NEOGOV

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:

e 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.

e Replacement of NEOGOV product names with more intuitive menu labels: Tasks, People, Performance

e 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.

e 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.

@ English (USA) »

@ Accessibility Profiles »

XL Oversized Widget G’

i G o
Screen Reader Smart Contrast Highlight Links
iz Df B
Pause Animations Dyslexia Friendly Cursor
m M: =
Tooltips Page Structure Text Align
Dictionary Saturation
(s} Reset All Accessibility Settings

e Move/Hide Widget »
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INDEX: Selecting a hyperlink below will take you to the section of interest.

1. Login
2. Overview of NEOGOV Unified Dashboard
3. Section 1-Sub Menu

a. Tasks

b. People

c. Performance

d. Recruiting
Onboard

f. Forms

g Reports

Section 2-Tasks

Section 3-QuickActions

Section 4-People

Section 5-MyRequisitions

Section 6-My Candidates

©® o N o o

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.

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

NEOGOV

Username
Password
All fields are required

Forgot your username or password?

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.

< Back to Login Page

Login Assistance

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

Email

Page 3



NEOGOV

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.

N

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.
i DASHBOARD 0O, searen o ® B O @ MM MCSCManager
QYState of Michigan

To-Do (3) Overdue (0) MY MANAGER
Viewmytasksrelatedto: Al ~  Myseff  MyDirectReports  Others mp MCSC Director
[ FORMS - FoRM Bue Mo

nday MY DIRECT REPORTS

me MCSC Employee

[ RECRUITING - REVIEW Due 04/04/25 _
2 My Requisitions View All

MM Job: Prod S

\g 020525 (Prod Support Testing 02042025)
Der AS Agministratve Use Only

0 0 1 1

Drafts In Progress Approved Open

ME  Approve/Deny Remote Work Agreement
My Candidates o

ForMCs

loyes 7% of Remote Work Agreement completed

Quick Actlons °

& View My Requisitions >

o View my current evaluation >

§  write a Journal entry >

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

HH m DASHBOARD

Home Tasks People Performance Recruiting Onboard Forms Reports
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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.
i m DASHEOARD

Home Tasks People Performance Recruiting Cnboard Forms Reports

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.

52 m [EREGTHOLED Q, searen.. ® H o ®° MM MCSC Manager
Home  Tasks People Performance Recruiting Onboard Forms Reports
<
Na s ~
NEOBOV ~  ((Q searenfortask ) @
- J
My To-Do (4) *
Task 2 Product % TaskType 2 Related To 4 Due Date =
My Completed
Acknowledge NEOGOV Sequrity Request Forms Form Myserr 033125
My Team's Tasks (2
Rating For MCSC Employee's NEOGOV UPDATE .. Performance Rating MCSC Employee 04/01125
Job: Prod Support Testing 020525 (Prod Support Recruring Review Myserr 04/0425
Sign NEOGOV Eval Example for MCSC Manager Performance Evaluaton Myself 04/08/25
1 hems per page Showing 4 of 4 tems

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.

DASHBOARD Q, Search ® B 4o © MM MCSC Manager
Dashboard Tasks People Performance Recruiting Onboard Forms Reports
§

People

My Pre-hires My Team's Tasks Org Chart

My Team

8 (@

0 Overdue Tasks

ME

MCSC Employee
PE DEPARTMENTAL SPECIALIST-2

1 10 | ems per page Showing 110 1items

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.

People

My Team My Pre-ires My Team's Tasks Org Chart

My Team's Tasks

19 1 1

Overdue Due ThisWeek  Due Later

)
1) Sort v = Fiiters ( Q searen )
\ J

Sort: Due Date (Oldest First)

Acknowledge NEOGOV Security Request
Forms

g

ME  MCSC Employee A Due 033125

Complete |-9
Onboard

ME MCSC Employee A Due 06/11/25
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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.

DASHEOARD O, Search ® B A © wm MCSCManager
Dashboard ~ Tasks  People  Performance  Recruitng  Onboard ~ Forms  Reports
&
People
My Team My Pre-hires My Team's Tasks Org Chart
Search by Employee or Position
hd (-]

Reset

ME

)

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

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

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

a.

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

© B 6 © m ucscumes

&
Performance

My Current Evaluation My Evaluations

My Tasks

uuuuuuu

) @
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b. My Evaluations-Displays evaluations assigned to you
Completed, Other or All evaluations.

