NEOGOV

| NEOGOV Perform — Employee/Manager User Guide

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.
e Evaluations (Plans) have been assigned.

Helpful Tips:

e Performance plans can also be called evaluation plans.

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

¢ Clicking on a task from the Unified Dashboard directs the user to the product to complete the
task.

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

c. Check-Ins
3. Performance Evaluation (Plan) Overview

4. Add Content to Performance Evaluation (Plan)
a. Add/Delete Objectives
b. Assignment of Bulk Objectives

. Add/Delete Competencies

C
d. Notes and Attachments within the Evaluation
e. Tasks

f. Start Evaluation

Acknowledgement of Evaluation (Plan) (Employee)

Ratings
Acknowledgement of Rating (Employee)

Reports

® N o o
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LOGIN

NEOGOV can be accessed by using the following link: https://login.neogov.com/ or via the HR
Gateway on the Civil Service Commission website.

The browser that works best with NEOGOV is Google Chrome.

@ chrome

1. Account Activation
A. You should have received an Activate Your NEOGOV User Account email with a link
to create your account Password using your email address as your Username. This
activation will expire after 24 hours. If you require a new activation, please contact your
HR Office or the NEOGOV mailbox at MCSC-NEOGOV@michigan.gov.

NOTE: Current NEOGOV users will use their existing username and password.
B. Click on the Log In >> button.

2. Forgot Password

A. To reset your password, click the Forgot your username or password link below the
login button.

NEOGOV

B. Enter your email address and click on Send Email. A message will be sent containing
your username and a link to reset your password.


https://login.neogov.com/
https://www.michigan.gov/mdcs/gateway
mailto:MCSC-NEOGOV@michigan.gov?subject=Account%20Activation
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< Back to Login Page

Login Assistance

Enter your email address and we'll send you
your username and a link to reset your
password.

[E‘mail }

Dashboard

The Unified Dashboard serves as your personal homepage in NEOGOV. It contains a section for
assigned tasks and icons/links to employee performance evaluations. It contains the below sections:

1. A sub menu section for the NEOGOV product areas.

2. My Tasks-May display up to 5 tasks spanning all NEOGOV products based on due
date, with the earliest displaying first.

3. People-Displays your manager and any direct reports (if applicable). Security is
hierarchy-driven so you can only see other employees below you in the organizational
structure.

4. Quick Actions-Displays quick links to common actions across the different product
lines.

A. Journal Entries can be created from the Quick Actions section.

DASHBOARD Q, Search ®@ B o @@ MH  MCSC HR User
Dashboard Tasks People Performance Recruiting Onboard Forms Reports 1
5
State of Michigan PT———
Tasks @ View All (100+) Quick Actions &} People 3 View Team

To-Do (0} Overdue (100+) MY MANAGER

%  Write a Journal entry >

View mytasksrelated 1o Al ~  Myself My Direc N BRANDYE HUNT

View My Requisitions >
4 >

MY DIRECT REPGRTS
There are 0 To-Do tasks > View my Forms Quick Links >

M MCSC IT User

View my current evaluation >

O
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Regardless of where you are in NEOGOV, you can always return to your Unified Dashboard by
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clicking on Dashboard in the upper left corner of your screen.

£ All Bookmarks

DASHBOARD Q, Search ® B fa @o MM MCSC Ma...

Dashboard Tasks People Performance Recruiting Onboard Forms Reports

The sub menu of the Unified Dashboard contains a Performance Tab.

1. The Overview tab displays My Tasks (specific to NEOGOV Perform), My Current
Evaluation, and My Team’s Evaluations (for managers only).

NOTE: Clicking on a Task will take you into NEOGOV Perform to complete the task.

NOTE: Journal Entries can be created from any of the Performance tabs using the Journal
Entry button in the upper right corner.

MM . Performance py——

MCSC MANAGER

2. My Evaluations-Displays evaluations assigned to you. You can filter on Active, Completed,
Archived, and Canceled evaluations.

NOTE: Clicking on an Evaluation name will take you to the specific evaluation in
NEOGOV Perform to view it and/or complete any associated tasks.
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DASHBOARD Q, Search @ B o @o MM MCSC Manager
Dashboard Tasks People Performance Recruiting Onboard Forms Reports
.
N3 #. Journal Entry
Performance
Overview My Evaluations My Team's Evaluations Journal | Hub

My Evaluations

Current (1) Upcoming (1) Completed (0) Other (0) Al (2)

NEOGOV Eval Example
Curront

Due Saturday, Jul 5th 2025 - Type: Probation

3. My Team’s Evaluations (Managers only)-Displays the evaluations for employees in your

hierarchy. This includes: Draft, Before Ratings, Rating, and Approval statuses and can be
filtered by employee.

NOTE: Clicking on an Evaluation name will take you to the specific evaluation in
NEOGOV Perform to view it and/or complete any associated tasks.

