to Microsoft Excel or Adobe PDF using the Bulk Action tool. 
	b. Objectives can be exported to Microsoft Excel or Adobe PDF using the Bulk Action tool. 
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	2. Competency List: 
	2. Competency List: 
	2. Competency List: 
	2. Competency List: 
	a. The competency list is a comprehensive listing of all State of Michigan competencies available for performance evaluation (plans).   
	a. The competency list is a comprehensive listing of all State of Michigan competencies available for performance evaluation (plans).   
	a. The competency list is a comprehensive listing of all State of Michigan competencies available for performance evaluation (plans).   
	a. The competency list is a comprehensive listing of all State of Michigan competencies available for performance evaluation (plans).   
	i. NOTE:  Hovering over the description of the competency will display the complete text. 
	i. NOTE:  Hovering over the description of the competency will display the complete text. 
	i. NOTE:  Hovering over the description of the competency will display the complete text. 




	b. Competencies can be exported to Microsoft Excel or Adobe PDF using the Bulk Action tool. 
	b. Competencies can be exported to Microsoft Excel or Adobe PDF using the Bulk Action tool. 
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	Reports 
	 
	This menu option is only available to the Manager role.  Managers can run reports related to their direct reports.  Reports, in detail, will be covered in the Reports section of this document. 
	 
	Help 
	 
	The Help menu option provides text/tutorials and helpful hints provided by NEOGOV based on the global use of the product.  The information is not specific to the State of Michigan use and/or configuration of the product. 
	 
	 
	 
	 




	Other Items 
	Other Items 
	Other Items 
	Other Items 
	Other Items 
	 
	1. Also available along the upper-right of your screen is a search bar and links to your Messages, Calendar, and Task Listing (all specific to NEOGOV Perform).  
	1. Also available along the upper-right of your screen is a search bar and links to your Messages, Calendar, and Task Listing (all specific to NEOGOV Perform).  
	1. Also available along the upper-right of your screen is a search bar and links to your Messages, Calendar, and Task Listing (all specific to NEOGOV Perform).  


	  
	2. Further, if you hover over your Name a profile menu will display. This menu provides quick access to your employee profile (My Profile), Change Password, or Sign-Out. 
	2. Further, if you hover over your Name a profile menu will display. This menu provides quick access to your employee profile (My Profile), Change Password, or Sign-Out. 
	2. Further, if you hover over your Name a profile menu will display. This menu provides quick access to your employee profile (My Profile), Change Password, or Sign-Out. 


	 
	3. To exit NEOGOV Perform, click on Sign Out. 
	3. To exit NEOGOV Perform, click on Sign Out. 
	3. To exit NEOGOV Perform, click on Sign Out. 


	 
	 
	Figure
	 
	 
	Performance Evaluation (Plan) Overview 
	 
	Employee performance evaluations (plans) will be established for all employees.  These evaluations will include tasks to acknowledge the evaluation (plan) and ratings.  In addition to the acknowledgement, these evaluations may also include tasks to self-rate your own plan.  You will see these tasks in your My Tasks section of the dashboard.  Once a task is completed, it is removed from the “current” view of the My Tasks section on the dashboard. 
	NOTE:  The acknowledgement task will not populate in the tasks section of the dashboard for the employee until the performance evaluation (plan) has been started by the manager/supervisor.  How to acknowledge a performance evaluation (plan) and rating is covered in the Acknowledgement of Evaluation (Plan) and Acknowledgement of Rating sections of this document. 
	 
	Figure




	1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the dashboard.   
	1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the dashboard.   
	1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the dashboard.   
	1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the dashboard.   
	1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the dashboard.   
	1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the dashboard.   
	1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the dashboard.   
	1. Click on the link for View All of My Evaluations or the Evaluation Card displaying on the dashboard.   
	a. Clicking on the Evaluation Card will take you directly to the related Evaluation Details page.   
	a. Clicking on the Evaluation Card will take you directly to the related Evaluation Details page.   
	a. Clicking on the Evaluation Card will take you directly to the related Evaluation Details page.   

	b. Clicking on View All of My Evaluations will take you to the Employee Details page where the performance evaluation (plan) will be listed in the Performance Evaluations section of the page.   
	b. Clicking on View All of My Evaluations will take you to the Employee Details page where the performance evaluation (plan) will be listed in the Performance Evaluations section of the page.   
	b. Clicking on View All of My Evaluations will take you to the Employee Details page where the performance evaluation (plan) will be listed in the Performance Evaluations section of the page.   
	i. From the Employee Details page, click on the evaluation (plan) name. 
	i. From the Employee Details page, click on the evaluation (plan) name. 
	i. From the Employee Details page, click on the evaluation (plan) name. 








	 
	NOTE:  Only the most recent 3 evaluations will display as evaluation cards on the dashboard.  They are sorted by due date in descending order. 
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	Evaluation Details Page: 
	 
	1. The top of the Evaluation Detail page lists information specific to the performance evaluation (plan) including name, due date, current status, type (periodic or probation), position, and department. 
	1. The top of the Evaluation Detail page lists information specific to the performance evaluation (plan) including name, due date, current status, type (periodic or probation), position, and department. 
	1. The top of the Evaluation Detail page lists information specific to the performance evaluation (plan) including name, due date, current status, type (periodic or probation), position, and department. 


	 
	2. The performance evaluation (plan) will be in Draft Status upon receipt and will remain in that status until it is started by the manager.  Changes can be made to objectives and competencies in the plan until the Manager/Supervisor has started the evaluation  
	2. The performance evaluation (plan) will be in Draft Status upon receipt and will remain in that status until it is started by the manager.  Changes can be made to objectives and competencies in the plan until the Manager/Supervisor has started the evaluation  
	2. The performance evaluation (plan) will be in Draft Status upon receipt and will remain in that status until it is started by the manager.  Changes can be made to objectives and competencies in the plan until the Manager/Supervisor has started the evaluation  


	 
	3. Most agencies have established performance evaluation (plan) dates.  The dates you receive will reflect the established dates for your agency or organizational unit including the Due Date.   
	3. Most agencies have established performance evaluation (plan) dates.  The dates you receive will reflect the established dates for your agency or organizational unit including the Due Date.   
	3. Most agencies have established performance evaluation (plan) dates.  The dates you receive will reflect the established dates for your agency or organizational unit including the Due Date.   


	 
	4. The Overall Rating will display as Pending until the performance evaluation (plan) rating has been completed by the manager/supervisor. 
	4. The Overall Rating will display as Pending until the performance evaluation (plan) rating has been completed by the manager/supervisor. 
	4. The Overall Rating will display as Pending until the performance evaluation (plan) rating has been completed by the manager/supervisor. 


	 
	5. If your agency is using a paper performance plan process, you will be notified and provided instructions on using the Print a Blank Rating Form function. 
	5. If your agency is using a paper performance plan process, you will be notified and provided instructions on using the Print a Blank Rating Form function. 
	5. If your agency is using a paper performance plan process, you will be notified and provided instructions on using the Print a Blank Rating Form function. 
	5. If your agency is using a paper performance plan process, you will be notified and provided instructions on using the Print a Blank Rating Form function. 
	a. The Print button does not populate the content of the evaluation, such as rating comments for the employee, until the rating has been completed and submitted by the rater (manager/supervisor). 
	a. The Print button does not populate the content of the evaluation, such as rating comments for the employee, until the rating has been completed and submitted by the rater (manager/supervisor). 
	a. The Print button does not populate the content of the evaluation, such as rating comments for the employee, until the rating has been completed and submitted by the rater (manager/supervisor). 





