NEOGOV

Approving and Signing an Evaluation (Managers)

Who Should Use This Section

After all Raters have completed their rating, managers may have to Approve and Sign the
evaluation before it is released to the employee. If you are required to approve and/or sign, the
task displays on your dashboard.

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 Approve and Sign the completed evaluation.
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Figure 74: After Rating Approval Task
Click the Approve and Sign task from the task list on your Dashboard. If there are multiple tasks

requiring your action, you can use the Approve & Sign filter box to limit the tasks displayed on
your Dashboard.
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You now see the After Ratings form.
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Figure 75: After Ratings Form Approval Task

1. Rating Summary: This section displays the overall score and all raters with their respective
scores
Navigate through the various Sections by clicking on the name

a. Scroll through each section to review the ratings and any comments provided
Toggle between the Rating Details or the Rating Chart

a. The Rating Chart displays a bar graph of all raters
Once you have reviewed the evaluation, select approve & sign, or deny

a. Ifdenyis chosen, based on HR configuration, you are required to select to which

rater to send the evaluation back, and you must enter in a comment

> wN

NOTE: To make changes to the evaluation you’ve submitted for your direct report, deny the
evaluation to reopen the rating task. Once the evaluation is resubmitted, all approvals and
signatures are re-triggered.
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Once you have reviewed the evaluation and select the Approve & Sign button, the Approve and

Sign flyout appears.
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Figure 76: Approve and Sign

Enter in any comments, sign, and submit. Once approved, a green success banner appears and
you are re-directed to the evaluation page. The evaluation has been successfully approved and

signed.
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Figure 77: Green Success Banner
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