DASHBOARD O, search ®@ B L @ MM MCSC Manager
Dashboard Tasks Peaple Performance Recruiting Onboard Forms Reports
(=
Performance

Overview My Evaluations My Team's Evaluations| Journal Hub

1| Sort v = Filters ~ ‘ Q

All Evaluations

NEOGOV UPDATE EXAMPLE

ME Mcsc Employee P
Due Tuesday, April 1, 2025 iy Before Ratings

g MGR Training 3/12/25 ® Mcsc Empl
= csc Employee
N Due Wednesday, December 31, 2025 ploy Approval

O

Journal Hub-Displays your Current, Pending, and Draft journal entries. These can be sorted
by Create Date Newest First, Create Date Oldest First, Update Date Newest First, and
Update Date Oldest First.

Reminder: To create a new Journal Entry, click on the blue Journal Entry button in the
upper right hand corner of the screen.
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Dashboard Tasks People Performance Recruiting Onboard Forms Reports

«
s

Performance

Overview My Evaluations My Team’s Evaluations Journal Hub
[ |

Current (0) Pending (0) Archived (0) All Drafts (0)

"TL Sort v ‘ ‘

Journals can also be created by sending an email to journals-uat@neogov.net. The email subject should be the employee’s full name. One attachment can
@ be included (5MB max and supported types: pdf, xIs, xlsx, ppt, pptx, potx, doc, docx, txt, rtf, bmp, gif, jpe, jpeq. jpg. png. tif, tiff, wp, wpd, csv, zip.)

Sort: Update Date - Newest First

O

@ No Data
Journal Entries

Journal entries are a helpful tool to foster and encourage communication between managers and
direct reports in NEOGOV Perform. From the Unified Dashboard, journal entries can be entered
from the Dashboard tab, Performance tab, or from My Profile 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.

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

e Objectives 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 three options:

Option 1: From the Dashboard tab, under Quick Actions, click on Write a Journal
entry. This option requires the user to enter who the journal entry is about.

Option 2: From the Dashboard, click on the Performance tab. Click on the Journal
Entry button in the upper right-hand corner. This option requires the user to enter who
the journal entry is about.
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Dashboard ~ Tasks  People  Performance  Recruiting  Onboard  Forms  Reports
N -
Ka
State of Michigan T —
Tasks View All (23) Quick Actions People View Team
To-Do (22) Overdue (1) F  Write a Journal entry > MY MANAGER
View my tasks related to: ~ All Myself My Dire . mp MCSC Director
View My Requisitions >
4 »
MY DIRECT REPORTS
¢ PERFORMANCE « RATING Due Today ?  View my Forms Quick Links >
ME  MCSC Employee 10verdue Tagk
ME  Rating For MCSC Employee's NEOGOV UPD.
Eor MCSC Employee « NEOGOV UPDATE EXA View my current evaluation >
[Z) RECRUITING - REVIEW Due Friday
MM Job: Prod Support Testing 020525 (Prod Sup...
@ Department Z1 CSC/OBAS Administrative Use i
hitps://unified uatneogov.com/perform [< I

1. 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.

2. 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.

3. Click on Submit Journal Entry to save it. Options to Discard the Draft or
Keep as Draft are also available.

NOTE: Clicking on View related entries displays previously entered journal
entries for the selected employee.
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Give Feedback

Write a Journal Entr, Close
ME MCSC EMPLOYEE | (X) v
. z
View related entries
B I u = = % 0 al = <>

Adding a journal entry and tagging a competency @adapt

Draft Autosaved on 4/19/2021, 11:26:44 AM

Share With...
Employee
Manager(s) ©

Manager's Manager

Discard Draft Keep as Draft Submit Journal Entry

4. The system will remain on the Journal Entry page to allow for additional
Journal Entries for the employee. When finished entering Journal Entries, click
on the Close button to return to the previous page.

Option 3: Use the drop-down arrow next to your name and click My Profile (upper
right-hand corner).

DASHBOARD Q, Search ® B o @o MM MCSC Manager

Dashboard Tasks People Performance Recrui ting Onboard Forms Reports My Profile

\‘State of Michigan |

...... EESTURP N Ausicle Acdinnn D,

1. Under the Actions button, click on Write a Journal Entry. This option
automatically populates your name for who the journal entry is about.

2. A slide-out window opens. Enter the text of the journal entry, and tag
whomever the entry should be shared with.

3. Tagging Objectives/Competencies: Objectives/Competencies located in
existingevaluations 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.

4. Click on Submit Journal Entry to save it. Options to Discard the Draft or
Keep as Draft are also available.
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5. Clicking on View related entries displays previously entered journal entries for
the selected employee.

Give Feedback

Write a Journal Entr, Close
W MCSC EMPLOYEE (%) v
Ly
View related entries
B I u = = % 0 Ga) = <>

Adding a journal entry and tagging a competency @adapt

Draft Autosaved on 4/19/2021, 11:25:44 AM

Share With...
Employee
Manager(s) ©

Manager's Manager

Discard Draft Keep as Draft ‘Submit Journal Entry

6. The system will remain on the Journal Entry page to allow for additional
Journal Entries for the employee. When finished entering Journal Entries, click
on the Close button to return to the previous page.

3. 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. 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.
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File Insent Options Format Text Review Help Q Tell me what you want to do

-9 = I . 2 2/s]l o® - w Up ~

A CalibriBoc=|11 < A A i=-31=- 8 [38] &= - [* Follow Up ’
! V@ v 4 1 ®
7 ! High Importance

Paste = B I U . A . = - #= 3= Address Check Attach Attach Signature Office
¥ Format Painter - Book Names File~ ltem~ - ¥ Low Importance Add-ins
Clipboard . Basic Text . Names Include Tags » Add-ins

Joe Smith

Joe did an excellent job in his presentation today.
€nd journal

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 unlockedor moved back in the process.