	 
	 
	Figure
	6. The Evaluation Details page will default to displaying the Evaluation Content. 
	6. The Evaluation Details page will default to displaying the Evaluation Content. 
	6. The Evaluation Details page will default to displaying the Evaluation Content. 
	6. The Evaluation Details page will default to displaying the Evaluation Content. 
	a. Objectives are the individual actions the manager/supervisor and employee agree will be rated in this performance evaluation (plan) for the rating period.  Objectives should be SMART (Specific, Measurable, Attainable, Relevant, and Time-Based).  Please see your HR Office if you need assistance in creating or understanding SMART objectives. 
	a. Objectives are the individual actions the manager/supervisor and employee agree will be rated in this performance evaluation (plan) for the rating period.  Objectives should be SMART (Specific, Measurable, Attainable, Relevant, and Time-Based).  Please see your HR Office if you need assistance in creating or understanding SMART objectives. 
	a. Objectives are the individual actions the manager/supervisor and employee agree will be rated in this performance evaluation (plan) for the rating period.  Objectives should be SMART (Specific, Measurable, Attainable, Relevant, and Time-Based).  Please see your HR Office if you need assistance in creating or understanding SMART objectives. 
	a. Objectives are the individual actions the manager/supervisor and employee agree will be rated in this performance evaluation (plan) for the rating period.  Objectives should be SMART (Specific, Measurable, Attainable, Relevant, and Time-Based).  Please see your HR Office if you need assistance in creating or understanding SMART objectives. 
	i. Add/edit/delete Objectives:  Employees/Managers can add, edit, and delete objectives until the performance evaluation (plan) is started.   
	i. Add/edit/delete Objectives:  Employees/Managers can add, edit, and delete objectives until the performance evaluation (plan) is started.   
	i. Add/edit/delete Objectives:  Employees/Managers can add, edit, and delete objectives until the performance evaluation (plan) is started.   
	i. Add/edit/delete Objectives:  Employees/Managers can add, edit, and delete objectives until the performance evaluation (plan) is started.   
	1. To edit objectives after the evaluation (plan) is started, use the pause button and make the changes.  Once the changes have been made, the manager needs to click on the Start button to regenerate the acknowledgement task for the employee. 
	1. To edit objectives after the evaluation (plan) is started, use the pause button and make the changes.  Once the changes have been made, the manager needs to click on the Start button to regenerate the acknowledgement task for the employee. 
	1. To edit objectives after the evaluation (plan) is started, use the pause button and make the changes.  Once the changes have been made, the manager needs to click on the Start button to regenerate the acknowledgement task for the employee. 







	b. Competencies are assigned to the performance evaluation (plan) based on Equitable Classification Plan (ECP) Group.   
	b. Competencies are assigned to the performance evaluation (plan) based on Equitable Classification Plan (ECP) Group.   
	b. Competencies are assigned to the performance evaluation (plan) based on Equitable Classification Plan (ECP) Group.   
	i. Add/edit/delete Competencies:  Employees/Managers can add, edit, and delete competencies until the performance evaluation (plan) is started.   
	i. Add/edit/delete Competencies:  Employees/Managers can add, edit, and delete competencies until the performance evaluation (plan) is started.   
	i. Add/edit/delete Competencies:  Employees/Managers can add, edit, and delete competencies until the performance evaluation (plan) is started.   
	i. Add/edit/delete Competencies:  Employees/Managers can add, edit, and delete competencies until the performance evaluation (plan) is started.   
	1. To edit competencies after the evaluation (plan) is started, use the pause button and make the changes.  Once the changes have been made, the manager needs to click on the Start button to regenerate the acknowledgement task for the employee. 
	1. To edit competencies after the evaluation (plan) is started, use the pause button and make the changes.  Once the changes have been made, the manager needs to click on the Start button to regenerate the acknowledgement task for the employee. 
	1. To edit competencies after the evaluation (plan) is started, use the pause button and make the changes.  Once the changes have been made, the manager needs to click on the Start button to regenerate the acknowledgement task for the employee. 







	c. Some Managers/Supervisors may solicit employee assistance in the addition of competencies. Other Managers/Supervisors may complete all the evaluation (plan) updates in Perform.  
	c. Some Managers/Supervisors may solicit employee assistance in the addition of competencies. Other Managers/Supervisors may complete all the evaluation (plan) updates in Perform.  





	 
	 
	NOTE:  Only the user entering the objective can edit or delete it. 
	 
	 




	 
	 
	 
	 
	 
	 
	Figure
	 
	7. Notes/Attachments can be added within the evaluation with items specific to the rating period.  
	7. Notes/Attachments can be added within the evaluation with items specific to the rating period.  
	7. Notes/Attachments can be added within the evaluation with items specific to the rating period.  


	NOTE:  This section cannot be modified once entered.  Please contact the NEOGOV mailbox at 
	NOTE:  This section cannot be modified once entered.  Please contact the NEOGOV mailbox at 
	MCSC-NEOGOV@michigan.gov
	MCSC-NEOGOV@michigan.gov

	 for assistance in editing/removing content from this section. 

	 
	Figure
	 
	8. The Process Timeline portion of the performance evaluation (plan) includes the following: 
	8. The Process Timeline portion of the performance evaluation (plan) includes the following: 
	8. The Process Timeline portion of the performance evaluation (plan) includes the following: 
	8. The Process Timeline portion of the performance evaluation (plan) includes the following: 
	a. Evaluation (Plan) Acknowledgements are defaulted via the performance evaluation (plan) program.  The acknowledgement is used to have an employee certify that they have seen and reviewed the objectives and competencies assigned in the performance evaluation (plan) that will be used for the current rating period.   
	a. Evaluation (Plan) Acknowledgements are defaulted via the performance evaluation (plan) program.  The acknowledgement is used to have an employee certify that they have seen and reviewed the objectives and competencies assigned in the performance evaluation (plan) that will be used for the current rating period.   
	a. Evaluation (Plan) Acknowledgements are defaulted via the performance evaluation (plan) program.  The acknowledgement is used to have an employee certify that they have seen and reviewed the objectives and competencies assigned in the performance evaluation (plan) that will be used for the current rating period.   

	b. Self/Peer Ratings can be used to assign a self/peer rating to the performance evaluation (plan). Please contact your HR Office to have self/peer ratings added to the evaluation (plan). 
	b. Self/Peer Ratings can be used to assign a self/peer rating to the performance evaluation (plan). Please contact your HR Office to have self/peer ratings added to the evaluation (plan). 

	c. The Rating of Record (supervisor/manager rating) is assigned on the performance evaluation (plan) program.   
	c. The Rating of Record (supervisor/manager rating) is assigned on the performance evaluation (plan) program.   

	d. The Rating Acknowledgements are defaulted via the performance evaluation (plan) program.  The rating acknowledgement is used to have the employee certify that they have seen and reviewed the performance evaluation (plan) rating for the current rating period.  How to acknowledge a performance rating is covered in the Acknowledgement of Rating section of this document.     
	d. The Rating Acknowledgements are defaulted via the performance evaluation (plan) program.  The rating acknowledgement is used to have the employee certify that they have seen and reviewed the performance evaluation (plan) rating for the current rating period.  How to acknowledge a performance rating is covered in the Acknowledgement of Rating section of this document.     

	e. Tasks can be added to the performance evaluation (plan) and will be covered in the 
	e. Tasks can be added to the performance evaluation (plan) and will be covered in the 
	e. Tasks can be added to the performance evaluation (plan) and will be covered in the 
	Notes/Attachments
	/Tasks section of this document. 






