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NEOGOV

Overview

This guide details how to navigate the system as an employee, covering how to rate evaluations and complete
various tasks, as well as some tips and tricks of the system. Also, learn how to receive assistancedirectly within
Perform.

Before You Use This Guide

Your HR Admin must send you an activation link to activate your account. Once activated, you may loginto your
Perform account and complete any assigned tasks.

Who Should Use This Guide
This guide is intended for Employees.
Contacts for Questions

Please contact your HR Administrator should you have any additional questions.
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Navigating the Dashboard
Who Should Use This Section
Employees should use this section to improve familiarity with the functionality of the dashboard.
Navigating to the Dashboard

Upon logging into Perform, you arrive at your Dashboard. The Dashboard is a central location from whichall tasks can
be completed in the system.

NEQGOV B pedorm v

Dashboard  Employees  Library Reports Help v o a m o3 + O
My Tasks view all o
——— ! . .

My Evaluations viewsll > o

E] Annual Jennifer Smith (08 /02 / 2021)

Due: Thu. Sep 02, 2021 ompleted
Stsws: Approval Type: Pariodic

Figure 1: Dashboard

1. Dashboard Menu: Based on HR Configuration you may see the following tabs:

a. The Employee List

b. The Library (which houses the Goal and Competency Lists)

c. Reports

d. Help
2. My Tasks: Contains all tasks requiring your action

a. Color-coded boxes located within this section can be used to filter the various task types

My Evaluations: Displays your three most recent performance evaluations (if applicable)
Journal Hub: Contains all Journal Entries you have created, as well as any pending entries
Upload Document: Allows you to upload a document to your employee profile
My Profile: Access your Talent profile, update your password, and sign out of Perform

oukWw
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In-App Help
Both In-App Guidance and Helpful Hints allow users to receive guided assistance directly within Perform.

Using In-App Guidance

There is a Help menu accessible to all users. Hover over the Help icon to view a list of common actions.

NEOGOV  FE Pefform  + Q searcn 2 H = Q) myaes
Employees  Library ~  Reports - ‘—?0 + ©
Dashboard
My Tasks viewail > Adding Goals
Ci leting Tasks
,] Journal Entries O O O O O

Total Rating an Evaluation Approve And Sign Sign Approve Other Overdue
Signing an Evaluation

IRETD Approving and Signing an Evaluation

Q

X Raung For Ziggy Alberts's Annual Performance Evaluation 21ggy Aloerts

Annual Performance Evaluation 03/01/2018

1-10f1items

Figure 2: Help

NOTE: The list of common actions depends on the user’s security role. For example, HR Admins see adifferent set of
common actions than Employees.

Users can click on an action, and the system guides them on the relevant steps to complete that action, aswell as
provides a helpful description for each step. When a corresponding tutorial exists, that displays as an option to view
also. Select Stop Guide to stop the guided tour completely.

NEOGOV PE Perform v

Enm ary
Access your Dashboard

gv Click on NEOGOV logo to go to Dashboard

Stop Gulde

7 ——-— e

Figure 3: Stop Guide
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When a tutorial begins to play, it is anchored in the bottom left of the screen. Change its placement byselecting the
drop-down menu in the top left of the tutorial.

NEOGOV  PE Perform v

Employees  Library v Reports v Help v

My Tasks viewall >

1 1 0 0

Total Rating Approve And Sign sign

hide table A

Task < | ForEmplo

¢ Rating For Ziggy Alberts's Annual Performance Evaluation 2igay Alod

My Evaluations view ay@f my evaluations >
i Annuafnnual Evaluation (due 05 /07./2018) Annual Performance Evaluation
BotomLeft v x| Due-Tue, May 01, 2018

Bottom Left Status: Not Started
Bottom Right

Top Left G
Top Right

Create the Perfect
Onboarding Experience

Figure 4: Tutorial Placement

NOTE: If you leave the page playing a tutorial, the tutorial closes and is not available on the next page.

Using Helpful Hints

Additionally, when you hover over the Help icon, there is a Helpful Hints toggle that can be enabled ordisabled.

NEOGOV  FE Perform Q Search 2 @\ 0 Ziggy Mlberts
Employees  Library +  Reports @ g + C)]
Dashboard
My Tasks view il » Adding Goals
C ing Tasks . . )
Journal Entries
To‘la\ Rating an Evaluation Appmveo And Sign s(wgn Appcr)nve Oger cwscr)aue

Signing an Evaluation

nice table ~ Approving and Signing an Evaluation

. Q
et {B _ Fortmplores ° | femedt -

¢ Rating For Ziggy Alberts's Annual Performance Evaluation Ziggy Alberts Annusl Performance Evalustion o03/012018

1-10f11ems

Figure 5: Helpful Hints Toggle

If Helpful Hints are enabled, blue Helpful Hint icons display throughout Perform in areas where users mightneed more
assistance.