DASHEBOARD

Dashboard  Tasks  People  Performance  Recruiing  Onboard ~ Forms  Reports

$

Performance

Overview My Evaluations My Team’s Evaluations Journal Hub

My Evaluations

Upcoming (0) Completed (0) Other (0) All (1)

gy NEOGOV Eval Example

Due Saturday. Jul 5th 2025 » Type: Probation

. You can filter on Current, Upcoming,

® B a @

MM MCSC Manager

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.

DASHBOARD Q, search

Dashboard ~ Tasks ~ People  Performance  Recruiing ~ Onboard ~ Forms  Reports

K

Performance

Overview My Evaluations

My Team’s Evaluations|

My Team's Evaluations (2)

Journal Hub

(o]

Draft

7| Sortv T Filters v

All Evaluations

NEOGOV UPDATE EXAMPLE

. ME| Mcsc Employee
Due Tuesday, April 1, 2025

MGR Training 3/12/25
Due Wednesday, December 31, 2025

Eb

¥ Mcsc Employee

Journal Hub-Displays your Current, Pending, Archived

® B a @

MM MCSC Manager

Q

Search by Employee or Evaluation name

Before Ratings

Approval

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 dro

p-down to write a journal entry for

yourself or choose the person you would like to write about.

DASHBOARD

Q, search ® B 4O © wm MCSCManager
Dashboard ~ Tasks  People Performance  Recruiting ~ Onboard Forms  Reports
a
¥ £, Journal Entry
Performance
Overview My Evaluations My Team’s Evaluations Journal Hub
Journal Hub for
[ Myself v
Current (0) Pending (0) Archived (0) All Drafts (0)
[ 1 Sort v ] [
10 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, s

xIsx, ppt, pptx, potx, doc, docx, txt, rtf, bmp, Gif, ipe, Jpeg, Jpg, png, tif tiff, wp, wpd, csv, zip)

Sort: Update Date « Newest First
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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.

Dashboard

$

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

DASHEOARD

Tasks Performance  Recruiting ~ Onboard  Forms

People Reports

Recruiting

Overview My Candidates ()~ ClassSpec  Print Applications

My Requisitions (2)
E My Requisitions
My Tasks

0 0

Drafts

() REVIEW Due Friday
In Progress

Support Testing 020525 (Prod Testing 02042025)

71CSC/OBAS Administrative Use

My Candidates

Requisition: Departmental Analyst (Classic Scorin

® B 4 @ mm  MCSC Manager
View All
Approved Open

9)

Department Z1 CSC/OBAS Administrative Use Only

Candidates: 2

b. My Requisitions-Displays your Active, Draft, In-Progress, Approved, and Open requisitions.

S

These can be sorted by:
¢ Date Created-Newest First or Date Created-Oldest First
e Department A-Z or Department Z-A
e Division A-Z or Divison Z-A
¢ Req Number Highest or Lowest
¢ Req Title A-Z or Req Title Z-A
e Position Code Lowest or Highest.

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

DASHBOARD Q, search..
Dashboard  Tasks ~ People  Performance  Recruiting ~ Onboard ~ Forms  Reports
Recruiting
Overview  MyRequisitions(2) My Candidates (f) ~ ClassSpec  Print Applications
Requisitions viewar >
Active (2) Drafts (0) In Progress (0) Approved (1) Open (1)
E]E [T‘L Sort v l [? Filters v l l
Sort: Date created » Newest First
g #Approval Testing - MCSC Intern
[m] Department: Z1 CSC/OBAS Administrative Use Only
Hiring manager: MCSC Manager
|g  #Classic Scoring Departmental Analyst
[m] Department: Z1 CSC/OBAS Administrative Use Only

Hiring manager: MCSC Manager

10 v kems per page

© BH o ©

MM MCSC Manager

© View Settings

Q@ Search by reqtitle or req number

Created 03/21/25

Created 03/20/25
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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.

DASHEOARD O, Search ® B A © mw MCSCManager
Dashboard Tasks People Performance Recruiting Onboard  Forms Reports
.
it
Recruiting
Overview My Requisitions (2) My Candidates (1) Class Spec Print Applications
- . _ s
Classic Scorin, g Departmental Analyst 2 Z1 CSC/OBAS Administrative Use MCSC Manager 03/20/2025 03/20/2025
1 10 v | hems per page Showing 1-10f 1items

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.

e Columns can be added or removed by selecting the column selection key @ . Columns
can be filtered by selecting the filter key [¥],

DASHBOARD O, Search ® B A © wm MCSCManager
Dashboard Tasks People Performance Recruit iting Onboard Forms Reports.
.
it
Recruiting
Overview My Requisitions (2) My Candidates (1) Class Spec Print Applications