	 
	 
	NOTE: The evaluation (plan) acknowledgement task is not available to an employee until the performance evaluation is started by the manager.  How to acknowledge a performance 




	evaluation (plan) is covered in the Acknowledgement of Evaluation (Plan) section of this document. 
	evaluation (plan) is covered in the Acknowledgement of Evaluation (Plan) section of this document. 
	evaluation (plan) is covered in the Acknowledgement of Evaluation (Plan) section of this document. 
	evaluation (plan) is covered in the Acknowledgement of Evaluation (Plan) section of this document. 
	evaluation (plan) is covered in the Acknowledgement of Evaluation (Plan) section of this document. 
	 
	Figure
	 
	NOTE:  The manager/supervisor is required to rate the employee before the performance evaluation (plan) due date.  The manager/supervisor rating due date in the example below is Dec 31, 2020.  The manager/supervisor serves as the Rater of Record. 
	 
	 
	Figure




	 
	 
	 
	 
	 
	Figure
	 
	9. When the performance evaluation (plan) is ready for employee acknowledgement, the Manager/Supervisor will start the evaluation (plan).  Once the evaluation (plan) is started, changes cannot be made to the evaluation (plan) unless it is reverted to draft status by using the Pause Evaluation button at the top of the evaluation.   This will be covered in more detail in the Edit/Start Performance (Evaluation) Plan section of this document. 
	9. When the performance evaluation (plan) is ready for employee acknowledgement, the Manager/Supervisor will start the evaluation (plan).  Once the evaluation (plan) is started, changes cannot be made to the evaluation (plan) unless it is reverted to draft status by using the Pause Evaluation button at the top of the evaluation.   This will be covered in more detail in the Edit/Start Performance (Evaluation) Plan section of this document. 
	9. When the performance evaluation (plan) is ready for employee acknowledgement, the Manager/Supervisor will start the evaluation (plan).  Once the evaluation (plan) is started, changes cannot be made to the evaluation (plan) unless it is reverted to draft status by using the Pause Evaluation button at the top of the evaluation.   This will be covered in more detail in the Edit/Start Performance (Evaluation) Plan section of this document. 


	 
	10. After the performance evaluation (plan) is started, an email is sent to the employee asking them to acknowledge the evaluation (plan).  After the acknowledgment of the evaluation (plan), if additional acknowledgements or employee self ratings are not required, a Rate task and button appears for the manager indicating the evaluation (plan) is ready for rating.  (A rate task/button will only populate for the employee if a self-rating is assigned to the evaluation). 
	10. After the performance evaluation (plan) is started, an email is sent to the employee asking them to acknowledge the evaluation (plan).  After the acknowledgment of the evaluation (plan), if additional acknowledgements or employee self ratings are not required, a Rate task and button appears for the manager indicating the evaluation (plan) is ready for rating.  (A rate task/button will only populate for the employee if a self-rating is assigned to the evaluation). 
	10. After the performance evaluation (plan) is started, an email is sent to the employee asking them to acknowledge the evaluation (plan).  After the acknowledgment of the evaluation (plan), if additional acknowledgements or employee self ratings are not required, a Rate task and button appears for the manager indicating the evaluation (plan) is ready for rating.  (A rate task/button will only populate for the employee if a self-rating is assigned to the evaluation). 


	 
	11. Once ready for acknowledgement/review, the Status of the performance evaluation (plan) changes from Draft to Before Ratings. 
	11. Once ready for acknowledgement/review, the Status of the performance evaluation (plan) changes from Draft to Before Ratings. 
	11. Once ready for acknowledgement/review, the Status of the performance evaluation (plan) changes from Draft to Before Ratings. 


	 
	12. The performance evaluation (plan) content, such as objectives/competencies, can now be printed using the Print feature. 
	12. The performance evaluation (plan) content, such as objectives/competencies, can now be printed using the Print feature. 
	12. The performance evaluation (plan) content, such as objectives/competencies, can now be printed using the Print feature. 
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	Add Content to Performance Evaluation (Plan) 
	Add Content to Performance Evaluation (Plan) 
	Add Content to Performance Evaluation (Plan) 
	Add Content to Performance Evaluation (Plan) 
	Add Content to Performance Evaluation (Plan) 
	1. After logging in, from the Dashboard, one of the following will apply: 
	1. After logging in, from the Dashboard, one of the following will apply: 
	1. After logging in, from the Dashboard, one of the following will apply: 
	1. After logging in, from the Dashboard, one of the following will apply: 
	a. Employee—Click on the performance evaluation (plan) card that you wish to view/edit, which will take you directly to the related Evaluations Details page.  Or, click on the link View All of My Evaluations to go to the Employee Details page where the performance evaluation (plan) will be listed in the Performance Evaluations section of the page.   
	a. Employee—Click on the performance evaluation (plan) card that you wish to view/edit, which will take you directly to the related Evaluations Details page.  Or, click on the link View All of My Evaluations to go to the Employee Details page where the performance evaluation (plan) will be listed in the Performance Evaluations section of the page.   
	a. Employee—Click on the performance evaluation (plan) card that you wish to view/edit, which will take you directly to the related Evaluations Details page.  Or, click on the link View All of My Evaluations to go to the Employee Details page where the performance evaluation (plan) will be listed in the Performance Evaluations section of the page.   

	b. Manager—Click on the direct report whose performance evaluation (plan) you wish to view/edit/start.  In doing so, you will be taken to your direct report’s Employee Details page (covered in the Overview of NEOGOV PE) where you can select the Performance Evaluation (Plan) to add content and then “start” by clicking on the Start button. 
	b. Manager—Click on the direct report whose performance evaluation (plan) you wish to view/edit/start.  In doing so, you will be taken to your direct report’s Employee Details page (covered in the Overview of NEOGOV PE) where you can select the Performance Evaluation (Plan) to add content and then “start” by clicking on the Start button. 
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	Add/Delete Objectives 
	1. After selecting the specific evaluation (discussed above), on the Evaluations Details page, click on Add Items and select New Objective.  Department strategic objectives will be available with the From Objective Library option.  If your department is using this functionality, you will be instructed on what to select from the library.  The State of Michigan is ONLY using From Objective Library and New Objective. 
	1. After selecting the specific evaluation (discussed above), on the Evaluations Details page, click on Add Items and select New Objective.  Department strategic objectives will be available with the From Objective Library option.  If your department is using this functionality, you will be instructed on what to select from the library.  The State of Michigan is ONLY using From Objective Library and New Objective. 
	1. After selecting the specific evaluation (discussed above), on the Evaluations Details page, click on Add Items and select New Objective.  Department strategic objectives will be available with the From Objective Library option.  If your department is using this functionality, you will be instructed on what to select from the library.  The State of Michigan is ONLY using From Objective Library and New Objective. 