©ENEOGOV 2000 —2021. Proprietary and Confidential 5



PE Perform

@NEOGOV

NEOGOV

B B & eliggymbsls @

Employees  Librar @z + ©

(1)

My Tasks view ail >

0

Approve

0

Approve And Sign Overdue

Rating sign Other

hide table A

Figure 6: Helpful Hints

Click on a Helpful Hint to receive more information about that specific action. Depending on the Helpful Hint, the
system may refer the user to other related hints, or it may offer a description and the corresponding tutorial (if
applicable). View the tutorial by selecting Watch Video or close the Helpful Hintdescription by selecting Close.

My Tasks viewall >

My Tasks

Here, you can find all the tasks that require your attention
To see other tasks assigned to you, use the "view all" link

4

Approve And Sign

Watch Video

Figure 7: Helpful Hint Details

To turn off the Helpful Hints, hover over the Help icon and disable the Helpful Hints.

My Tasks

Any current tasks that require your action appear in My Tasks. You can filter on each status by selecting atask type
and the list below filters appropriately.

My Tasks viewall » !!

1

Total

0

Overdue

0

Approve

0

Approve And Sign

0

Rating Other

sign

hide table ~

Q
Formeleree - _
% sign Annual Performance Evalustion for Ziggy Alberts e W13/2017

Related To S
Ziggy Alberts Annual Performance Evaluation

1-10f11tems

Figure 8: My Tasks

1. View All: Select this to view tasks that are Current, Completed, Canceled, Pending, and Skipped

a. Current: Tasks currently requiring action

b. Completed: Tasks you’ve already acted on

¢. Canceled: Tasks no longer required

d. Pending: Tasks pending another user’s action or tasks for Draft evaluations
e. Skipped: Tasks that had been assigned to you, but skipped by an HR Admin

2. To complete a task, select the name to be re-directed to the task
a. For more information, please refer to page 10

©ENEOGOV 2000 —-2021. Proprietary and Confidential
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The task types are designated as follows:

Total: All tasks currently requiring your action

Rating: Any rating required on a self-evaluation or a peer rating task

Approve and Sign: Task to approve and sign the evaluation after it’s been rated

Sign: Task to acknowledge an evaluation before rating can begin, or to sign the evaluationafter it’s
been rated

Approve: Task to approve the evaluation after it’s been rated

Other: Any manual or recurring tasks such as Journal Entries or Check-Ins

g. Overdue: Any task with a past due date

o0 Tow

a0}

TP
To filter fhé list of tasks, click on any of the color-coded
boxes. For example, if Sign is selected, all signaturerelated tasks display in the list

The following legend can be used to identify actions that can be taken from the Dashboard:

= Rate an evaluation

= Approve and sign

L
[<H

= Sign

= Approve an evaluation

= Other or Manual tasks

o .
] = Recurring Manual task
BS54 = Recurring Check-In

r—f:l = Recurring Journal Entry

Figure 9: Task Legend

My Evaluations

Underneath the tasks section of the Dashboard is the My Evaluations section. Here are your three mostrecent

performance evaluations (if applicable). Select any one of the evaluations to be redirected to theEvaluation Detail page
for the corresponding evaluation.

©ENEOGOV 2000 —-2021. Proprietary and Confidential 7
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My Eva\uatior\

Annual Jennifer Smith (09 / 02 / 2022 ] Annual Jennifer Smith (dus 12 / 05/ 2021) [E] Annual Jennifer Smith {09/ 02/ 2021)
Due Fri. Sop 02, 2022 Dus: Sun. Dec 05, 2021 Completed: - Due: Thu. Sep 02, 2021 sletec
Status: Draft Status: Before Ratings. Type: Parlodic Status: Approval Type: Parlodic

Figure 10: My Evaluations

To view all historical evaluation, select view all of my evaluations. To view the evaluation detail page of aspecific
evaluation, select the title of the evaluation.

Journal Hub

All Perform users have access to their Journal Hub. The Journal Hub is a central location where you can findall Journal
Entries that you have created or have access to (those shared with you).

For more information on how to navigate the Journal Hub, please refer to page 11.
My Profile (Talent Profile)
To access your Talent Profile page, hover over your name in the top right corner. Select My Profile.

NEOGOV [ rerform v Q semen @ EE (O emersmn v

Dashboard  Employees  Library Reports Help v

o 8 + O

Jennifer Smith £ Upload Document 2 Journal Entries | 0
Implementation Consultant | Customer Success
Employee Details Evalustions  Additional Info Tasks Development Plans Documents

@ Employee Details

Employee Information About Me
z
POSITION TITLE DEPARTMENT DIVISION Tefl us something about yourself
Implementation Consultant Customer Success
GCLASS SPEC ACTIVE ONLINE ACCESS
- Yes Send Activation Hierarchy
EMPLOYEE NUMBER START DATE
6567987 09/02/2020
? Paul Henandez
EMAIL PHONE NUMBER ADDRESS (el
bzuniga-0008@neogov.net 888 Maplewood Ave H
Los Angeles Q Belen Zuniga
CA 00000 Human Resources Manager
EXCLUDE FROM AUTOMATIC OR BULK EVALUATION CREATION You
No Implementation Consu...
View Company
DIRECT MANAGER ADDITIONAL MANAGER(S)

Belen Zuniga

Strengths @
Work History & AddWork Your highest-rated competencies wil be shown here, once your first
performance evaluation is completed
Al vorr veark expariance inluding any contacts b hd

Figure 11: Talent Profile

Here you can see Employee Details, Evaluations, Additional Info, Tasks, Development Plans, andDocuments that are
associated to you. Note, you can also add Journal Entries from this page. For information on adding Journal Entries to
the Talent Profile, refer to page 16.

