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NEOGOV Unified Dashboard Employee/Manager User Guide 

NEOGOV’s Unified Dashboard centralizes tasks and actions for managers and employees, eliminating the need 
to toggle between products to complete various NEOGOV tasks. 

Some of the significant features include: 

• One central area to view and complete tasks. 
o Note: A top navigation (app switcher) remains in the upper left corner for HR Users and I-9 

Verifiers. 
• Replacement of NEOGOV product names with more intuitive menu labels: Tasks, People, Performance 

(Perform), Recruiting (OHC), Onboard, Forms (eForms) and Reports. 
• The main dashboard displays up to five of the user’s tasks based on due date. There is a quick filter for 

tasks that are Overdue to provide users with easy access to anything time sensitive. 

• Additionally, NEOGOV has provided an Accessibility Menu for users. By selecting the  icon in the 
bottom left corner, an accessibility menu displays for users to make the appropriate selections based 
on their unique needs. 
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e. Onboard
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8. Section 6-My Candidates

9. Section 7-Top Navigation

10. Return to Dashboard

11. Resources

LOGIN 

NEOGOV can be accessed by using the following link:   https://login.neogov.com/

NEOGOV works best with 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 

https://login.neogov.com/
mailto:MCSC-NEOGOV@michigan.gov?subject=Account%20Activation
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A. To reset your password, click the Forgot your username or password link below the login 
button. 

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. 
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Overview of the NEOGOV Unified Dashboard 

The Unified Dashboard serves as your personal homepage in NEOGOV. It contains the below sections: 

1. A top sub-menu section for the NEOGOV product areas.  
a. NOTE: If you’re a newly hired employee, the Unified Dashboard defaults to the Onboard sub 

menu to display forms that are assigned for completion. 

2. Tasks-Displays up to 5 tasks spanning all NEOGOV products sorted by due date. 

3. Quick Actions-Displays quick links to common actions across different NEOGOV products. 

4. 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. 

5. My Requisitions-Displays any requisitions to which you are currently assigned. 

6. My Candidates-Displays candidates currently assigned to you for review. 

7. Top Navigation-Provides additional links and information. 

Regardless of where you are in NEOGOV, you can always return to your Unified Dashboard by clicking on 
Home in the upper left corner of your screen. 
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Section 1-Sub Menu 

The top Sub Menu contains links to Home, Tasks, People, Performance, Recruiting, Onboard, Forms, and 
Reports.  

Clicking the Home link returns users from anywhere in NEOGOV back to the Dashboard.  

1. Tasks 
a. Span all NEOGOV products sorted by due date.  Filter options include Due Date, Product, Task 

Type, and Related To. To Do, My Completed and My Team’s Tasks also display on a quick and 
easy sidebar view. 

b. When you click on a task, the system will auto-navigate to the appropriate sub-menu section. 

2. People-contains views for My Team, My Prehires, My Team’s Tasks, and Org Chart based on your 
security.  

a. Managers see My Team, My Team’s Tasks and Org chart; whereas Employees only see the Org 
Chart. 
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b. My Team (if applicable)-Displays your direct reports. 

c. My Prehires is not used. 
d. My Team’s Tasks (if applicable)-Displays tasks for your Team. These can be sorted by Due Date, 

Task Name or Employee Name. Tasks display by Overdue, Due This Week or Due Later. 

You have the ability to filter on Employee and/or NEOGOV Product. 
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e. Org Chart-Displays for everyone (employees and managers) and contains your hierarchy. You 
have the ability to export the view using the Export link in the upper right corner. 

3. Performance-Displays evaluations plans for the employee and their staff (if applicable).   

For complete details please see the related NEOGOV Perform User Guide. 

a. Overview-Displays My Tasks, My Current Evaluation, My Team’s Evaluations (for managers 
only) and Perform Links. 

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

https://stateofmichigan.sharepoint.com/:b:/r/sites/MCSC-SPT-NRC/Recruiting%20%20InsightOHC/Manager%20PE%20User%20Guide.pdf?csf=1&web=1&e=DzMLEA
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b. My Evaluations-Displays evaluations assigned to you.  You can filter on Current, Upcoming, 
Completed, Other or All evaluations.   

c. My Team’s Evaluations (Managers only)-Displays all evaluations for employees in your 
hierarchy.  This includes: Draft, Before Ratings, Rating, and Approval statuses and can be 
sorted by due date and/or filtered by employee. 

d. Journal Hub-Displays your Current, Pending, Archived 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.  Use the Journal Hub for drop-down to write a journal entry for 
yourself or choose the person you would like to write about. 
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4. Recruiting-This tab displays for employees who have Hiring Manager, Liaison, Originator, or Approver 
security roles in OHC.  