	 
	NOTE:  Employees can edit/add/delete objectives until the performance evaluation (plan) is started by the manager. 
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	2. The Add Objective slide-out window will open.  Add the objective title in the Objective Name field.  A due date is not required but can be entered if desired.  Add a Description to ensure both the employee and manager/supervisor are clear on what the objective is intended to achieve and how it will be measured.  Select a Category for the objective.  Most objectives will be categorized as Employee.  Under the additional settings tab, a priority can be selected.  Reminder settings can also be set. 
	2. The Add Objective slide-out window will open.  Add the objective title in the Objective Name field.  A due date is not required but can be entered if desired.  Add a Description to ensure both the employee and manager/supervisor are clear on what the objective is intended to achieve and how it will be measured.  Select a Category for the objective.  Most objectives will be categorized as Employee.  Under the additional settings tab, a priority can be selected.  Reminder settings can also be set. 
	2. The Add Objective slide-out window will open.  Add the objective title in the Objective Name field.  A due date is not required but can be entered if desired.  Add a Description to ensure both the employee and manager/supervisor are clear on what the objective is intended to achieve and how it will be measured.  Select a Category for the objective.  Most objectives will be categorized as Employee.  Under the additional settings tab, a priority can be selected.  Reminder settings can also be set. 
	2. The Add Objective slide-out window will open.  Add the objective title in the Objective Name field.  A due date is not required but can be entered if desired.  Add a Description to ensure both the employee and manager/supervisor are clear on what the objective is intended to achieve and how it will be measured.  Select a Category for the objective.  Most objectives will be categorized as Employee.  Under the additional settings tab, a priority can be selected.  Reminder settings can also be set. 
	2. The Add Objective slide-out window will open.  Add the objective title in the Objective Name field.  A due date is not required but can be entered if desired.  Add a Description to ensure both the employee and manager/supervisor are clear on what the objective is intended to achieve and how it will be measured.  Select a Category for the objective.  Most objectives will be categorized as Employee.  Under the additional settings tab, a priority can be selected.  Reminder settings can also be set. 
	2. The Add Objective slide-out window will open.  Add the objective title in the Objective Name field.  A due date is not required but can be entered if desired.  Add a Description to ensure both the employee and manager/supervisor are clear on what the objective is intended to achieve and how it will be measured.  Select a Category for the objective.  Most objectives will be categorized as Employee.  Under the additional settings tab, a priority can be selected.  Reminder settings can also be set. 
	2. The Add Objective slide-out window will open.  Add the objective title in the Objective Name field.  A due date is not required but can be entered if desired.  Add a Description to ensure both the employee and manager/supervisor are clear on what the objective is intended to achieve and how it will be measured.  Select a Category for the objective.  Most objectives will be categorized as Employee.  Under the additional settings tab, a priority can be selected.  Reminder settings can also be set. 
	2. The Add Objective slide-out window will open.  Add the objective title in the Objective Name field.  A due date is not required but can be entered if desired.  Add a Description to ensure both the employee and manager/supervisor are clear on what the objective is intended to achieve and how it will be measured.  Select a Category for the objective.  Most objectives will be categorized as Employee.  Under the additional settings tab, a priority can be selected.  Reminder settings can also be set. 
	a. Objectives are considered due on the due date of the evaluation.  If a separate objective due date and related reminder settings are configured for a specific objective, the system will send emails to the employee regarding the objective. 
	a. Objectives are considered due on the due date of the evaluation.  If a separate objective due date and related reminder settings are configured for a specific objective, the system will send emails to the employee regarding the objective. 
	a. Objectives are considered due on the due date of the evaluation.  If a separate objective due date and related reminder settings are configured for a specific objective, the system will send emails to the employee regarding the objective. 





	   
	 
	Objective Categories are outlined below: 
	 
	• Department Plan objectives are associated with the department’s strategic plan, mission, vision, etc.  
	• Department Plan objectives are associated with the department’s strategic plan, mission, vision, etc.  
	• Department Plan objectives are associated with the department’s strategic plan, mission, vision, etc.  

	• Strategic Plan objectives are associated with the strategic plan, initiatives, projects, business plan, etc. 
	• Strategic Plan objectives are associated with the strategic plan, initiatives, projects, business plan, etc. 

	• Employee objectives are associated with the employee's activities for the review (evaluation) period. 
	• Employee objectives are associated with the employee's activities for the review (evaluation) period. 
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	3. Click on Save 
	3. Click on Save 
	3. Click on Save 


	 
	4. Repeat these steps for any additional objectives. 
	4. Repeat these steps for any additional objectives. 
	4. Repeat these steps for any additional objectives. 

	5. Each objective is accompanied by a Progress slider bar, which may be used to update the percentage completed for that objective.  The progress bar is not tracked/reported on within the system. However, report options are available for this information in the Reports menu.  (The slider bar appears on the Evaluation Details page in the Objectives section.) 
	5. Each objective is accompanied by a Progress slider bar, which may be used to update the percentage completed for that objective.  The progress bar is not tracked/reported on within the system. However, report options are available for this information in the Reports menu.  (The slider bar appears on the Evaluation Details page in the Objectives section.) 
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	6. To Edit an Objective, click on the pencil icon.  
	6. To Edit an Objective, click on the pencil icon.  
	6. To Edit an Objective, click on the pencil icon.  


	  
	NOTE:  Only the creator of the objective can edit it.  Objectives added as “New Objectives” can be edited (Objectives added from the Library are not editable).  
	 
	7. To delete an objective, click on the “X” icon in the Actions column.  The system will prompt you to confirm the deletion of the objective.   
	7. To delete an objective, click on the “X” icon in the Actions column.  The system will prompt you to confirm the deletion of the objective.   
	7. To delete an objective, click on the “X” icon in the Actions column.  The system will prompt you to confirm the deletion of the objective.   
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	Bulk Objectives 
	If you are a Manager, the ability to add an objective to multiple employees at the same time is available using a bulk tool.   
	1. In the Performance Evaluations menu, select Performance Evaluation List. 
	1. In the Performance Evaluations menu, select Performance Evaluation List. 
	1. In the Performance Evaluations menu, select Performance Evaluation List. 


	 
	The Evaluation List will populate, displaying only the employee evaluations associated to the manager. 
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	2. On the Evaluation List, select the employees/evaluations that will receive the objective(s). Objectives can be added to evaluations in Draft, Before Ratings, and Rating statuses only. 
	2. On the Evaluation List, select the employees/evaluations that will receive the objective(s). Objectives can be added to evaluations in Draft, Before Ratings, and Rating statuses only. 
	2. On the Evaluation List, select the employees/evaluations that will receive the objective(s). Objectives can be added to evaluations in Draft, Before Ratings, and Rating statuses only. 
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	3. Click on the Bulk Actions button.  Select Assign Objectives from the Evaluation Bulk Actions section.   
	3. Click on the Bulk Actions button.  Select Assign Objectives from the Evaluation Bulk Actions section.   
	3. Click on the Bulk Actions button.  Select Assign Objectives from the Evaluation Bulk Actions section.   
	3. Click on the Bulk Actions button.  Select Assign Objectives from the Evaluation Bulk Actions section.   
	3. Click on the Bulk Actions button.  Select Assign Objectives from the Evaluation Bulk Actions section.   
	3. Click on the Bulk Actions button.  Select Assign Objectives from the Evaluation Bulk Actions section.   
	3. Click on the Bulk Actions button.  Select Assign Objectives from the Evaluation Bulk Actions section.   
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	4. On the Objectives Assignment page, click on the +Objective button to add the Objective.  From Library allows for the assignment of existing Objectives housed in the Objective Library.  New Objective allows for the creation of a new Objective. 
	4. On the Objectives Assignment page, click on the +Objective button to add the Objective.  From Library allows for the assignment of existing Objectives housed in the Objective Library.  New Objective allows for the creation of a new Objective. 
	4. On the Objectives Assignment page, click on the +Objective button to add the Objective.  From Library allows for the assignment of existing Objectives housed in the Objective Library.  New Objective allows for the creation of a new Objective. 
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	5. Enter the Objective Name, Description, and select a Category (usually Employee).  When finished, click on Save. 
	5. Enter the Objective Name, Description, and select a Category (usually Employee).  When finished, click on Save. 
	5. Enter the Objective Name, Description, and select a Category (usually Employee).  When finished, click on Save. 
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	6. Enter any additional Objectives that should be added to the selected employees via the bulk action tool.  When finished, select Objective for the section where the Objective(s) will be added within the evaluation.  Click on Next. 
	6. Enter any additional Objectives that should be added to the selected employees via the bulk action tool.  When finished, select Objective for the section where the Objective(s) will be added within the evaluation.  Click on Next. 
	6. Enter any additional Objectives that should be added to the selected employees via the bulk action tool.  When finished, select Objective for the section where the Objective(s) will be added within the evaluation.  Click on Next. 