©ENEOGOV 2000 —-2021. Proprietary and Confidential 8
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TP
You cannot edit any of your Employee Information, such as position,
email address, etc. If you need to update that information, pleasecontact your HR Administrator

To navigate to each section of the Talent Profile, select the section title at the top, or scroll down the page.

NEOGOV [ Pperform

B E = OJe«nnersmn v

Dashboard  Employees  Library Reports «  Help v

Jennifer Smith {5 Upload Document ] Journal Entries | O
|mpleme|‘“ﬂ|\°n Consultant | Customer Success
[Enplnyse Dewis  Evaluations  Addiionalinfo  Tasks  DevelopmemtFlans  Documents ]

Figure 12: Talent Profile — Sections

Based on HR configuration, you can add information to different widgets under the Employee Detailssection. For
example, to add information to the Work History widget, select + Add Work.

NEOGOV [ rerform + Q search @ E @ () emmersmn

Dashboard  Employees  Library Roperts »  Help v

Jennifer Smith 5 Upload Document 5] Journal Entries | O
Implementation Consultant | Customer Success
Employee Detils  Evaluatons  Additionalinfo  Tasks  DevelopmemtPlans  Documents

Strengths @

Work History [ +  AddWork ] Your highest-rated competencies will be shown here, once your first

performance evaluation is completed

Add your work experience including any contracts here

Skills + Add Skills

Education + Add Education

Showease your skills and skill level

Add any prior or continuing education

Figure 13: Talent Profile — Add Work

A fly-out appears. Any field highlighted in red is required; you must fill out those fields to save. Enter in all
information, and save.

©ENEOGOV 2000 —-2021. Proprietary and Confidential 9
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NEOGOV ¢t 4§ .
_ Add Work History Cancel
Employees  Library
4
Company info Position info
= Company/Agency Name + Position Title = Hours/Week +
El
a Address Monthly Salary Employees S
City
| Start Date End Date
oo Month Yoar * Month Year
Zip Code Country Reasons for Leaving
Phone
w
-
Website
Supervisor Name Supervisor Title
E
- May we contact this employer? Quties Summary ©
. | .

Figure 14: Add Work History

Once saved, the new information populates your employee details section. Continue to add information inthe same
fashion to any widget as desired.

NEOGOV

P& Perform v

Dashboard ~ Employees  Library

Reports Help v

Jennifer Smith

Implementation Consultant | Customer Success

Q search

1) Upload Document

= OJEN"IE(S«\M\ ~

4 F

Joural Entries | 0

on . Read More

Employee Details Evaluations Additional Info Tasks Development Plans Documents
Strengths ©
Work History b AddWork Your highest.ated competencies will be shown here, once your first
performance evaluation is completed
[=] Imelementation Consuitant 82015 - 420215 y)
NEOGOV, I S
quitements ar N Skills +  Add Skills

Education

4 Add Fducation

Add any prior o continuing education

Showcase your skills and skill level

Figure 15: Work History

©ENEOGOV 2000 —-2021. Proprietary and Confidential

10



NEOGOV

Journal Entries

Who Should Use This Section

Any user logging and sharing their journals throughout the year. Journal Entries are an easy and effectiveway to take
notes of accomplishments throughout the year for yourself and potentially other employees(depending on HR
configuration).

Navigating to Journal Entries

There are several ways to log Journal Entries in Perform. They can be created from the Journal Hub, fromthe
Dashboard, and from the Talent Profile. They can even be emailed directly to Perform!

Adding Journal Entries via the Journal Hub

All Perform users have access to their Journal Hub. The Journal Hub is a central location where users canfind all Journal
Entries that you have created or have access to (those shared with you).

The Journal Hub icon is always accessible to the user, no matter what page they are viewing in Perform.

Figure 16: Journal Hub

Select the Journal Hub icon and a flyout displays the Journal Entries Hub.

Journal Entries Hub o | Close ‘

Current Pending All Drafts @)

Who is this entry about? *

Select an employee in the dropdown above to view their journal entries here.

Figure 17: Journal Entries Hub Fly-Out

1. Current: Journal Entries successfully posted are found in the Current tab
2. Pending: Journal Entries unsuccessfully posted can be found and corrected in the Pending tab

©ENEOGOV 2000 —-2021. Proprietary and Confidential 11
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a. Once corrected, the Journal Entry is posted to the Current tab
3. All Drafts: Auto saved entries that are not finalized and saved are found in the All Drafts tab
4. “Who is this entry about” field: Search for any employee to create a Journal Entry for, including yourself or
any direct reports. Once someone is selected, any posted Journal Entries that you have access to displays at
the bottom of the hub
5. Body of Journal Entry: Utilize the rich text editor when entering the text of your Journal Entry
a. One attachment can be included (5MB)
6. Save: Select Save to post the Journal Entry
7. Close: Select Close at any time to close the flyout and return to the previous page.