2. On the 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
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DASHBOARD
Dashboard Tasks People Performance Recruiting
o
& Tasks View All (22)
To-Do (21) Overdue (1)
View my tasks related to: Al v Myself My Dire
o »
5] RECRUITING - REVIEW Due Friday

MM Job: Prod Support Testing 020525 (Prod Sup...
Department: 21 CSC/OBAS A .

5} PERFORMANCE - EVALUATION Due 04/08/25

MM Sign NEOGOV Eval Example for MCSC Mana...

0 For you + NEOGO Eval Exampl

O, se

Onboard  Forms  Reports

Quick Actions

Write a Journal entry

View My Requisitions

View my Forms Quick Links

View my current evaluation

® A 2 @ MM MCSC Manager
People View Team
MY MANAGER
Mp MCSC Director
MY DIRECT REPORTS
ME  MCSC Employee 1Overdue Task

3. Click on the Task name, Check-In, to go to NEOGOV Perform and complete the task. 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 Publish.

E Evaluation with Checkin
— Evaluation Check-In for MCSC EMPLOYEE

DRAFT AUTOSAVED ON 04/19/2021 01:03:38 PM

J—

Enter check-in text here]

Jou us Che
Filters: | Author: Myself ~ Date: Past 12 Months v
@ Vorhor1o.202

Ad

[E] Add to comment box

1 Wed Feb 03, 202109:35 AM | MCSC MANAGER 22 shared

4. After clicking on Publish, 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.

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
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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.

Evaluation Details Page:

1.

6.

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

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.

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.

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

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 &8 Dashboard +

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.
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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.

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 in Perform.

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 NEOGQOV
mailbox at MCSC-NEOGOV@michigan.gov for assistance in editing/removing
content from this section.

Notes & Attachments

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


mailto:MCSC-NEOGOV@michigan.gov
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a.

The Before Ratings Signature for the employee (Evaluation (Plan)
Acknowledgement) is 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 theperformance 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.

USER GUIDE EVAL
Due Date: Fri, Dec. 31,2021

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).

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 above is Dec 31, 2021. The manager/supervisor serves as the Rater of
Record.

The After Ratings Signature for the employee (Rating Acknowledgement) is
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 Ratings
section of this document.

Tasks can be added to the performance evaluation (plan) and will be covered in the
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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/StartPerformance (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.

NEOGQV a8 Dashboard v

Employees  Performance Evaluations Liprary Reports Help v

UNIFIED DASHBOARD USER GUIDE-1
Due Date: Fri. Dec. 31,2021

Add Content to Performance Evaluation (Plan)

After logging in, from the Dashboard, one of the following will apply:
1. Employee—Click on the Performance tab from the top sub menu.
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DASHBOARD O, Search @ B fal @o MM MCSC Manager
Dashboard Tasks People Performance Recrui iting Onboard Forms Reports
4
&
State of Michigan E——
Tasks View All (22) Quick Actions People View Team
To-Do (21) Overdue (1) & Write a Journal entry N MY MANAGER
View mytasks relatedto:  All v Myself My Dire Mo MCSC Director
#  View My Requisitions >
] >
MY DIRECT REPORTS
JE] RECRUITING + REVIEW Due Friday #  View my Forms Quick Links 3
ME MCSC Employee 1 Overdue Task
MM Job: Prod Support Testing 020525 (Prod Sup...
’  View my current evaluation >

Department Z1 CSC/OBAS Administrative Use
Only

Candidates: 2

a
()

[5] PERFORMANCE - EVALUATION Due 04/08/25

a. The Performance tab will open to the Overview menu option. On the Overview
page, you can see your current evaluation in the My Current Evaluation section.
This section provides the name of the evaluation, the due date, and the current status.
To access the content of the evaluation, click on the Evaluation Title.

Performance

Overview My Evaluations My Team'’s Evaluations Journal Hub
My Current Evaluation My Evaluations
My Tasks
B o UserGuide
i ACKNOWLEDGMENT A Due 02/12/21 = A Due Thursday, Feb: uary 11, 2021
yw  Sign UNIFIED DASHBOARD USER GUIDE-1 for MCSC MANAGER B C=R

For you « UNIFIED DASHBOARD USER GUIDE-

E2 CHECKIN Due 07/19/21 .
2 e Perform Links

Mg, Checkin

For MCSC EMPLOYEE - Evaluation with Checkin Performance Evaluation List

Objective List

Competency List

b. The My Evaluations link in the My Current Evaluation section of the Overview tab,
and the My Evaluations menu tab both take you to the page that displays all your
evaluations. To access the content of an evaluation, click on the Evaluation Title.
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Performance

Overview | My Evaluations | My Team’s Evaluations Journal Hub

My Evaluations

Current (1)

User Guide
Due Thursday, Feb 11th 2021

Status: Draft
Upcoming (1)

UNIFIED DASHBOARD USER GUIDE-1
Due Friday, Dec 31st 2021

Status: Before Ratings

2. Manager-there are Two ways to access the evaluations of your direct reports.

Option 1: From your Dashboard, in the People section, click on the name of the direct
report whose performance evaluation (plan) you wish to view/edit/start.