Class Spec

Filter | Active ~ © All Records

Class Spec Code a | ClassSpecTitle

NEAE=] o

o

Q_ Search Q Search Q search Q Search
ACCOUNT Accountant Active Active
ACCOUNTA Accountant 12 Active Active
ACCOUNTE Accountant 9-P11 Active Active
ACCSPL2 Accounting Specislist 13 Active Active
ACCSPL3 Accounting Specialist 14 Active Active
AccsPL4 Accounting Specislist 15 Active Active
ACCTAST Accounting Assistant Active Active
ACCTASTA Accounting Assistant 8 Active Active
ACCTASTE Accounting Assistant 5-E7 Active Active
ACCTEXM Account Examiner Active Active
4 »

1 2 -..224225

Last 0 v

tems per page

Showing 110 of 2243 items
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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.

DASHBOARD Q, Search ®@ B 4 @ MM MCSC Manager
Dashboard Tasks People Performance Recruil iting Onboard Forms. Reports
.
J
- © View Settings
Recruiting

Overview My Requisitions (2) My Candidates (f) ~ Class Spec Print Applications|

No print application jobs found

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.

DASHBOARD Q, search... ® B 4 © MM MCSC Manager

Dashboard ~ Tasks ~ People  Performance  Recruiing  Onboard  Forms  Reports

&

Onboard

Overview My Onboarding Portal Forms Downloads Notes & Attachments

Photo Credit: MDOT Photography Unit

CONGRATULATIONS MCSC

DO

NNV NN AN N

Getting Started! Civil Service C¢ Ei
Welcome to your Onboard Portal! Checklist @ Preview Checklist Timeline
Congratulations and welcome to your personalized onboarding portall This portal is designed to provide all the information, forms, @

and policies you will need as a new state employee. To prepare for your employment, please pay close attention to the forms and

links. Some items are for your review and understanding, while others can be completed anytime before their due date. O Complete -9 () Dueiniweek
Help your HR Office help you on your o .
first day of employment by timely Complete Personal Information (@ Duein1week
completing the items in your checklist
Please complete items on your D complete w-a (@  Duein1week
checklist to the right, paying special
attention to due dates. Completed D complete Michigan W-4 () Duein1week
forms do not need to be printed and
Sl THenCRIL At D Complete Emergency Contact Information (O  Dueintweek
submitted for you upon completion

D complete Direct Deposit (O Duein1week

Again, congratulations on becoming a
State of Michigan employee! If you
have any questions as you proceed
through your checklist, see

the Empleyee/Manager User Guide
or reach out ro vour HR Office contact

Complete Life Insurance and Accidental Duty Death

o S @ Duein1week
Beneficiary Designation

1 rmemton Eimal Pammammnsinn Bamafisian: Manicmasian A Puin e 4 wanl
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a. Overview-Provides you with information on My Tasks, My Forms, and My Notes &

Attachments.

DASHBOARD

Dashboard ~ Tasks ~ People  Performance  Recruiting

Onboard

Overview ~ MyOnboardingPortal ~ Forms ~ Downloads

My Tasks

[ Form

v Complete k9

Foryou

[ Form

v Complete Personal Information

Foryou

0 Form

v Complete Direct Deposit

Foryou

0 Form

Onboard  Forms

Reports

Notes & Attachments

View Al (19)

Due 04/09/25

Due 04110125

Due 04110125

Due 04110125

Q, Search ® B o @

MM MCSC Manager

My Forms View Al (19)

Complete (0) Archived (0) In Progress (0) Incomplete (19)

There are 0 forms to display.

My Notes & Attachments View All (0)

There are 0 notes and attachments to display.

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

DASHBOARD
Dashboard Tasks People Performance Recruiting Onboard Forms
a
Onboard
Overview My Onboarding Portal Forms Downloads
Forms

Exportto... v/

Reports

Notes & Attachments

Q, Search

®@ B 4o ©

MM MCSC Manager

u S - __

Q_ Search Q_ Search Q search
[J  Drugand Alcohol Testing 03/29/2025 1529:09 Incomplete b B
[J  Disclosure of Interest 2021 03/29/2025 1529:09 Incomplete R B
[J  CiyTaxWithholding 03/29/2025 1529:09 Incomplete b B
[J  Acceptable Use of Information Technology 03/29/2025 1529:09 Incomplete Y B
[J  Research Benefit Options 03/29/2025 1529:09 Incomplete Y B
[J  Online W-2 and 1095-C Access 03/29/2025 1529:09 Incomplete Y B
[J  Benefit Enroliment Acknowledgement 03/29/2025 15:29:09 Incomplete W B
[J  Portal Page Acknowledgement 03/29/2025 15:29:09 Incomplete
[J  Personal Information 20208 03/29/2025 1552:00 —

First  Previous 12 10 | tems per psge Showing 11-19 of 19 ftems

Accessibility Tools

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.