Let’s review what it looks like to log a Journal Entry from the Journal Hub.

Journal Entries Hub Close

Current Pending Al Drafts @

jo

Journal Entries for Jennifer Smith °
e ® Current ~ B -ty Select Al 2 Actions | Y
ence Trainin

@ Jenmter e

at feedback fr

Figure 18: Creating a Journal Entry

1. Enter your name, or the name of the individual for whom to create a Journal Entry
2. Use the Rich Text Editor to enter the Journal Entry and style as necessary
a. You can add one (1) attachment to each Journal Entry
b. Totaga Competency, Goal, or Narrative, enter ‘@’ and type the desired competency, goalor
narrative. A list of matching items appears. Select the correct item. This assists in searching for this
particular Journal Entry when rating
3. Use the menu to toggle between Current entries and Archived entries
a. Note, all entries are auto saved as they are being created. If the entry is not finalized and saved it will
remain in the All Drafts tab.
4. You can share, archive, delete and edit your entries
a. Toshare, select the blue peopleicon |

i. You can share Journal Entries created for yourself with your Manager and yourManager’s
Manager

ii. The default setting allows sharing up to two levels in the organizational hierarchy. If HR has
configured to allow Journal Entries to be shared with others, you may see

©ENEOGOV 2000 —-2021. Proprietary and Confidential 12
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further sharing options available.
-J
b. Archive a Journal Entry by selecting the archive icon ™= to de-clutter the system, makingit easier to
search through feedback entries
i. Once archived, the entry moves from your current list to the archived list. Thearchived entry
no longer appears for selection in the rating form
i
ii. To unarchive, select the unarchive icon =

c. To delete any entries you created, select the trash icon —

d. To edit your entry, select the pencil icon -
5. Use the Bulk Actions menu to Archive, Delete, Print with Attachments, and/or Print withoutAttachments

6. Once you have added all comments, attachments, and tagged evaluation items, select Save to finalize the
journal entry

e

Archived'JournaI Entries can be unarchived from the Archived tab

Adding Journal Entries via Email

Users can create Journal Entries simply by sending an email. Instead of logging into Perform to create Journal Entries,
employees can send an email, and its contents automatically create as a Journal Entrywithin Perform.

This is very useful for employees who work in the field and cannot log into Perform regularly, as they caneasily create
Journal Entries by sending emails from their smartphones.

Employees must send the email from the email address that is used for their Perform account.

journals@neogov.net 1

Ziggy Alberts e

Today | got all of my project done early and assisted multiple new hires with their paperwork as they
showed up for work.

End Journal

Best,
Ziggy Alberts

Figure 19: Emailing Journal Entry

1. The email must be sent to journals@neogov.net

2. The email’s subject/title should only include your name. The spelling of your name must match thespelling of
itin Perform

©ENEOGOV 2000 —-2021. Proprietary and Confidential 13
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4.
being added to the Journal Entry once it is created
a. “EndJournal” is not visible in the Journal Entry once it is created

There can only be one attachment in the email. The

3. Whatever is written in the body of the email automatically creates as a Journal Entry once theemail is sent
Enter the phrase “End Journal” after the last sentence in the email. This prevents any signaturelines from

attachment becomes a part of the Journal Entry once itis created in the system

NOTE: You cannot enter multiple employee names in the subject/title of the email. Only one employeename can be

added per email.

Currently, the tagging and sharing features are not supported while sending the email. However, once thelournal

Entry is created, the tagging and sharing actions can be taken within Perform.

Once the email is sent, the Journal Entry is created in Perform and is accessible from the Journal Hub. Any Journal

Entries that are error free when emailed automatically post and are available in the Current tab.

Journal Entries Hub

. ’ Q
Manager(s) ©

Direct Manager's
Manager

Journal Entries for Jennifer Smith

® Current ~ B entries

@ senmiter s

at feedba

g
a
o]
Ef
N,

Close

Figure 20: Current Tab —Journal Hub

Any Journal Entries that contained errors when emailed display in the Pending tab. Journal Entries withinthe Pending
tab have not been successfully posted yet. Once the errors are corrected, the entry is successfully posted the to the

Current tab. The error is listed next to each Journal Entry with the ability tocorrect it.

©ENEOGOV 2000 —-2021. Proprietary and Confidential
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Journal Entries Hub Close

Current pending @ All Drafts
B} entries 2 Actions

@ Eicobeth Sandberg — las

Great feedback from th

Attachments o

F

@ A rEizeveth sancberg™-

E
N

Great job during Q2. W

Figure 21: Pending Tab —Journal Hub

1. Pending tab: List the number of pending journal entries
Pending Journal Entry Message: Displays the reason why the Journal Entry unsuccessfully posted

3. Pencil and Trashcan Icon: Select the pencil icon to edit the pending journal entry listed. Select the trashcan
icon to delete the pending journal entry.