DASHBOARD Q, search ® B A @ ™Mv MCSCMa.
Dashboard Tasks People Performance Recruiting Onboard Forms Reports
&
State of Michigan Dachboard o
Tasks View All (22) Quick Actions People View Team
To-Do (21) Overdue (1) 7 Write a Journal entry N MY MANAGER
View my tasks relatedto: ~ All v ) Mo MCSC Director
8’ View My Requisitions >
4 I »
MY DIRECT REPORTS
RECRUITING - REVIEW Due Friday & View my Forms Quick Links >
ME  MCSC Employee 1 Overdue Task
MM Job: Prod Support Testing ...
o . .
Department Z1 CSC/OBAS &’ View my current evaluation >
Administrative Use Only
Candidates: 2
D PERFORMANCE -
EVALUATION Due 04/08/25
74\
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1. You will be taken to your direct report’s People/Employee Profile
(Employee Details page).

a) Click on the Performance tab to see all of the employee’s
evaluations.

People / MCSC's Profile

Mg MCSC EMPLOYEE

PE-DEPARTMENTAL ANALYST-A
PE-CIVIL SERVICE COMMISSION MDCS

Job & Pay Performance Documents Onboarding
Performance

Performance Evaluations Active -

Current

Bl Testing Conditional Step
A\ Due Wednesday, March 31, 2021 « Type: Periodic

Approval

b) Select the Performance Evaluation (Plan). The system will
redirect you to the NEOGOV Performance product, Evaluation

Details page. Enter the content (Objectives/Competencies) and
then “start” it by clicking on the Start button.

Option 2: From your Dashboard, click on the Performance tab in the sub menu.
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DASHBOARD

Dashboard ~ Tasks  People | Performance Recruiting

&
State of Michigan

Tasks View All (22)

To-Do (21) Overdue (1)

Viewmytasksrelatedto: Al v Myself My Dire

< >

I[E] RECRUITING - REVIEW Due Friday

MM Job: Prod Support Testing 020525 (Prod Sup...
tment: 21 CSC/OBAS Administrative Use

[ PERFORMANCE - EVALUATION Due 04/08/25

Q, Search. @ B [a} @o MM MCSC Manager

Dashboard v

Quick Actions People View Team
7 Write a Journal entry ? MY MANAGER
Mp MCSC Director
4 View My Requisitions >

MY DIRECT REPORTS
4§  View my Forms Quick Links >
ME MCSC Employee 1Overdue Task

*  View my current evaluation >

2. From the Performance page, click on the My Team’s Evaluations tab.

NOTE: This page can be filtered by employee.

3. Select the Performance Evaluation (Plan) for the employee. The system

will redirect you

to the NEOGOV Performance product, Evaluation Details

page. Enter the content (Objectives/Competencies) and then “start” it by
clicking on the Start button.

Performance
Overview My Evaluations My Team’s Evaluations Journal Hub
My Team's Evaluations (4)
0 2 0 2
Draft Reting [N Rating
Tl Sert = Filters

All Evaluations

Evaluation with Checkin
Due Monday, January 31, 2022

]

USER GUIDE EVAL
Due Friday, December 31, 2021

m

Add/Delete Objectives

Q Search by Employee or Evaluation name

ME Mcsc Employee

ME Mcsc Employee

1. After selecting the specific evaluation (discussed above), on the Evaluations Details page,
click on Add Items and select from the options. The options include selecting an objective
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from a library, rolling over objectives used in previous evaluations, and writing a new
objective.

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

+ Add Objectives

From Objective Library

Roll Over Objectives From Previous Evaluation

New Objectuve

2. 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.

3. The selection of the option to Roll Over Objectives from Previous Evaluation will prompt a
new window to open.

Roll Over Objectives From Previous Evaluation Cancel E

Objectives from Previous Evaluation

Q, search Q_ search Q_ search Q, searcn
Support NEOGOV eForms Employee Continue to support NEOGOV eForms Including working..
Support NEOGOV Onboard Employee Continue to support NEOGOV Onboarding Including wo-..
Remote Work Standards Employee As remote work continues, enter dally journal entries Int...

The user selects the objectives to add to the evaluation and then clicks on Save.

4. The Add New function will prompt the Add Objective slide-out window to 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.
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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:

o 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.

5,1 Add Objective Cancel Save and Add Another E

Description

3. Click on Save

4. Repeat these steps for any additional objectives.

NOTE: 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. 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).

6. 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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USER GUIDE EVAL

Due Date: Fri. Dec. 31, 2021

S print ~ () start
EVALUATION DETAILS SCORES EMPLOYEE DETAILS
Current Status: Draft N OVERALL RATING Position: PE-DEPARTMENTAL ANALYST-A
Type: Periodic Pending Department: PE-CIVIL SERVICE COMMISSION MDCS
Division: PE-BAS SECURITY
@ 0]
Content Process
@ OBJECTIVE SECTION | STANDARD 3 POINT SCALE (D) -
+ Add Objectives

Objective Section

._ Seserton

Add Objective Name Here Add the description in this box. 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. Select an employee’s evaluation to work on. The system will redirect you to the NEOGOV
Performance product, Evaluation Details page.