For complete details please see the related NEOGOV OHC User Guide. 

a. Overview-Provides you with information on My Tasks, My Requisitions, and My Candidates. 

b. My Requisitions-Displays your Active, Draft, In-Progress, Approved, and Open requisitions. 
These can be sorted by: 

• Date Created-Newest First or Date Created-Oldest First  
• Department A-Z or Department Z-A 
• Division A-Z or Divison Z-A 
• Req Number Highest or Lowest 
• Req Title A-Z or Req Title Z-A 
• Position Code Lowest or Highest.   

You can also filter by Department, Division, or Date.   

https://stateofmichigan.sharepoint.com/:b:/r/sites/MCSC-SPT-NRC/Recruiting%20%20InsightOHC/OHC%20User%20Guide.pdf?csf=1&web=1&e=ZAsUQf
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c. My Candidates-Displays candidates by requisition with columns for Req #, Requisition Title, 
Candidates (number), Department, Division, Position Number, Hiring Manager, Created On, 
and Last Referred On.  Clicking on the Requisition Title opens the candidate screen. 

d. Class Spec-Displays configured Class Specs for the State of Michigan. The filter defaults to 
Active but can be changed to Inactive. The All Records view also defaults but Custom Views 
can be created by clicking on it.  

• Columns can be added or removed by selecting the column selection key  . Columns 
can be filtered by selecting the filter key . 
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e. Print Applications-Displays candidate applications if the hiring manager has requested PDF 
versions. These can be searched by Job # or Job Title. 

5. Onboard contains forms assigned to newly hired employees and general information for all employees.  
Included are tabs for Overview, My Onboarding Portal, Forms, Downloads and Notes & Attachments. 
Within My Onboarding Portal, there are tabs for Getting Started, the Agency you are assigned to, and 
Employment Information.  For complete details please see the related NEOGOV Onboard User Guide. 

NOTE:  If you are a newly hired employee, the Unified Dashboard defaults to the My Onboarding 
Portal tab to display forms that are assigned for completion.  

https://stateofmichigan.sharepoint.com/:b:/r/sites/MCSC-SPT-NRC/eForms/Completing%20New%20Hire%20Onboard%20Forms.pdf?csf=1&web=1&e=EgG5oc
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a. Overview-Provides you with information on My Tasks, My Forms, and My Notes & 
Attachments. 

b. Forms –Displays all forms assigned to the employee. Completed forms are locked but can be 
Viewed, Downloaded, or View Audit Trail. 

c. Downloads – this is not currently used. 

d. Notes & Attachments – this is not currently used. 
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6. Forms – contains forms assigned and available for employees.  Included are tabs for Overview, My 
Forms & Processes, Documents and My Team’s Forms & Processes. 

a. Overview-Provides you with information on My Tasks, Quick Links, My Forms and Processes 
and My Teams Forms & Processes.  My Tasks includes all form tasks that need to be completed 
and their due date. Quick Links includes forms that can be initiated by you. 

b. My Forms & Processes-If you have forms specific to you that are in progress, they will display 
here.  You can sort by Due Date, Completion, and Alphabetically. Clicking on the link will open 
the form to complete it. 
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c. Documents-Folders of your completed documents from the different NEOGOV products display 
here.  Completed forms can be viewed and/or downloaded if necessary.  You can also search 
for a specific form. 

d. My Team’s Forms & Processes-Forms assigned to your Team (if applicable) display here, based 
on your security.  There are sections for Overdue, In Progress and Completed.  You can sort by 
Process Name or Employee Name.  You can filter by Employee, Assigned By, or Process Start 
Date Range. 

7. Reports-Displays reports based on your security.   

Managers can run Forms, Performance, and/or Onboarding reports on their employees.  