4. Actions: Pending Journal Entries can be deleted in bulk using the Actions button

There are 6 different types of errors. Each error generates a bounce back email (with the exception of one),which lets
the employee know what the error is and how to correct it. The bounce back email includes a link to the employee’s
Journal Hub.

NOTE: Please do not reply to the bounce back emails.

The 6 types of errors are:

= User not found - when the name of the employee in the subject/title does not match anemployee’s name in
Perform

= Unsupported attachment format - when Perform does not support the format of the attachmentsubmitted
with the email

e More than one attachment - when multiple attachments are sent with the email, since only oneattachment
per Journal Entry is allowed

e More than one employee having the same name - when there are multiple employees in Performwith the
same name as the employee in the email’s subject/title

e Security restriction - when the person who sent the email does not have access to create a JournalEntry for
the employee in the email’s subject/title

e Email address of the sender does not exist — when the sender’s email does not exist in Perform thejournal is
not created. No bounce back email is sent to the invalid sender

Once the pending Journal Entry is corrected, it posts and is made available within the Current tab.

©ENEOGOV 2000 —-2021. Proprietary and Confidential 15
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Adding Journal Entries via the Talent Profile
Navigate to your Talent Profile page by hovering over your name in the top right corner and select MyProfile.

From your Talent Profile, select the Journal Entries button, in the top right corner.

NEOGOV 8 Perform B () sowitersmitn ~
Dashboard ~ Employees  Library Reports Help v M &3 4+ C
Jennifer Smith ryT—
Implementation Consultant | Customer Success
Employee Detals  Evaluations  Additionallnfo  Tasks  DevelopmentPlans  Documents
E] Employee Details
Employee Information About Me
POSITION TITLE DEPARTMENT DIvISION Tell us something about yourself =
Implementation Consultant Customer Success
cLass spEc AcTvE ONLINE ACCESS
Yes Send Activation Hwerarchy
EMPLOYEE NUMBER START DATE
6567987 ©09/02/2020
EmanL PHONE NUMBER ADDRESS
beuniga+0008@neogov.net - 888 Maplewood Ave
Los Angeles
CA 00000

EXCLUDE FROM AUTOMATIC OR BULK EVALUATION CREATION
No

View Company
DIRECT MANAGER ADDITIONAL MANAGER(S

Belen Zuniga

Figure 22: Talent Profile — Journal Entries

A fly-out appears with all Journal Entries you created previously. To create a Journal Entry, please referback to page
15.

©ENEOGOV 2000 —-2021. Proprietary and Confidential 16
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Completing Tasks

Who Should Use This Section

Any employee who has a task(s) to complete.

Navigating to My Tasks

My Tasks is located on your Dashboard. Upon logging into Perform, you land on your Dashboard. To navigate to your
dashboard from any other page in Perform, select NEOGOV in the top left corner. Here,you see any current or

overdue tasks that require your action.

In this example, the employee must complete a Before Rating Step Acknowledgement Task by signing the
evaluation.

NOTE: Acknowledgment tasks re-trigger any time there are changes made to the evaluation.

NEOGOY B reform v

Figure 23: My Tasks — Completing a Task

Click the corresponding Task Name from the list. One type of task you see, is a Signature task
a. Inthis example, Employee Ziggy Alberts must acknowledge their Evaluation by Signing theevaluation
before it gets rated

©ENEOGOV 2000 —-2021. Proprietary and Confidential 17
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NEOGOV

Dashboard ~ Employees  Libary Reports Help v

Acknowledgment Form

Jennifer Smith E € €
Implomentation Consuant Annual Jennifer Smith (due  Sun. Dec. 05,
12105 /2021) 2021

Content

SECTIONS

COMPETENCY SECTION | CITY OF HILLIARD - 4 POINT RATING SCALE | SECTION WEIGHT 50 %

Agency Wide Competencies

Agency Wide Competencies
Current Employee Goals
Employee Narratives

| ALL SECTIONS

GOAL SECTION | CITY OF MILLIARD - 4 POINT RATING SCALE | SECTION WEIGHT 50 %

Current Employee Goals

[

Collapse Section

Figure 24: Completing a Task —Signing an Evaluation

1. Content: Select any section to view the items
2. Once you have reviewed the evaluation, select the Sign icon

Slg n ‘ Cancel

Comments o e

Please sign your name below e

You are about to being an evaluation.

Jewwifer Swith
Jennifer Smith April 06, 2021

Auto-Generate  Draw Signature

Figure 25: Sign

After clicking on the sign button a fly-out appears where you can sign the acknowledgement form.

1. Comments Box: area to enter optional comments

2. Signature Box: You can auto generate your signature by using the auto generate option or manually sign

your signature by using the draw signature option
3. Submit Button: Click on submit to complete the task

Once submitted, a green success banner appears at the top of the screen. The evaluation is sent to the next user

in the process.

Figure 26: Green Success Banner
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In this example, the next task that has become current for the employee is a Recurring Journal Entry task.Navigate
back to your dashboard via the Dashboard button in the upper left-hand corner.