2. Inthe Performance Evaluations menu, along the top of the page, select Performance
Evaluation List.

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

the manager.
NEOGOQV .= Dashboard v

Employees Performance Evaluations -~ Library Reports Help ~

Performance Evaluation List L\\,

Evaluati Development Plans

3. 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.

NEOGQV @& Dashboard v

Evaluation List

st 5 BukAcins [t < |

@ Evalu
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4. Click on the Bulk Actions button. Select Assign Objectives from the Evaluation Bulk
Actions section.

or 2
Actions Done
EXPORT ACTIONS
Evaluation List
@ EvaluationList | 2 Bulk Actions s
— =)
EVALUATION BULK ACTIONS
Assign Objective \74
" | sign Objectives g
3 Print =

5. 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.

@
Step 2 of 3: Objectives Assignment + Objective

No Objectives have been added

Selected Evaluations

UNIFIED DASHBOARD USER GUIDE-1 MCSC MANAGER PE-CIVIL SERVICE COMMISSION MDCS Periadic 12/31/202 Before Ratings No Objective Section v

6. Enter the Objective Name, Description, and select a Category (usually Employee). When
finished,
click on Save.

%8 Add Objective Cancel | Save and Add Another E

General

* Fields are required.

Objective Name =

I
Add Objective Name Here
Objective Due Date Category =
select date (MM/DD/YYYY) Employee o
Description
Description
Add the description in this bex
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7. 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.

‘Seleded Evaluations

UNIFIED DASHBOARD USER GUIDE-1 MCSC MANAGER PE-CIVIL SERVICE COMMISSION MDCS Periodic 127312021 Before Ratings No

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

Step 2 of 3: Confirmation Page Q

NEQGOY M rerform

Dasrboard  Employess  Performance Evaluations ~ Library Repans

Step 3 of 3: Bulk Actions Status Goback

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.

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

NOTE: Employees can add/delete competencies until the performance evaluation
(plan) isstarted.

2. Competencies are assigned to the performance evaluation (plan) based on ECP (Equitable
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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.

a. Click on Section A in the Compensation Manual.

Compensation Plan 4/4/2021 (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 4/4/2021 %Y

* Section B - Numeric List of Pay Ranges 4/4/2021

« 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 4/4/2021 &

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.

Salary Pay Job Job 04/04/2021 04/04/2021
HRMN Position Description Grade Core Pos Code Schedule Unit Exempt Class Plan  Shift Cat Class Minimum  Maximum
Departmental Analyst-E 9 DEPTALTE NERE-174 Y99 N H BWN2 Y 2 CL2 $21.66 $27.20
Departmental Analyst-E 10 DEPTALTE NERE-174 Y23 N H BWN2 Y 2 CL2 $20.88 $28.74
Departmental Analyst-E 10 DEPTALTE NERE-174 Y89 N H BWN2 Y 2 CL2 $20.88 $28.74
Departmental Analyst-E P11 DEPTALTE NERE-174 Y23 Y H BWE1 Y 2 CLz $23.27 $33.95

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) afterthem. The following applies:

e Group 1 competencies are followed by (100)
e 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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Adll Items Cancal m

Competency library

Adaptabilty (100) Group 1 Competencies Maintaining effectiveness when experiencing major changes in personal work ta ta
B Applied Leaming (100 Group 1 Competencies Assimilating and applying new job-related information in a timely manner
Building Group 1 Competencies Effectively meeting customer needs: buikding productive customer relationships: taking responsibility for custom

Communication Group 1 Competencies Clearly conveying and receiving Informtion and deas through a variety of media to indhiduals or groups in a m...

Group 1 Competencies Actvely participating &s & member of & tesm to move the team tow

d the completion of goals

Group 1 Competencies Identiiying and understanding Issues, problems, and cpporunilies; comparing data from diferent sources to dra.

up1 Competencies Cresting & good first impression, commanding attention and respect, Showing an air o

p1Competencies Taking prompt action 1o accomplish objectives; taking action 1o achieve goals beyond what is required; being pr

innovation (100) Group 1 Competencies Generating innovat

ions in work situations; trying different and novel ways 10 deal with work problems
Group 1 Competencies Contribiting to maintaining the integrity of the arganization. displaying high standards of ethical conduct and un.

tems per page 10~

0 of 17 items

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

@ COMPETENCY SECTION | STANDARD 3 POINT SCALE @

+ Add Competencies
Competency Section

Description Actions

H Adaptability (200) Maintaining effectiveness when experiencing major changes in personal work tasks or the work environment; adjusting effectively t... X
: Building Strategic Working Relationships (... Identifying opportunities and taking action to build strategic relationships between one’s area and other areas, teams, departments, ... X
Adaptability (100) Maintaining effectiveness when experiencing major changes in personal work tasks or the work environment; adjusting effectively t... X
: Applied Learning (100) Assimilating and applying new job-related information in a timely manner. X

Notes & Attachments

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

OBJECTIVE SECTION | STANDARD 3 POINT SCALE

b + Add Objectives
Objective Section

ttems Description Progress Actions

MCSC EMPLOYEE H Add Objective Name Here Add the desc

stion in this box 0% _ Z X
Position:
PE-DEPARTMENTAL ANALYST-

A ¥ COMPETENCY SECTION | STANDARD 3 POINT SCALE
+ Add Competencies
Dopartment: Competency Section

