NEOGOV

Completing Tasks
Who Should Use This Section

Any user 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.

Completing an Evaluation Task
There are various types of evaluation tasks.

Total: All tasks currently requiring your action

Rating: Any rating required on a self-evaluation, a Direct Report’s evaluation, a peer rating
task, or any recurring tasks such as Journal Entries and Check-Ins

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 evaluation
after it’s been rated

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

Other: Any manual task including add/edit content steps and any focus item tasks on
development plans

Overdue: Any task with a past due date
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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.
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Figure 50: My Tasks - Completing a Task

1. Click the corresponding Task Name from the list. One type of task you see, is a Signature
task
a. Inthis example, our employee must acknowledge their Evaluation by Signing the
evaluation before it gets rated
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Figure 51: 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

Sign Cancel m

Comments

Write comment here._

Please sign your name below

Maya Jin
Maya Jin December 03, 2019

Auto-Generate Draw Signature

Figure 52: Sign

A flyout appears for any additional comments, and a space for you to Sign. Select Submit once
complete.

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

next user in the process.

@ Evaluation was acknowledged!

Figure 53: Green Success Banner
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