NEOGOV E8 Pe Journal Entries for Jennifer Smith cove

Dashboard  Empioyees L

My Tasks viewal >
[ — Share with o ’ B I u g = = &

My Evaluations view.

=] Jennifer Smith (0 Close °
ue

Figure 27: Recurring Journal Entry Task

Select the Task Title and a fly-out appears

Add the Journal Entry in the Comments box

Share the Journal Entry with your Direct Manager and/or Manager’s Manager (Optional)
When done click Save

PwnNnpRE

Once saved, a green banner appears indicating the task has been successfully completed. Since this is a recurring task
it stays on your dashboard. Once the next due date for the recurring task approaches, depending on HR
configuration, you may receive a reminder notice to log your next Journal Entry. Oncerating has begun, the recurring
task disappears.
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Adding Goals (Optional)
Who Should Use This Section

Some agencies may use a Goal setting process before rating can begin. For those agencies, employees mayneed to
add their own goals to their evaluations. This section covers how to add goals.

Navigating to My Tasks
My Tasks is located on your Dashboard. Upon logging into Perform, you land on your Dashboard. To navigate to your
dashboard from any other page in Perform, select NEOGOV in the top left corner. Here,you see the task to Add

Goals.

NEOGOV B rerform ~

L = OJermﬂe(Sm'l'h v

Dashboard  Employ Library Report Help P
My Tasks view all
———————— : x

Tota Rating Approve And Sign Sign Approve Other Overdue

> | For Employee

s RelatedTo < | DueDate

Jennifer Smith Annual Jennifer Smith (09 / 02/ 2022 ) 04/15/2021

Figure 28: My Tasks — Goals

Select the Task’s name, and you are re-directed to the Goals Section of the rating form.

NEOGOV B8 rerform ~

i) = OJnnniﬁrSmi\t v

Jennifer Smith

Position:
Implementation Consultant

Department:
Customer Suecess

Evaluation:

Evaluation Due Date:
Fri, Sep 2, 2022

[% Submit Content

From Goal Library

From Position

From Class Specification

From Development Plan

From Last Scheduled Evaluation

New Goal

Annual Jennifer Smith (09 /02 /...

Dashboard ~ Employess  Library Positions ~  Reports Help v o3+ O
Add/Edit COntEl’lt \T» GOAL SECTION | SECTION WEIGHT: 50.00 % | 5 POINT RATING SCALE
Task Due Date: Current Goals
Thu, Apr 15, 2021
+Add Goals
Employee:

Figure 29: Adding Goals

Select + Add Goals to add goals to your evaluation. Depending on HR configuration, select:
a. From Goal Library: These are existing goals from the Goal List. Usually organizational or
department goals. (if applicable)
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From Position: Auto-populate goals from Positions (if configured by HR)

From Class Specification: Auto-populate from Class Specs (if configured by HR)

d. From Development Plan: Auto-populate from an existing, current Development Plan (if
applicable)

e. From Last Scheduled Evaluation: Auto-populate goals that were entered in a FutureGoals section
on the last scheduled evaluation completed (if applicable)

f. New Goal: Create a brand-new goal

o o

If you choose to add a New Goal, a fly-out appears to enter the Goal Details:

TIS“\ Add Goal Cancel Save and Add Another m

@ Goal creation requires manager approva

* Fields are required

Goal Name = o

| Complete Perform Training

Goal Due Da(eo Category *

[ select date (MM/DD/YYYY) ndividual - o
Description o

Figure 30: Adding a New Goal

1. Goal Name: Enter the goal name this is a required field.

2. Goal Category: Select the goal category this is a required field. The goal categories are preconfigured by
your HR Team.

3. Goal Due Date: The date the goal is due this is an optional field.

4. Description: The description is an optional field but encouraged to add details about the goal.

5. Save and Add Another: Once done creating a goal click on this button to create another goal.

6. Save: Click on save once you are done creating your goals.

Once all your goals have been entered click save and your created goals have been entered into your evaluation. To
finalize your goals, click on the Submit Content button.
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NEOGOV B8 perform ~ = = OJPnni’anmiﬂl v

Dashboard  Employees  Library ~  Positions ~+  Reports - Help + no83 + O
. @ GOAL SECTION | 5 POINT RATING SCALE
Add/Edit Content ‘ + Add Goals
Current Goals

Task Due Date: 50% & Weight
Thu, Apr 15, 2021

Employee:

J fer Si h

ennitersmie . ltems [ Weight Actions
Position:
Implementation Consultant Complete Perform Training 3334% 7 x
Dopartment: i
Customer Success ! Review Perform Advance Features 3333% £ %
Evaluation: X X
Annual Jennifer Smith (09 / 02/ P Atend NGU Perform White Belt 3333% Vi x

Evaluation Due Date:
Fri, Sep 2, 2022

[Z Submit Content

Figure 31: Completing Adding Goals

You will then get a message confirming finalization of goals stating: “are you sure you are finish with adding content
to this evaluation?” Select Yes I’'m Finished to complete the task or No, let’s go back to go back to the previous page.