DASHBOARD Q, Search ® B O © MM MCSCManager
Dashboard ~ Tasks  People  Performance  Recruiting ~ Onboard  Forms  Reports
&
+ Assign Process
Forms

Overview My Forms & Processes (1) Documents My Team’s Forms & Processes (2)

My Tasks View All (2) Quick Links View All

Remote Work Agreement >

MM Acknowledge NEOGOV Security Request Due 03/31/2025

For You - NEOGOV Security Request Process - 17% Complete

ME  Approve/Deny Remote Work Agreement Due 04/23/2025
For MCSC Employee - Remote Work Agreement - 17% Complete

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.

DASHBOARD Q, Search ® B O ®© MM MCSCManager
Dashboard ~ Tasks  People  Performance  Recruing ~ Onboard ~ Forms  Reports
5
+ Assign Process
Forms
Overview  [MyForms &Processes (1)~ Documents My Team's Forms & Processes (2)
SontBy| DueDaie v | Q_ search
E NEOGOV Security Request Process 17% COMPLETE
Assigned by HR User on 03/26/25 -
TasK
vm Acknowledge NEOGOV Security Request Due 03/31/25
For you
1 12 +| hems perpage Showing -1 of 11tems
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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.

i m DASHBOARD 0, search ® B o Q)@ M MCSC Manager
Dastboard  Tasks  People  Performance Rectuitng  Onboard  Forms  Reports
&
+ Assign Process

Forms

Overview My Forms & Processes (0  Documents  MyTeams Forms & Processes 2)
m Documents Search documents, folders, or employees
0 e (E1=)
T Acchives Section

SortBy:| Default View v
@ e
Lo Tax Forms Benef Policies Termination otmer

a Remote Work Agree. Securlty Requests

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.

DASHBOARD

Q, search ® B O © wum MCSCManager
Dashboard Tasks People Performance Recruiting Onboard Forms. Reports
<
#
°
Forms
Overview My Forms & Processes (1) Documents My Team’s Forms & Processes (2)
My Team’s Forms & Processes
(o] 2 (o]
G nprogess Completed

All Processes

NEOGOV Security Request Process

ME  MCSC Employee - Assigned 03/26/2025 « 7% Complete

Remote Work Agreement

El

M MCSC Employee - Self Initiated 03/26/2025 - 17% Complete

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.

Reports

Fon

a.

Forms-The following reports are available:

e Forms Report

e Overall Process Status Report
e Process Task Status Report

e Custom Process Status Report
e Approval Task Status Report

b. Performance-The following reports are available:

C.

ms

e Evaluation Status by Department Report
¢ Evaluation Status Detail

e Performance Rating

e Goal Status

e Goal Status by Employee

¢ Item Ratings

e Task Status

e Approval Status

¢ Current vs Historical Overall Performance

Onboarding-The following reports are available:

e Onboard Progress
e Offboard Progress
e Preboard Progress
e Checklist Progress
e Task Status

e Form Reports

o Exit Interviews

©Onboard
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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.

Tasks View &ll {23)

To-Do (22) Qwerdus (1)
View my tasks relatedto: | m w Myselr My Direct Reports Others

55 PERFORMANCE . RATING Due Today

ME  Rating For MCSC Employes’s NECE0W UPCATE EXAMPLE
For MCSC Employee - NEDE0W UPDATE EXAMPLE

IE] RECRUITING . REVIEW Due Friday

MM Job: Prod Support Testing 020525 (Prod Support Testing 02042025)
Department Zi C5C'0BAS Administrative Use Only

Candidatas: 2

5] PERFORMAMCE « EVALUATION Due 040825

MM 5ign NECGOW Eval Example for MCSC Manager
For you - NEQOGOW Eval Example

[0 ONBOARD « FORM
MM Complete -9 Due 040925

For you - Checklist Standard Foem Tasks

MM complete W-4 Crue 04AG25

For you - Checklist Standand Fom Tasks

View all To-Do tasks (22)

Page 16



NEOGOV

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.

Quick Actions

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

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.

People View Team

MY MANAGER

mp MCSC Director

MY DIRECT REPORTS

ME MCSC Employee 1 Overdue Task
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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.

[El My Requisitions View All
Drafts In Progress Approved Open

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.