	 
	 
	 
	 
	 
	Figure
	7. On the Confirmation page, review the data and click on Submit to add the Objective(s). 
	7. On the Confirmation page, review the data and click on Submit to add the Objective(s). 
	7. On the Confirmation page, review the data and click on Submit to add the Objective(s). 
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	8. A confirmation page will display when the action is complete. 
	8. A confirmation page will display when the action is complete. 
	8. A confirmation page will display when the action is complete. 
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	Competencies 
	1. On the Evaluations Details page, to add Competencies to the evaluation (plan), click on Add Items and select From Competency Library or From Class Specification. 
	1. On the Evaluations Details page, to add Competencies to the evaluation (plan), click on Add Items and select From Competency Library or From Class Specification. 
	1. On the Evaluations Details page, to add Competencies to the evaluation (plan), click on Add Items and select From Competency Library or From Class Specification. 


	 
	NOTE:  From Competency Library allows you to select the competencies to add.  From Class Specification adds every competency from the ECP Group to the section. 
	 
	NOTE:  Employees can add/delete competencies until the performance evaluation (plan) is started.  
	 




	2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable Classification Plan) Group.  If you do not know your Group, you can find the information in the Compensation Manual.  The Compensation Manual is available on the Civil Service Commission (intranet) Insider in the Important Links section or on the Civil Service Commission home page (internet) under MCSC Quick Links. 
	2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable Classification Plan) Group.  If you do not know your Group, you can find the information in the Compensation Manual.  The Compensation Manual is available on the Civil Service Commission (intranet) Insider in the Important Links section or on the Civil Service Commission home page (internet) under MCSC Quick Links. 
	2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable Classification Plan) Group.  If you do not know your Group, you can find the information in the Compensation Manual.  The Compensation Manual is available on the Civil Service Commission (intranet) Insider in the Important Links section or on the Civil Service Commission home page (internet) under MCSC Quick Links. 
	2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable Classification Plan) Group.  If you do not know your Group, you can find the information in the Compensation Manual.  The Compensation Manual is available on the Civil Service Commission (intranet) Insider in the Important Links section or on the Civil Service Commission home page (internet) under MCSC Quick Links. 
	2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable Classification Plan) Group.  If you do not know your Group, you can find the information in the Compensation Manual.  The Compensation Manual is available on the Civil Service Commission (intranet) Insider in the Important Links section or on the Civil Service Commission home page (internet) under MCSC Quick Links. 
	2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable Classification Plan) Group.  If you do not know your Group, you can find the information in the Compensation Manual.  The Compensation Manual is available on the Civil Service Commission (intranet) Insider in the Important Links section or on the Civil Service Commission home page (internet) under MCSC Quick Links. 
	2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable Classification Plan) Group.  If you do not know your Group, you can find the information in the Compensation Manual.  The Compensation Manual is available on the Civil Service Commission (intranet) Insider in the Important Links section or on the Civil Service Commission home page (internet) under MCSC Quick Links. 
	2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable Classification Plan) Group.  If you do not know your Group, you can find the information in the Compensation Manual.  The Compensation Manual is available on the Civil Service Commission (intranet) Insider in the Important Links section or on the Civil Service Commission home page (internet) under MCSC Quick Links. 
	a. Click on Section A in the Compensation Manual. 
	a. Click on Section A in the Compensation Manual. 
	a. Click on Section A in the Compensation Manual. 

	b. Locate your HRMN Position Description (job classification) and review the information in the Job Class column.  CL1 is Group 1; CL2 is Group 2; CL3 is Group 3 (there is a Group 3 Manager and a Group 3 Supervisor); CL4 is Group 4.   
	b. Locate your HRMN Position Description (job classification) and review the information in the Job Class column.  CL1 is Group 1; CL2 is Group 2; CL3 is Group 3 (there is a Group 3 Manager and a Group 3 Supervisor); CL4 is Group 4.   
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	3. From the Competency Library, select the appropriate competency by clicking in the checkbox in front of it and selecting Save. 
	3. From the Competency Library, select the appropriate competency by clicking in the checkbox in front of it and selecting Save. 
	3. From the Competency Library, select the appropriate competency by clicking in the checkbox in front of it and selecting Save. 


	 
	NOTE:  Competencies are entered in NEOGOV Perform with (100), (200), (310), (320), or (400) after them.  The following applies: 
	• Group 1 competencies are followed by (100) 
	• Group 1 competencies are followed by (100) 
	• Group 1 competencies are followed by (100) 

	• Group 2 competencies are followed by (200) 
	• Group 2 competencies are followed by (200) 

	• Group 3 MGR competencies are followed by (310) 
	• Group 3 MGR competencies are followed by (310) 

	• Group 3 SPV competencies are followed by (320) 
	• Group 3 SPV competencies are followed by (320) 

	• Group 4 competencies are followed by (400) 
	• Group 4 competencies are followed by (400) 
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	4. To delete a competency, click on the “x” icon. 
	4. To delete a competency, click on the “x” icon. 
	4. To delete a competency, click on the “x” icon. 


	 
	Figure
	 
	Notes & Attachments 
	1. Notes & Attachments can be added to the performance evaluation (plan) using the Add Notes & Attachments button. 
	1. Notes & Attachments can be added to the performance evaluation (plan) using the Add Notes & Attachments button. 
	1. Notes & Attachments can be added to the performance evaluation (plan) using the Add Notes & Attachments button. 
	1. Notes & Attachments can be added to the performance evaluation (plan) using the Add Notes & Attachments button. 
	a. Notes can be typed directly.  Some formatting including a spell-checking function is available.  Attachments can be added by using the +Attachment button.  If Private Note is checked, only the person entering the note can see it.  Click Save. 
	a. Notes can be typed directly.  Some formatting including a spell-checking function is available.  Attachments can be added by using the +Attachment button.  If Private Note is checked, only the person entering the note can see it.  Click Save. 
	a. Notes can be typed directly.  Some formatting including a spell-checking function is available.  Attachments can be added by using the +Attachment button.  If Private Note is checked, only the person entering the note can see it.  Click Save. 
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	Tasks 
	1. The Process Timeline Tasks for the employee’s evaluation (plan) acknowledgement, rating acknowledgement, self-rating (if applicable) and the manager/supervisor review will be defaulted into the evaluation (plan) from the performance evaluation (plan) program.  These tasks will appear on the associated employee’s (and manager/supervisor’s) Dashboard.  Reminder and overdue notices are sent based on the evaluation (plan) program configuration. 
	1. The Process Timeline Tasks for the employee’s evaluation (plan) acknowledgement, rating acknowledgement, self-rating (if applicable) and the manager/supervisor review will be defaulted into the evaluation (plan) from the performance evaluation (plan) program.  These tasks will appear on the associated employee’s (and manager/supervisor’s) Dashboard.  Reminder and overdue notices are sent based on the evaluation (plan) program configuration. 
	1. The Process Timeline Tasks for the employee’s evaluation (plan) acknowledgement, rating acknowledgement, self-rating (if applicable) and the manager/supervisor review will be defaulted into the evaluation (plan) from the performance evaluation (plan) program.  These tasks will appear on the associated employee’s (and manager/supervisor’s) Dashboard.  Reminder and overdue notices are sent based on the evaluation (plan) program configuration. 