Employees can only run Onboard reports on themselves.  
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Report data can be exported as a CSV, PDF, or XLS file.   

a. Forms-The following reports are available: 
• Forms Report 
• Overall Process Status Report 
• Process Task Status Report 
• Custom Process Status Report 
• Approval Task Status Report 

b. Performance-The following reports are available:   
• Evaluation Status by Department Report 
• Evaluation Status Detail  
• Performance Rating 
• Goal Status 
• Goal Status by Employee 
• Item Ratings 
• Task Status 
• Approval Status 
• Current vs Historical Overall Performance  

c. Onboarding-The following reports are available:   
• Onboard Progress 
• Offboard Progress 
• Preboard Progress 
• Checklist Progress 
• Task Status 
• Form Reports 
• Exit Interviews 
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Section 2-Tasks 

Returning to the main Dashboard view, Tasks may display up to 5 tasks spanning all NEOGOV products based 
on due date, with those due soonest displaying first. There are View All links at both the top and bottom of 
the Tasks widget. 

For complete details see Sub-Menu, Tasks above.  
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Section 3-Quick Actions 

Returning again to the main Dashboard view, Quick Actions displays quick links to common actions across the 
different product lines. Additional links may display for those with additional security.  Options may include: 
Write a Journal Entry, View My Requisitions, View My Forms Quick Links and View My Current Evaluation 
based on your security. 

Section 4-People 

Returning again to the main Dashboard view, People contains My Manager, My Direct Reports and a View 
Team hyperlink based on your security.  If your direct reports have an overdue tasks, a note of this also 
displays. 



Page 18

Section 5-My Requisitions 
Another widget on the main Dashboard view is My Requisitions. This displays Draft, In Progress, Approved 
and Open requisitions. Selecting the View All link returns you to the Recruiting tab and specifically My 
Requisitions as noted above. 

Section 6-My Candidates 
The final widget on the main Dashboard view is My Candidates. This displays hyperlinks to Requisitions with 
candidates awaiting your review. Selecting the Requisition link returns you to the Recruiting tab and 
specifically My Candidates as noted above. 

Section 7-Top Navigation 

Along the top of the dashboard there are various icons you can click on that perform additional actions or 
provide additional information. 

1. The App Switcher is in the upper left corner and contains 9 dots:  Clicking on it displays the word 
Home as it returns you to the main Dashboard home page. 

2. In the middle-right is a large Search bar: 
for searching for employees, requisitions, applicants, and job applications (based on security access). 

3. Next to the search bar is the Help icon:  Clicking on this displays NEOGOV OHC guides and videos. 
For State of Michigan specific instructions, please instead visit our NEOGOV Resource Center. 

4. The Calendar icon can be found next:  Clicking on that provides you with the view of a traditional 
calendar and when each of your assigned tasks are due. Clicking on a date with a task due takes you 
directly to that task. 

https://stateofmichigan.sharepoint.com/teams/mcsc/mcscnet/NRC/SitePages/Home.aspx?OR=Teams-HL&CT=1649850443693&params=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiIyNy8yMjAzMDcwMTYxMCJ9


Page 19

5. Next is the Notifications icon:  All notification emails sent to you from NEOGOV will also display 
here. 

6. The Checkmark icon  displays any overdue tasks when you click on it. You can then go directly to 
that task. 

7. And finally, there is the user name icon: . Clicking on this provides three options to 
select from: My Profile, Change Password and Sign Out. 

a. My Profile-displays an overview of information found within the dashboard, including: Job, 
Performance, Documents, Onboarding and Recruiting. 

• Job-This tab includes general information about you and your position. 

• Performance-This tab contains Performance Evaluations, similar to the Perform tab 
above.  You can choose to view Current, Upcoming, Completed, Other or All 
evaluations.  Performance Documents can also be uploaded here.  The Actions drop-
down allows users to Write a Journal Entry. 
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• Documents-This tab contains folders of your completed documents from the different 
NEOGOV products. 

• Onboarding-This tab contains Onboard forms assigned to you and the Status of each 
form. Completed forms can be viewed. 

• Recruiting-This tab displays OHC security roles currently assigned to you. 
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b. Change Password-displays the same change password screen users see when their password 
expires. 

c. Sign Out-automatically signs you out of NEOGOV:

Return to the Unified Dashboard 

As a reminder, regardless of where you are in NEOGOV, you can always return to your Unified Dashboard by 
clicking on Home in the upper left corner of your screen. 

Resources 

If you have questions regarding your Unified Dashboard display or related Tasks, please contact your HR 
Office. 

Questions technical in nature can be sent to MCSC-NEOGOV@michigan.gov. 

mailto:MCSC-NEOGOV@michigan.gov
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