PE-CIVIL SERVICE
COMMISSION

View Org Chart Itoms Description Acions

Adaptability (200) Maintaining effectiveness when experien work tasks of

Manager(s|
gerte) Building Strategic Working Relationships ( Identifying opportunities and taking action to build strategic relationships between one’s area and other areas, teams, departments X

Adaptability (100) Maintaining effectiveness ng major changes in personal work tasks or the work environment; adjusting effectively t

Applied Learning (100) Assimilating and applying new job-related information in a timely manner. X

EVALUATION OVERALL SECTION | STANDARD 3 POINT SCALE

Overall Rating

Notes & Attachments + Add Notes & Attachments
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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.

Add Note/Attachment Cancal ﬂ

Note

Artachment

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.

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 Pause Evaluation button.
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USER GUIDE EVAL
Due Date: Fri. Dec. 31, 2021

E] Print ~ @ Start

MCSC EMPLOYEE

Position:
PE-DEPARTMENTAL ANALYST- EVALUATION DETAILS
A
Department: Current Status: Draft
PE-CIVIL SERVICE . S,
COMMISSION Type: Periodic
View Org_Chart @

2. Atfter 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)

USER GUIDE EVAL
Due Date: Fri. Dec. 31, 2021

E] Print ~ @ Pause

MCSC EMPLOYEE

Position:
PE-DEPARTMENTAL ANALYST- EVALUATION DETAILS
A
Department: Current Status: Before Ratings
PE-CIVIL SERVICE . iodic
COMMISSION Type: Periodic
View Org Chart @)

4. Once started, the Status of the performance evaluation (plan) changes from Draft to Before
Ratings.
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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 Due 10/28/2019 Is Assigned to You

a donotreply@neogov.com o

To: You

NEOGOV

Dear Employee Name,
You are receiving this email because you have a task assigned to you in NEOGOV 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 NEOGOV 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 Performance product,
Acknowledgement window.

DASHBOARD O, search B o @o ME  MCSC Employee
Dashboard ~ Tasks  People  Performance  Onboard  Forms  Reports
R
State of Michigan
Tasks View All (2) Quick Actions People
To-Do (1) Overdue (1) Write a Journal entry N MY MANAGER

MM MCSC Manager
| PERFORMANCE - EVALUATION Due 12/3V25

ME R Training 3/12/25 for MCSC Employee

T MGR Training 3/12/2¢ § View my current evaluation >

View my Forms Quick Links >
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3. Inthe Evaluation Acknowledgement (Before Ratings) window, review the assigned
performanceevaluation 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 activeand in your Tasks section of the dashboard. If you do not acknowledge your
evaluation (plan), please follow up with your manager.

Acknowledgment Form

MCSC EMPLOYEE EVALUATION NAME DUE DATE
PE-DEPARTMENTAL ANALYST-A USER GUIDE EVAL Fri. Dec. 31, 2021

Content

SECTIONS
OBJECTIVE SECTION | STANDARD 3 POINT SCALE

Objective Section

Objective Section
Competency Section

ALL SECTIONS

PETEN: N | STANDARD 3 POINT SCALE

Competency Section

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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NEOGOV & Dashbosrd B Sion crce | [

Employses  Library ~  Help ~

Acknowledgment Form

MCSC EMPLOYEE EVALUATION NAME DUE DATE
PE-DEPARTMENTAL ANALYST-A USER GUIDE EVAL Fri. Dec. 31, 2021
Please sign your name below

Y]

Content

seene MCSC EMPLOYEE

Objective Section

Competency Section

ALL SECTIONS

Add Objective Name Here Add the descripuon i this box

COMPETENCY SECTION | STANDARD 3 PO

Competency Section

Hame

Adeptabilty (200) Maintaining effectiveness when experiencing major changes i personsl work tasks of the work ef

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: From the Unified Dashboard, Tasks section, click on the Title of the evaluation
in the Performance * Rating section.

NOTE: This section will include self-rating tasks if applicable.
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DASHBOARD Q, Search..

Dashboard Tasks People Performance

£

State of Michigan

Tasks View All (23)

To-Do (22) Overdue (1)

Myself My Direct Reports

PERFORMANCE -

Due Today
RATING

ME or MCSC Employe...
For MCSC Employee « NEO.

FORMS -«
APPROVAL

Due
04/23/25

0
@

Recruiting

%

Y

X

Onboard Forms Reports

Quick Actions

Write a Journal entry >
View My Requisitions >
View my Forms Quick Links >
View my current evaluation >

®EO®°

MM MCSC Ma...

Dashboard

People View Team

MY MANAGER

mp MCSC Director

MY DIRECT REPORTS

ME MCSC Employee 10Overdue Task

Option 2: From the Unified Dashboard, Performance Tab, click on the Rating task in the

My Tasks section.

NOTE: This section will include self-rating tasks if applicable.