	 
	Start Evaluation 
	1. When the performance evaluation (plan) is ready for employee acknowledgment (certification), it can be started by clicking on the Start button.  Once the evaluation (plan) is started, changes cannot be made to the evaluation (plan) unless reverted to draft status by clicking on the then Pause Evaluation button. 
	1. When the performance evaluation (plan) is ready for employee acknowledgment (certification), it can be started by clicking on the Start button.  Once the evaluation (plan) is started, changes cannot be made to the evaluation (plan) unless reverted to draft status by clicking on the then Pause Evaluation button. 
	1. When the performance evaluation (plan) is ready for employee acknowledgment (certification), it can be started by clicking on the Start button.  Once the evaluation (plan) is started, changes cannot be made to the evaluation (plan) unless reverted to draft status by clicking on the then Pause Evaluation button. 


	 
	Figure
	2. After the performance evaluation (plan) is started, an email is sent to the employee notifying them to acknowledge the evaluation (plan).  Acknowledgment of the evaluation (plan) is the first step in the evaluation process. 
	2. After the performance evaluation (plan) is started, an email is sent to the employee notifying them to acknowledge the evaluation (plan).  Acknowledgment of the evaluation (plan) is the first step in the evaluation process. 
	2. After the performance evaluation (plan) is started, an email is sent to the employee notifying them to acknowledge the evaluation (plan).  Acknowledgment of the evaluation (plan) is the first step in the evaluation process. 


	 
	3. The performance evaluation (plan) can be paused/reverted to draft status if changes need to be made to any part of it via the pause button.  If changes are made to the Objectives and/or Competencies sections, once the evaluation (plan) is started again, the Acknowledgement email for the employee will be retriggered asking for their signature (certification).   
	3. The performance evaluation (plan) can be paused/reverted to draft status if changes need to be made to any part of it via the pause button.  If changes are made to the Objectives and/or Competencies sections, once the evaluation (plan) is started again, the Acknowledgement email for the employee will be retriggered asking for their signature (certification).   
	3. The performance evaluation (plan) can be paused/reverted to draft status if changes need to be made to any part of it via the pause button.  If changes are made to the Objectives and/or Competencies sections, once the evaluation (plan) is started again, the Acknowledgement email for the employee will be retriggered asking for their signature (certification).   






	 
	 
	 
	 
	 
	Figure
	4. Once started, the Status of the performance evaluation (plan) changes from Draft to Before Ratings. 
	4. Once started, the Status of the performance evaluation (plan) changes from Draft to Before Ratings. 
	4. Once started, the Status of the performance evaluation (plan) changes from Draft to Before Ratings. 


	 
	Acknowledgement of Evaluation (Plan) 
	1. When an employee and manager agree on the performance evaluation (plan) established for the review period, including objectives and competencies, the manager will start the evaluation, locking it to additional changes.  the employee will receive an email instructing them to login to NEOGOV Perform to acknowledge the performance evaluation (plan).  The email will look like the one below. 
	1. When an employee and manager agree on the performance evaluation (plan) established for the review period, including objectives and competencies, the manager will start the evaluation, locking it to additional changes.  the employee will receive an email instructing them to login to NEOGOV Perform to acknowledge the performance evaluation (plan).  The email will look like the one below. 
	1. When an employee and manager agree on the performance evaluation (plan) established for the review period, including objectives and competencies, the manager will start the evaluation, locking it to additional changes.  the employee will receive an email instructing them to login to NEOGOV Perform to acknowledge the performance evaluation (plan).  The email will look like the one below. 


	 
	 
	Figure
	2. On the Dashboard screen, the employee will see an Acknowledgement task listed in the My Tasks section.  Click on the subject, Sign… that will take you to the Acknowledgement window. 
	2. On the Dashboard screen, the employee will see an Acknowledgement task listed in the My Tasks section.  Click on the subject, Sign… that will take you to the Acknowledgement window. 
	2. On the Dashboard screen, the employee will see an Acknowledgement task listed in the My Tasks section.  Click on the subject, Sign… that will take you to the Acknowledgement window. 


	  




	 
	 
	 
	 
	 
	Figure
	 
	3. In the Evaluation Acknowledgement (Before Ratings) window, review the assigned performance evaluation content.  To see only objectives or only competencies click on the specific section.   
	3. In the Evaluation Acknowledgement (Before Ratings) window, review the assigned performance evaluation content.  To see only objectives or only competencies click on the specific section.   
	3. In the Evaluation Acknowledgement (Before Ratings) window, review the assigned performance evaluation content.  To see only objectives or only competencies click on the specific section.   
	3. In the Evaluation Acknowledgement (Before Ratings) window, review the assigned performance evaluation content.  To see only objectives or only competencies click on the specific section.   
	a. If questions or concerns need to be addressed before completing the acknowledgement task, return to your dashboard by clicking on NEOGOV or Dashboard.  The task will remain active and in your Tasks section of the dashboard.  If you do not acknowledge your evaluation (plan), please follow up with your manager. 
	a. If questions or concerns need to be addressed before completing the acknowledgement task, return to your dashboard by clicking on NEOGOV or Dashboard.  The task will remain active and in your Tasks section of the dashboard.  If you do not acknowledge your evaluation (plan), please follow up with your manager. 
	a. If questions or concerns need to be addressed before completing the acknowledgement task, return to your dashboard by clicking on NEOGOV or Dashboard.  The task will remain active and in your Tasks section of the dashboard.  If you do not acknowledge your evaluation (plan), please follow up with your manager. 





	 
	 
	Figure
	4. Click on the Sign button to open the signature pane.  Enter any comments and acknowledge the evaluation (plan) by clicking on Submit.  The evaluation will now be available to the manager for rating.  
	4. Click on the Sign button to open the signature pane.  Enter any comments and acknowledge the evaluation (plan) by clicking on Submit.  The evaluation will now be available to the manager for rating.  
	4. Click on the Sign button to open the signature pane.  Enter any comments and acknowledge the evaluation (plan) by clicking on Submit.  The evaluation will now be available to the manager for rating.  


	NOTE:  Clicking on the Cancel button will return you to your dashboard without acknowledging the evaluation (plan).  If you do not acknowledge your evaluation (plan), please follow up with your manager. 
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	5. The Acknowledgement will no longer appear on the Dashboard screen.   
	5. The Acknowledgement will no longer appear on the Dashboard screen.   
	5. The Acknowledgement will no longer appear on the Dashboard screen.   


	 
	NOTE:  If a performance evaluation (plan) is reverted to Draft Status, and a change is made to Objectives and/or Competencies, a new email will be triggered asking for acknowledgement of the updated evaluation (plan).   Follow the steps above to re-acknowledge the modified performance evaluation (plan).  
	 
	Rating (Both Employee Self-Rating and Rater of Record-Manager/Supervisor) 
	1. There are two options to get to the Rate screen: 
	1. There are two options to get to the Rate screen: 
	1. There are two options to get to the Rate screen: 


	 
	Option 1: 
	 
	On the Dashboard screen in the My Tasks section click the Rate link in the Task column.   
	 
	Figure
	Option 2: 
	Self Rating 
	• On the Dashboard screen click on the Evaluation Card that needs to be rated  
	• On the Dashboard screen click on the Evaluation Card that needs to be rated  
	• On the Dashboard screen click on the Evaluation Card that needs to be rated  
	• On the Dashboard screen click on the Evaluation Card that needs to be rated  
	o Select the direct report whose evaluation needs to be rated.  Then, from the Employee Details page of the direct report, click on the Evaluation Card. 
	o Select the direct report whose evaluation needs to be rated.  Then, from the Employee Details page of the direct report, click on the Evaluation Card. 
	o Select the direct report whose evaluation needs to be rated.  Then, from the Employee Details page of the direct report, click on the Evaluation Card. 