Submit Content

Are you sure you are finished with adding content for this evaluation ?

Current Goals: (%) ltem(s) Added

No, Let's Go Back Yes, I'm Finished

Figure 31a: Finalize Content

TP
Once you submit, you will not be able to go back and
make changes without help from HR. Make sure you

are definitely finished adding/editing before
submitting
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Rating a Self-Evaluation (Optional)
Who Should Use This Section

As an employee you may be required, or have the option, to complete a self-evaluation. This section covershow to
rate an evaluation and what tools you can use.

Navigating to My Tasks
My Tasks is located on your Dashboard. Upon logging into Perform, you land on your Dashboard. To navigate to your
dashboard from any other page in Perform, select NEOGOV in the top left corner. Here,you see the task to complete

your Self-Rating.

To complete a Self-Rating, click into the rating task name on the dashboard.

NEOGOV ¥ Perform @ B G ) zeyabes v
Employees  Library Reports Help & +
My Tasks viewsil >
——
Total Rating Approve And Sign Sign App ot Overdue

| ForEmployee

My Evaluations view all of my evaluations

Annual Performance Evaluation
oo T ar o8, 2070
Seatus: Mot Staried

Figure 32: Self Rating Task

You are then re-directed to the Rating Form.

NEOGOV  §E porform E e B Q) wientee v

Empl Libary  Repors Help v & +

<back Total Score 0.00 _s. i
Ziogy Atbers

Q sl A s Annual Evaluation Program

Notes & Attachments ) Organizational Competencies

Organizational
Competencies

Goals A
Business Acumen WEIGHT
25%
Future Goals & o comment

Improvements and

Achievements Commitment WEIGHT
= 25
2 summary
Decision Making WEIGHT
25
Job Knowledge WEIGHT

Figure 33: Rating Form
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1. Toview and rate the different items, click the various sections
a. If Notes & Attachments are provided, select print to download the notes
b. To download the attachment, select the attachment name

% : Annual Evaluation Program

Notes & Attachments
Organizat
Improvements 3

Figure 34: Notes and Attachments

2. Torate anitem, click an item name, e.g. Business Acumen, within a section, and a fly-out of the
Rating Card appears (see below for further information)
3. To leave the rating card and return to the evaluation detail page, select back to evaluation detailpage

The following legend can be used to identify the different symbols in the evaluation sections:

My = Required section, action required
# =Read only
o =Section completed

Figure 35: Evaluation Symbols
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Upon selecting the item name, the rating card fly-out appears:

) COMPETENCY SECTION

Agency Wide Competencies

Total Score 3.00 out of 5.00 (60.00%) o  Job Description
ITEM WEIGHT: 14.28%
Teamwork Reviewer Entries 2enu Expand v
Meets deadiines and responsibilties; listens to others and values opinions
Journal Entries 1 eriries Expang «
RATING SCALE o (5] COMMENTS o Check-In Entries - Jennifer Smith 2 enuies Expand v
B I U = & = s Wiriting Assistant 3 enires Expand v

(a) Exces

Figure 36: Rating Card

1. If provided by HR, you see a Rating Scale. To view a description of each rating scale value, select the Show
descriptions button and a flyout appears with detailed information
2. Type any text into the Comments box, as needed. Edit text using the rich text editor provided.
a. Per HR configuration, required comments are highlighted in red
b. While rating, the system auto saves all progress made
c. If needed, you may exist out of the rating card and resume rating at a later time
3. The Feedback Entries appear on the right side of the rating card. If available, you see Journal Entries, Check-
In, Reviewer Entries and Writing Assistant.
Any Journal Entries created by you or shared with you by another employee appear here
If Writing Assistants have been provided by HR, the writing assistant section also appears
If any previous reviews have been made, they appear in the Reviewer Entries section
If Check-Ins are a part of your process, then the check-in comments appear
You can copy the feedback entries directly into the comment box by selecting Add to Comment Box.
f. To filter for any specific keywords, use the Search Feedback Entries bar
4. Per HR configuration, you are able to see detailed information about your position by selecting Job
Description

® o0 oo
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Job Description

Job Description @

Human Resources Assistant

Description

«Welcomes new employees to the organization by conducting
orientation

-Processes payroll from inception to completion, which includes
ensuring vacation and sick time are tracked in the system

-Maintains employee information by entering and updating employment
and status-change data

«Provides secretarial support by entering, formatting, and printing
information; organizing work; answering the telephone; relaying
messages; maintaining equipment and supplies

-Maintains employee confidence and protects operations by keeping
human resource information confidential

«Processes and keeps track of all EDD paperwork

«Assist with recruitment efforts

-Schedule job interviews and assist with the interview process
-Prepares new employee files

-Answers payroll questions

Figure 37: Job Description

To exit the Job Description, select the ‘X’ icon. You are then brought back to the Feedback Entries view.

TP,
The Overall Rating is determined per yodr agency’s evaluation process. You may be
required to select an Overall Rating for the evaluation, or the Overall Rating defaults

automatically without any ability to change. In other cases, there may be no rating
scale and only comments can be entered, or an overall section may not appear at all.