My Candidates

Requisition: Departmental Analyst (Classic Scoring)
Department: Z1 CSC/OBAS Administrative Use Only
Candidates: 2

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.

DASHBOARD Q, Search ® B a ®° MM MCSC Manager
T lerformance Recruiting Onboard Forms Reports
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.

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

(1]
6. The Checkmarkicon @ displays any overdue tasks when you click on it. You can then go directly to
that task.

MM MCSC Manager
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.

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

DASHBOARD o,

®EO®°

MM MCSC Manager

Dashboard  Tasks  People  Performance  Recruitng  Onboard  Forms  Reports

K
People / MCSC's Profile

wa MCSC Manager

© PE-DEPARTMENTAL MANAGER-3
PE-CIVIL SERVICE COMMISSION

Job Performance Documents Onboarding Recrulting
Job
] General Info &3 Position
Employee # 12345676 Position PE-DEPARTMENTAL MANAGER-3
Active (Employee Status)  Yes Position Start Date 04/06/2025
Address NA Department PE-CIVIL SERVICE COMMISSION
Username mescmanager@michigan.gov Division PE-BAS PRODUCTION SUPPORT
Emall mescmanager@michigan.gov Class Spec PE-DEPARTMENTAL MANAGER
Phone # NA Direct Manager Wb MCSC Director
Hire Date 04/06/2025 Additional Manager(s)
[0  Termiation pate NA
a\

e 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.

DASHBOARD 0, searcn ® B O @ wm MCSCManager

Dashboard  Tasks  People  Performance  Recruing  Onboard  Forms  Repors

People / MCSC's Profile

we MCSC Manager [ actons ~

¢ PE-DEPARTMENTAL MANAGER-3
PE-CIVIL SERVICE COMMISSION

Job Performance Documents ©Onboarding Recrulting

Performance

Upload
Performance Evaluations

Curent()  Upcoming()  Completed(0)  Other(0)  All(2)

-, NEOGOV Eval Example
" Due Saturday, July 5, 2025 - Type: Probation
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e Documents-This tab contains folders of your completed documents from the different
NEOGOV products.

DASHEOARD O, search ® B O © MM MCSCManager

Dastboard  Tasks  People  Performance  Recruiing  Onboard  Forms  Reports

People / MCSC's Profile

wa MCSC Manager

 PE-DEPARTMENTAL MANAGER 3
PE-CIVIL SERVICE COMMISSION

Job Performance Documents ‘Onboarding Recruiting

a

Documents Folders oot ] ()= (@ e
In Progress (0) o
o o]

[ Fouders

19 Tax Forms Benefits Policies Termination Otner

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

DASHEOARD O, searcn ® B O © MM MCSCManager

Dashboard  Tasks  People  Performance  Recruing  Onboard  Forms  Reports

People / MCSC's Profile

w MCSC Manager

~ PEDEPARTMENTAL MANAGER-3
PE-CIVIL SERVICE COMMISSION

Job Performance Documents Onboarding Recruiting

Forms

=

u_ e - _
h Q search Q search

O  SwenderdioForm 0312912025 15:29:07 Incomplete LEB
O Senderswa Fom 0312912025 15:29:08 Incomplete LE®
[ Michigen State W4 2020 0372972025 15:29:09 Incomplete

[0 Emergency Comact 2020 0372972025 152909 Incomplete

[ DrectDeposit2023 0372972025 15:29:09 Incompiete [

e Recruiting-This tab displays OHC security roles currently assigned to you.

DASHEOARD Q. searc

® B O @ Mv McSCManager

Deshboard  Tasks  People  Performance  Recrung  Onbosrd  Forms  Reporis

&
People / MCSC's Profile

wn MCSC Manager

. PEDEPARTMENTAL MANAGER3
PE-CIVIL SERVICE COMMISSION

Job Performance Documents Onboarding Recruiting

Roles
Roter
Hiring Manager

smE

Permissions

Send OHC Notices

Accessible Department(s)/Divislon(s)

21CSCI0BAS Administrative Use Only.
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b. Change Password-displays the same change password screen users see when their password
expires.

Password must use 12 or x
more characters with a mix of
uppercase and lowercase
letters, numbers and symbols
(example: %$#@8&amp;™).
Password must not be the same
as the current password or one
of the previously used
passwords.

Password must not be a
commonly used word or phrase.
Password can't contain first
name, last name or username.

All fields are required

[ Current Password

[ New Password

[ Confirm Password

NEOGOV

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

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.

1 m DASHBOARD

[
Home Tasks People Performance Recruiting Cnboard Forms Reports

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.
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