	 




	Direct Report Rating 
	Direct Report Rating 
	Direct Report Rating 
	Direct Report Rating 
	Direct Report Rating 
	Once on the Evaluation Detail page, click on the Rate button. 
	 
	Figure
	2. On the Performance Evaluation Rating Form screen, complete the Objective and Competencies Sections by clicking on each Objective/Competency title to open the associated rating window.  
	2. On the Performance Evaluation Rating Form screen, complete the Objective and Competencies Sections by clicking on each Objective/Competency title to open the associated rating window.  
	2. On the Performance Evaluation Rating Form screen, complete the Objective and Competencies Sections by clicking on each Objective/Competency title to open the associated rating window.  


	 
	Note:  You can also navigate through the objectives and competencies by clicking Next, Prev, or Done as you complete the rating. 
	 
	Figure
	3. Click on the check mark next to the appropriate rating  (note:  the selection turns a green color.  To deselect a rating click on it again).    Comments can be entered and formatted.  Click on Next. 
	3. Click on the check mark next to the appropriate rating  (note:  the selection turns a green color.  To deselect a rating click on it again).    Comments can be entered and formatted.  Click on Next. 
	3. Click on the check mark next to the appropriate rating  (note:  the selection turns a green color.  To deselect a rating click on it again).    Comments can be entered and formatted.  Click on Next. 


	 
	NOTE:  The system automatically saves content as it’s entered.  If the need arises to logout mid-rating, the rating content that was entered will still be avilable the next time the rating form is accessed using the steps above. 
	  
	NOTE:  If a self-rating is being done, the manager will see the rating and comments under the Reviewer Entries tab (after the rating is submitted).  Journal entries and/or Check-In content is also available for selection to be added in the comments section. 
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	4. Writing Assistants are available for competencies only.  Writing Assistants contain the Behaviorally-Anchored Rating Scales (BARS) for the competency and provide examples of behaviors that can be used to determine the appropriate rating. 
	4. Writing Assistants are available for competencies only.  Writing Assistants contain the Behaviorally-Anchored Rating Scales (BARS) for the competency and provide examples of behaviors that can be used to determine the appropriate rating. 
	4. Writing Assistants are available for competencies only.  Writing Assistants contain the Behaviorally-Anchored Rating Scales (BARS) for the competency and provide examples of behaviors that can be used to determine the appropriate rating. 
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	5. Once the BARS statements have been entered into the rating, they can be edited and formatted 
	5. Once the BARS statements have been entered into the rating, they can be edited and formatted 
	5. Once the BARS statements have been entered into the rating, they can be edited and formatted 


	 
	6. Previously entered Journal Entries and/or Check-In Entries are also available within the rating card to use in the comments section of objectives and competencies. 
	6. Previously entered Journal Entries and/or Check-In Entries are also available within the rating card to use in the comments section of objectives and competencies. 
	6. Previously entered Journal Entries and/or Check-In Entries are also available within the rating card to use in the comments section of objectives and competencies. 


	 
	7. An Overall rating is required for the evaluation (plan).  To complete the Overall Rating, click on the check mark next to the appropriate rating (note:  the selection turns a green color.  To deselect a rating click it again).    Comments can be entered and formatted.  Click on Done when finished. 
	7. An Overall rating is required for the evaluation (plan).  To complete the Overall Rating, click on the check mark next to the appropriate rating (note:  the selection turns a green color.  To deselect a rating click it again).    Comments can be entered and formatted.  Click on Done when finished. 
	7. An Overall rating is required for the evaluation (plan).  To complete the Overall Rating, click on the check mark next to the appropriate rating (note:  the selection turns a green color.  To deselect a rating click it again).    Comments can be entered and formatted.  Click on Done when finished. 


	 
	NOTE:  If a self-rating is being done, the manager can see the selected ratings and comments once they are submitted.   
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	8. As previously mentioned, the system automatically saves the work.   
	8. As previously mentioned, the system automatically saves the work.   
	8. As previously mentioned, the system automatically saves the work.   


	 
	9. Review the Summary page. Click Submit Evaluation when done with the rating.  Click Print Current State if you would like to maintain a hard copy.   
	9. Review the Summary page. Click Submit Evaluation when done with the rating.  Click Print Current State if you would like to maintain a hard copy.   
	9. Review the Summary page. Click Submit Evaluation when done with the rating.  Click Print Current State if you would like to maintain a hard copy.   


	NOTE:  Once Submit Evaluation is selected, and certifications are done, the rating is considered complete and the evaluation moves to the next step in the evaluation process.  It may be beneficial to discuss a rating with the employee prior to submitted the rating so that changes can be made if necessary. 
	 
	 
	Figure
	 
	10. If Submit Evaluation is selected, the system will provide a certification statement for review.  If changes are necessary, click Cancel.  If changes are not necessary, click Continue.   
	10. If Submit Evaluation is selected, the system will provide a certification statement for review.  If changes are necessary, click Cancel.  If changes are not necessary, click Continue.   
	10. If Submit Evaluation is selected, the system will provide a certification statement for review.  If changes are necessary, click Cancel.  If changes are not necessary, click Continue.   
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	Figure
	11. After selecting Continue, a confirmation will appear indicating the rating has been submitted.  The review/rating is now complete. 
	11. After selecting Continue, a confirmation will appear indicating the rating has been submitted.  The review/rating is now complete. 
	11. After selecting Continue, a confirmation will appear indicating the rating has been submitted.  The review/rating is now complete. 
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	12. Please note that the system has a language checker in it, and if you try and submit a rating that contains inappropriate language, the system will alert you and provide you with an opportunity to make changes before certifying and submitting. 
	12. Please note that the system has a language checker in it, and if you try and submit a rating that contains inappropriate language, the system will alert you and provide you with an opportunity to make changes before certifying and submitting. 
	12. Please note that the system has a language checker in it, and if you try and submit a rating that contains inappropriate language, the system will alert you and provide you with an opportunity to make changes before certifying and submitting. 
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	13. For Managers, once finished with a rating there are two options to rate another employee: 
	13. For Managers, once finished with a rating there are two options to rate another employee: 
	13. For Managers, once finished with a rating there are two options to rate another employee: 
	13. For Managers, once finished with a rating there are two options to rate another employee: 
	13. For Managers, once finished with a rating there are two options to rate another employee: 
	13. For Managers, once finished with a rating there are two options to rate another employee: 
	13. For Managers, once finished with a rating there are two options to rate another employee: 


	Option 1: 
	 
	Click on NEOGOV or Dashboard to return to your dashboard. 
	 
	 
	Figure
	 
	Option 2: 
	 
	Click on Employees and search/select the employee to be rated, which takes you to their Employee Details screen.   
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	Acknowledgement of Rating 
	1. When you log in, you will arrive at your 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 which will take you to the Signature window. 
	1. When you log in, you will arrive at your 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 which will take you to the Signature window. 
	1. When you log in, you will arrive at your 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 which will take you to the Signature window. 
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	2. In the Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective and competency in the performance evaluation (plan). 
	2. In the Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective and competency in the performance evaluation (plan). 
	2. In the Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective and competency in the performance evaluation (plan). 
	2. In the Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective and competency in the performance evaluation (plan). 
	2. In the Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective and competency in the performance evaluation (plan). 
	2. In the Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective and competency in the performance evaluation (plan). 
	2. In the Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective and competency in the performance evaluation (plan). 
	2. In the Acknowledgment Form (After Ratings) window, review the ratings assigned to each objective and competency in the performance evaluation (plan). 
	a. If questions or concerns need to be addressed before completing the acknowledgement task, return to your dashboard by clicking on NEOGOV or Dashboard.  The task will remain active and in your Tasks section of the dashboard.  If you do not acknowledge your evaluation (plan) rating, please follow up with your manager. 
	a. If questions or concerns need to be addressed before completing the acknowledgement task, return to your dashboard by clicking on NEOGOV or Dashboard.  The task will remain active and in your Tasks section of the dashboard.  If you do not acknowledge your evaluation (plan) rating, please follow up with your manager. 
	a. If questions or concerns need to be addressed before completing the acknowledgement task, return to your dashboard by clicking on NEOGOV or Dashboard.  The task will remain active and in your Tasks section of the dashboard.  If you do not acknowledge your evaluation (plan) rating, please follow up with your manager. 