Once all required rating and/or comments are complete, select the Submit Evaluation button in the topright corner.

You're almost done!

| have prepared this Performance Appraisal Instrument
(PAl), and | certify that it has been completed in accordance
with City/Departmental Procedures, and based on my
personal cbservation it represents a fair and accurate
appraisal of the employee’s performance during this rating
period.

Jennifer Smith

Do you wish to continue?

Cancel Continue

Figure 38: Evaluation Submitted Message

You receive a confirmation message. Once the evaluation is submitted changes can no longer be madewithout the
assistance of HR. If further changes are needed, click Cancel. Otherwise, select Continue.
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Your evaluation for Jennifer Smith has been submitted.

Close

Figure 39: Evaluation Submitted Success Message

Once your evaluation has been successfully submitted, your Manager is notified.
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Signing an Evaluation (Optional)
Who Should Use This Section

When the evaluation has been completed by all parties, including raters and approvers, you may berequired to sign
the evaluation acknowledging that you have received and reviewed the content.

Navigating to My Tasks
My Tasks is located on your Dashboard. Upon logging into Perform, you land on your Dashboard. To navigate to your
dashboard from any other page in Perform, select NEOGOV in the top left corner. Here,you see the task to Sign the

completed evaluation.

Click the signature task from the task list on your Dashboard

NEOGQV §§ Pperform ~ B = OJennifenSm‘rm v

Dashboard ~ Employees  Library Positions Reports Help v ih 5 4+

My Tasks view all >

0 0 1 0 0 0]

Rating Approve And Sign sign Approve Other Overdus

g

:  ForEmployee

¥ sign Annual Jennifer Smith { 09/ 02/ 2023 ) for Jennifer Smitr Jennifer Smith Annual Jennifer Smith ( 08/ 02/ 2023) 08/28/2023

Figure 40: After Rating Signature Task
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You are redirected to the After Ratings Form.

Acknowledgment Form

G jon Details
Jennifer Smith T .
Implementation Consuhant Annual Jennifer Smith (09 / Sat. Sep. 02

02/2023) 2023

Rating Summary o View Other Approvers >

T ST

3 out of 5 (60%)

Jennifer Smith Total Score Overall Rating Weight
Implementation Consuhant 3 out of 5 (60%) 0%
DY Belen Zuniga Total Score Overall Rating Weigh
Human Resources Manager 3 out of 5 (60%) 100 %
Rating Details | Rating Chart o

Agency Wide Competencies

COMPETENCY SECTION | 5 POINT RATING SCALE | SECTION WEIGH

Agency Wide Competencies

Future Goals

Figure 41: After Ratings Form — Signature Task

1. Navigate through the various Sections by clicking on the name
e Scroll through each section to review the ratings and any comments provided
2. Toggle between the Rating Details or the Rating Chart
* The Rating Chart displays a bar graph of all raters
3. Toview other approvers and the status of their task, select View Other Approvers
* Afly-out appears with all other approver information
4. Once you have reviewed the completed evaluation, select the Sign button
* Afly-out appears with the signature box and an optional comment section

Once you have signed the evaluation, an Evaluation Acknowledged banner appears at the top of yourscreen. If there

are no other approvers/signatures in the process, the evaluation status changes to Completed. You are then
redirected to the evaluation print form where you can print your completed evaluation.
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Tips and Tricks
Any employee who is a new or avid user of the Perform system. This section covers best practices withinthe system.
Trouble Shooting Browsers

All users are highly encouraged to use one of three supported browsers:
* Google Chrome
* Internet Explorer 11 or higher
*  Microsoft Edge

You may use Firefox or Safari, but as these are not supported browsers, any issues encountered areunlikely to be
resolved.

If you encounter any issues, the first step in trying to resolve the issue would be to clear the browser’s
cookies and cache. To do so, select:

e Ctrl + Shift + Delete
This simple fix solves most user issues. If this does not fix the issue, try using a different supported browser.

If you are still encountering the issue, please take any relevant screen shots of the issue, such as an errormessage,
and send this to your HR Admin. Include as much information as possible.

If you forget your password or username and use the Forgot password or username links, please check your spam
inbox as sometimes the emails get filtered into there. If the email is not in there, please reportto your HR Admin.

FAQs
1. Where can | view my completed evaluation?

Once an evaluation has been released to you, you can view the evaluation from the Performance Evaluation Detail
page. To view your score, ratings, and comments from Raters and Approvers, clickon the Print icon.

2. Where can | reset my password or username?
When logging in to NEOGOV, there is a Forget Password and Forget Username link. Select the appropriatelink and
follow the directions. If you want to change your password, you can click the drop-down list associated with your
name in the upper right-hand corner > Account Settings and enter the new password. The original password must be
input first before changing. Please note that your account mustbe activated in order to reset your password or
username. If your account has not been activated, please contact your HR Admin.

3. Where can | find out what browser | am using?

To find out what browser you are using, go to https://www.whatsmybrowser.org/
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