DASHBOARD O, Search..
Dashboard Tasks People Performance Recruiting Onboard
&
Performance
Overview My Evaluations My Team’s Evaluations Journal Hub
My Tasks
Y% RATING Due Today

ME r MCSC Employee's NEQGOV UPDATE EXAMPLE
oY Employee « NEOGOV UPDATE EXAMPLE

[ EVALUATION Due 04/08/25

MM Sign NEOGOV Eval Example for MCSC Manager

For you « NEOGOV Eval Example

O

—_

® B o0 ©

Forms Reports

My Current Evaluation

NEOGOV Eval Example
Due Saturday, July 5, 2025
[ ]

Before Ratings

@ My Team's Evaluations

ACTIVE EVALUATIONS

0

MM MCSC Ma..

£ Journal Entry

My Evaluations

View all

2. On the Performance Evaluation Rating Form screen, complete the Objective and
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Competency 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 .= Dashboard w

Employees Performance Evaluations Library Reports Help ~

< Go to Evaluation Details

MCSC EMISLOYEE «
1 PE-DEPARTMENTAL ANALYST-A USER GUlDE EVAL
SECHICHS OBJECTIVE SECTION | STANDARD 3 POINT SCALE
Objective Section M Objective Section

Competency Section Py

Overall Rating A Add Objective Name Here

Summary

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 Section.

NOTE: The system automatically saves content as it is entered. If the need arises to logout
mid-rating, the rating content that was entered will still be available 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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Empd ance Evaluatans. Libeary C

Reports o]

EE UNIFIED DASHBOARD USER GUIDE 3 ObJEClIVE Section
Gverall Rating Score Not Avallable
* Fieles ae required

MR
Example for Guide

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.

NEOGOV 33 0ashboard

WE

EE UNIFIED DASHBOARD USER GUIDE 3 Competency Section
Overal Rating Score Not Avallable MPETENCY SECTIGN | STaN

* Fieids are required

Objective Section

Competency Section TEMi1cE:
Adaptability (200)

when expenenc

Overall Rating

< summary

ATING SCALE *

() Meeds improvement

() Mests Expectations

() wign Performing

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
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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.
NEOGOV a3 Dpashboard i m

Performance Evaluations Library Reports

MCSC Employee » Cotapae Feecbock Entries
ME : «) e e

EE UNIFIED DASHBOARD USER GUIDE 3 Overall Rating (optional)
. VALUATION OVERALL SECTION | STANDA

ng Score High Performing

Overall Rating

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 to be complete and the evaluation moves to the next step in the evaluation
process. It may be beneficial todiscuss a rating with the employee prior to submitted the
rating so that changes can be made if necessary.

NEOGOV =8 Dashboard v

erformance Evaluations ibra s p & 3 D
Go to Evaluation Details Overall Rating Meets Expectations TR vttsy

1 e USER GUIDE EVAL 55 Print Current State

Objective Section

Competency Section Objective Section
Overall Rating

&l Summary Add Objective Name Here Meets Expectations =1 Add comments

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 donel

Are you sure you wish to submit the review at this ume?
Selecting CONTINUE will prevent any further changes. By
selecting CONTINUE, | certify that this rating form constitutes
my evaluation of the performance of this employee for the
period coverad.

MCSC Man@ar

Do you wish to continue?

11. After selecting Continue, a confirmation will appear indicating the rating has been submitted.
Thereview/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.
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Compt iency sicion
9  COMPETENCIES

Adaptability (200)

COMMENTS
RATING SCALE Virking Assistant 3 e g v

AR A RENE R

13. For Managers, once finished with a rating there are two options to rate another employee:

Option 1: Click on Dashboard to return to your dashboard and follow the steps above.

NEOGOV ss Dashboard v

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

Option 2: Click on Employees and search/select the employee to be rated, which takes you
to their Employee Details screen.

NEQOGOV a8 Dashboard

Employees  Performance Evaluations Library Reports Help v h @ +

Employee List

© ShowANEmployees | 2 Bulk Actons R4 < |

® e EMPLOVEE mese MCSC MANAGER PE.DEPARTMENTAL ANALYSTA  05/02/2021 e

1 3 MANAGER MCSC MCSC 2ND LINE MANAGER  PE-DEPARTMENTAL MANAGER3  06/24/2004 Activated

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 Tasks section. Click on the subject, Sign
which will take you to the Signature window.
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DASHBOARD O, search B o @o ME MCSC Employee

Dashboard Tasks People Performance Onboard Forms Reports
&
State of Michigan P
Tasks View All (2) Quick Actions People
To-Do (1) Overdue (1) /- Write a Journal entry > MY MANAGER
mm MCSC Manager
[E PERFORMANCE - EVALUATION Due 12/31/25 £ View my Forms Quick Links N
ME R Training 3/12/25 for MCSC Employee
STyou - MGR Training 3/12/25 ¢ View my current evaluation >

2. Inthe Acknowledgment Form (After Ratings) window, review the ratings assigned to each
objectiveand 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.

Acknowledgment Form

Go to Evaluation Details >

MCSC EMPLOYEE EVALUATION NAME DUE DATE
PE-DEPARTMENTAL ANALYST-A USER GUIDE EVAL Fri. Dec. 31,2021
B

Rating Summary

MCSC MANAGER Overall Rating

PE-DEPARTMENTAL MANAGER-3 Meets Expectations

SECTIONS.