	3. Click on the Sign button to open the signature pane.   
	3. Click on the Sign button to open the signature pane.   
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	4. Enter any comments and acknowledge the rating by clicking on Submit.   
	4. Enter any comments and acknowledge the rating by clicking on Submit.   
	4. Enter any comments and acknowledge the rating by clicking on Submit.   
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	NOTE:   Clicking on Cancel will return you to your dashboard without acknowledging the performance evaluation (plan) rating.  If you do not acknowledge your performance evaluation (plan) rating, please follow up with your manager. 
	5. The Request for Signature will no longer appear on your Dashboard.   
	5. The Request for Signature will no longer appear on your Dashboard.   
	5. The Request for Signature will no longer appear on your Dashboard.   


	 
	 




	Reports 
	Reports 
	Reports 
	Reports 
	Reports 
	The Reports Dashboard is available to the Manager.  The reports provide the opportunity to monitor employee and evaluation specific items throughout the rating period. 
	 
	1. Log in and from the Dashboard select the Reports menu option and click on Reports. 
	1. Log in and from the Dashboard select the Reports menu option and click on Reports. 
	1. Log in and from the Dashboard select the Reports menu option and click on Reports. 
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	NOTE:  All of the reports listed have the same general configuration and field choices; however, they are specific to the title listed.  For purposes of this document, I will select the Task Status Report to go over the fields and their functions. 
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	2. In the Reports box, select your report and then Scroll down to the section where you can select and arrange the fields you would like displayed on your custom report. 
	2. In the Reports box, select your report and then Scroll down to the section where you can select and arrange the fields you would like displayed on your custom report. 
	2. In the Reports box, select your report and then Scroll down to the section where you can select and arrange the fields you would like displayed on your custom report. 
	2. In the Reports box, select your report and then Scroll down to the section where you can select and arrange the fields you would like displayed on your custom report. 
	2. In the Reports box, select your report and then Scroll down to the section where you can select and arrange the fields you would like displayed on your custom report. 
	2. In the Reports box, select your report and then Scroll down to the section where you can select and arrange the fields you would like displayed on your custom report. 
	2. In the Reports box, select your report and then Scroll down to the section where you can select and arrange the fields you would like displayed on your custom report. 


	 
	3. Select the icon with three (column) lines on it to choose the columns to display. 
	3. Select the icon with three (column) lines on it to choose the columns to display. 
	3. Select the icon with three (column) lines on it to choose the columns to display. 
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	4. In the Columns fly out window, select the columns to display by clicking on the name.  When a green check mark appears next to the column name, the column will display in the report.  To deselect a column, click on the name.  Use the 6 dots icon to drag and drop the columns to the desired order/placement.  When finished, click on Done. 
	4. In the Columns fly out window, select the columns to display by clicking on the name.  When a green check mark appears next to the column name, the column will display in the report.  To deselect a column, click on the name.  Use the 6 dots icon to drag and drop the columns to the desired order/placement.  When finished, click on Done. 
	4. In the Columns fly out window, select the columns to display by clicking on the name.  When a green check mark appears next to the column name, the column will display in the report.  To deselect a column, click on the name.  Use the 6 dots icon to drag and drop the columns to the desired order/placement.  When finished, click on Done. 
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	5. Use the Filter icon (next to the columns icon) to add any applicable filters to the report. 
	5. Use the Filter icon (next to the columns icon) to add any applicable filters to the report. 
	5. Use the Filter icon (next to the columns icon) to add any applicable filters to the report. 
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	6. On the Filters screen, click on Add a Filter. 
	6. On the Filters screen, click on Add a Filter. 
	6. On the Filters screen, click on Add a Filter. 
	6. On the Filters screen, click on Add a Filter. 
	6. On the Filters screen, click on Add a Filter. 
	6. On the Filters screen, click on Add a Filter. 
	6. On the Filters screen, click on Add a Filter. 
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	7. Select the item to Filter on.  Then add the Operation to take place and any Specific Criteria.  Click on Apply Filter.  If additional filters are desired, repeat the steps.  When all filters are in place, click on Done. 
	7. Select the item to Filter on.  Then add the Operation to take place and any Specific Criteria.  Click on Apply Filter.  If additional filters are desired, repeat the steps.  When all filters are in place, click on Done. 
	7. Select the item to Filter on.  Then add the Operation to take place and any Specific Criteria.  Click on Apply Filter.  If additional filters are desired, repeat the steps.  When all filters are in place, click on Done. 
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	8. The search icon can also be used to filter by typing the criteria into the search box.   
	8. The search icon can also be used to filter by typing the criteria into the search box.   
	8. The search icon can also be used to filter by typing the criteria into the search box.   


	 
	Figure
	9. When your report criteria are set you can export your report to PDF, Excel, or CSV format by selecting the records you’d like to export and clicking on Bulk Actions.  Choose the Export option and click on Done.   
	9. When your report criteria are set you can export your report to PDF, Excel, or CSV format by selecting the records you’d like to export and clicking on Bulk Actions.  Choose the Export option and click on Done.   
	9. When your report criteria are set you can export your report to PDF, Excel, or CSV format by selecting the records you’d like to export and clicking on Bulk Actions.  Choose the Export option and click on Done.   
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	10. The ability to create a custom view within the report is available to users. To create a custom view, click on Default.  
	10. The ability to create a custom view within the report is available to users. To create a custom view, click on Default.  
	10. The ability to create a custom view within the report is available to users. To create a custom view, click on Default.  
	10. The ability to create a custom view within the report is available to users. To create a custom view, click on Default.  
	10. The ability to create a custom view within the report is available to users. To create a custom view, click on Default.  
	10. The ability to create a custom view within the report is available to users. To create a custom view, click on Default.  
	10. The ability to create a custom view within the report is available to users. To create a custom view, click on Default.  
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	11. In the Custom Views slide out window, click on Create New View. 
	11. In the Custom Views slide out window, click on Create New View. 
	11. In the Custom Views slide out window, click on Create New View. 
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	12. Enter a Name for the view.  The report can be made your default view by checking the associated Make my default checkbox.  The ability to schedule an auto-export of the report is available by selecting Schedule Export and completing the required fields. 
	12. Enter a Name for the view.  The report can be made your default view by checking the associated Make my default checkbox.  The ability to schedule an auto-export of the report is available by selecting Schedule Export and completing the required fields. 
	12. Enter a Name for the view.  The report can be made your default view by checking the associated Make my default checkbox.  The ability to schedule an auto-export of the report is available by selecting Schedule Export and completing the required fields. 
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	13. Click on Save. 
	13. Click on Save. 
	13. Click on Save. 


	 
	14. To return to your Dashboard click on NEOGOV. 
	14. To return to your Dashboard click on NEOGOV. 
	14. To return to your Dashboard click on NEOGOV. 




	 
	 
	 




	 