OBJECTIVE SECTION | STANDARD 3 POINT SCALE

Objective Section

Objective Section
Competency Section

Add Objective Name Here
Overall Rating s b

Add the description in

ALL SECTIONS . — X
@ MCSC MANAGER (V) Meets Expectations V= Add comments here

COMPETENCY SECTION | STANDARD 3 POINT SCALE

Competency Section




NEOGOV

4. Enter any comments and acknowledge the rating by clicking on Submit.
NEOQOGOV aa Dashboard }, Searc — m

Employees  Library ~  Help v

v
Acknowledgment Form

MCSC EMPLOYEE EVALUATION NAME OUE DATE
PE-DEPARTMENTAL ANALYST-A USER GUIDE EVAL Fri. Dec. 31, 2021
Please sign your name below

Rating Summary

MCSC MANAGER Overail Rating MCSE EMPLOYEE
PE-DEPARTMENTAL MANAGER-3 Meets Expectations. T )

SECTIONS

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

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

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, sub menu, select the Reports menu oEtion.

DASHBOARD o} @ B fa] @ MM MCSC Manager
Dashboard ~ Tasks  People  Performance  Recruiting  Onboard  Forms | Reports
4
Ea

Reports

Forms Onboard

Forms Report > Onboard Progress >
Overall Process Status Report > Offboard Progress >
Process Task Status Report > Preboard Progress >
Custom Process Status Report > Checklist Progress >

m Approval Task Status Report > Task Status >

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.

2. Inthe Performance 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.
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3. Select the icon with four (column) lines on it to choose the columns to display.

@ Default & Bulk Actions m v Q

MCS PE-CIVIL SERVICE COMMISSION PE1901 I /00T TRANING Rating For MCSC EMPLOYEE's MDOT TRAINING Low Completed 04/14/2022
MCSC EMPLOYEE PE-CIVIL SERVICE COMMISSION PE-1901 MODOT TRAINING Sign MDOT TRAINING for MCSC EMPLOYEE Low Completed 0411412022
MCSC MANAGER PE-CIVIL SERVICE COMMISSION PE-1901 & C EMPLOYEE's Evalu L Pendi oV3V2022
MCSC EMPLOYEE PE-CIVIL SERVICE COMMISSION PE-1901 Evl Checkin for MCSC EMPLOYEE Low Pending 01312022

4. Inthe 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.

. m—  to Coment
Dashboard v Q Ses

NEOGOV == Columns Dane
Employees  Performance Evalustions Library Reports Help v

5 _ . -

o o o i Depa:
T RO R
!

Task Type

® OnTime @ Overdue O Total

@ Default | # Bulk Actions {'j

s | Relatedto

PE-CIVIL SERVICE COMMISSION PEISO1 m MDOT TRAINING Rating For MCSC EMPLOYEE's MDOT TR **

© 00O

MCSC EMPLOYEE PE-CIVIL SERVICE COMMISSION PE-1301 MOOT TRAINING Sign MDOT TRAINING for MCSC EMPLO]

5. Use the Filter icon (next to the columns icon) to add any applicable filters to the report.

NEOGOV a& Dashboard v

valuations ibran orts "
5 _ 5 — 3
o o o
Task Rater e sianer

Task Type

® OnTime @ Overdue O Total

&

@ Default 2} Bulk Actions vyl a

MCSC MANAGER PE-CIVIL SERVICE COMMISSION PE1901 EEIEETl) 00T TRAINING Rating For MCSC EMPLOYEE's MDOT TRAINING Low Completed

6. On the Filters screen, click on Add a Filter.
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Filters Close.

Add a Fiter
* Fiele ired

Clear A ¥

7. From the drop down options, 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.

Filters ‘ Done
Add a Filter_
# Fields are required. Clear All X
Due Date v
| is... ~
4
) | 12/31/2021

8. The search icon can also be used to filter by typing the criteria into the search box.

@ Default 2 Bulk Actions [}

C EMPLOYEE's MDOT TRAL

MISSION ~ PE-1901 (Y DOT TRAINING Ratin

COMMISSION ~ PE-1901 IR OOT TRAINING Sign MDOT TRAINING for MCSC EMPLOYEE  Low Completed

9. When the 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.



NEOGOV

NEOGOV &8 Dashboard v Q Sear Actions

Done
Employees  Performonce Evaluations ~ Library ~ Reports ~  Help

EXPORT ACTIONS
o 5 xport to A
> _ g - Export to PDF (oor
askc Ty — @

® On Time ® Overdue O Total

Export 1o CSV ]
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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. In the Custom Views slide out window, click on Create New
View.

NEOGOV Dashboard Q Sen .
NEOGOV ss Dashboal Custom Views Dane.

Empioyees  Performance Evalustions ~  Library ~  Reports ~  Help v

o _
o o
es

® OnTime @ Overdue O Total

@ Default | & Bulk Actions

11. Enter a Name for the view. The report can be made your default view by checking the
associatedMake my default checkbox.

Custom View Editor Cancel m

* Fields are required.

* MName

TESTING DEFAULT 2

Make my default

12. The ability to schedule an auto-export of the report is available by selecting Schedule
Export.
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13. Choose the view you wish to schedule the report based on, and then complete the required
fields.

14. Click on Save.

15. To return to your Dashboard click on Dashboard.
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