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Journal Entries

Who Should Use This Section

Any user logging and sharing their journals throughout the year can use this section to learn more
about the options and process of creating Journal Entries. Journal Entries are an easy and
effective way to take notes of accomplishments throughout the year for yourself, your direct
reports, 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, from the 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 can find all Journal Entries that they have created or have access to (those shared with
them).

The Journal Hub icon is always accessible to the user, no matter what page they are viewing in
Perform.
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Figure 9: Journal Hub

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

Journal Entries Hub e Close
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Select an employee in the dropdown abeve to view their journal entries here.

Figure 10: Journal Entries Hub Flyout
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Current: Any Journal Entries successfully posted can be found in the Current tab
2. Pending: Any emailed Journal Entries that have not been successfully posted can be
found and corrected in the Pending tab
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a. Once corrected, the Journal Entry is posted to the Current tab
All Drafts: Any Journal Entries kept as drafts or not successfully posted can be found and
finalized in the All Drafts tab
Who is this entry about?: Search for any employees you would like to create a Journal
Entry for, including yourself or any direct reports
a. Once one or more employees are selected, any posted Journal Entries you have
access to display at the bottom of the hub
Share with...: Select any combination of options to quickly share the entry upon saving with
the:
a. Target Employee
b. Manager(s) — NOTE: if there are any Additional Managers assigned to the
Employee, the journal will be shared with them as well
c. Direct Manager’'s Manager
Body of Journal Entry: Enter the text of your Journal Entry here
a. Therich text editor can be used for additional formatting and one (1) attachment
can be included (5MB)
Save: Select Save to post the Journal Entry
Close: Select Close at any time to close the flyout and return to the previous page
a. Any unsaved Journal Entries are lost

Let’s review what it looks like to log a Journal Entry from the Journal Hub.
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Journal Entries Hub Close
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Figure 11: Creating a Journal Entry

Enter the name(s) of the employee(s) for whom you would like to create a Journal Entry
a. Any Journal Entries you have access to for that employee displays below
Select if you would like to share the entry with the Employee, their Manager(s), or their
Manager’s Manager. Not selecting an option, keeps the Journal private to the creator
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. To tag a Competency, Goal, or Narrative, enter ‘@’ and type the desired
competency, goal or narrative. A list of matching items appears. Select the correct
item. This assists in searching for this particular Journal Entry when rating
c. Perform continuously saves your work as a Draft while you type
Use the menu to toggle between Current, Archived, and Draft entries
You can share, archive, delete and edit your entries
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a. To share, select the Blue People icon
i. Share Journal Entries created for your Direct Reports with that direct report
and your manager
i. You can share Journal Entries created for yourself with your Manager and
your Manager’s Manager
iii. The default setting allows sharing up to two levels in the organizational
hierarchy
1. If HR has configured to allow Journal Entries to be shared with
others, you may see further sharing options available
2. For more information on Journal Entry Settings, please refer to
Series C
b. Archive a Journal Entry by selecting the Archive icon . Using this feature removes
older journal entries from view, making it easier to search through current feedback
entries
i. Once archived, the entry moves from your current list to the archived list.
The archived entry no longer appears for selection in the rating form
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
6. Use the Bulk Actions menu to Archive, Delete, Print with Attachments, and/or Print
without Attachments
7. Choose whether to Discard Draft, Keep as Draft, or Save your entry
a. To wipe all selections and text from your in-progress entry and start fresh, select
Discard Draft
b. To keep your progress and finalize later, select Keep as Draft. Access any drafts
from the All Drafts tab to finalize
c. Once you have added all comments, attachments, and tagged evaluation items,
select Save

Archived Journal Entries can be unarchived from the Archived tab.

Managing Journal Drafts

Users with access to create Journal Entries can save any in-progress entry as a draft to be
completed later. The system will auto save all entries as a draft upon typing in the Rich Text Editor
until the finalized entry is submitted.

This prevents the accidental loss of entries should the user experience any technical difficulties or
accidentally close out of the Journal feature prior to saving. To finalize any draft and submit as a
Journal Entry select the All Drafts Tab.
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Journal Entries Hub Close

3AM  Draft i

ck from our managers in regards to Wayne's recent decision 1o increase spending on manager

results from the customer call this afternoon. We will use this information to bolster our upcoming

Figure 12: All Drafts Tab - Journal Hub

1. The number of Drafts display on the All Drafts tab in the Journal Hub
2. Select the edit pencil icon to edit and submit a draft or the trashcan icon to delete the draft
3. Entries can be deleted in bulk using the check boxes and Bulk Actions button

If existing Journal Entries are edited, the User can choose to keep the in-progress version as a
draft. In this instance the original saved entry remains visible until the draft is submitted as a
finalized entry. Click on View Draft to see the in-progress draft of the saved Journal Entry, finalize,
and submit.

g Ryan Horne  last edited 12/10/18 1:21:24 AM « DB shared e@ = o Z
»

Miya has taken great steps to improve her knowledge by going to seminars and taking online courses

Figure 13: View Draft > Journal Hub

Once the Draft is submitted, the original entry is replaced, and the edited time stamp is updated.

Adding Journal Entries via Email

Users with access to create Journal Entries can do so simply by sending an email. Instead of
logging into Perform to create Journal Entries, users can send an email, and its contents
automatically create as a Journal Entry within Perform.

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

NOTE: Employees must send the email from the email address that is used for their Perform
account.
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Tony Stark

journals@neogov.net o
Tony Stark e

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

End Joumnal

Best, o

Tony Stark

HR Specialist
555-555-5555

Figure 14: Emailing Journal Entry

—

The email must be sent to journals@neogov.net

2. The email’s subject/title should only include the name of the employee for whom the
Journal Entry is being created

a. The spelling of the employee’s name must match the spelling of it in Perform

3. Whatever is written in the body of the email automatically creates as a Journal Entry once
the email is sent

4. Enter the phrase “End Journal” after the last sentence in the email

a. This prevents any signature lines from being added to the Journal Entry once
Created

b. “End Journal” is not visible in the Journal Entry once created

NOTE: There can only be one attachment in the email. This attachment becomes part of the
Journal Entry once created in the system.

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

Currently, the tagging and sharing features are not supported while sending the email. However,
once the Journal 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.
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Journal Entries Hub Close
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Q Tony Stark  last edited 12/0V17 12:50:14 PM @ o

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

Figure 15: Current Tab - Journal Hub

Any Journal Entries that contained errors when emailed display in the Pending tab. Journal Entries
within the Pending tab have not been successfully posted yet. The errors can be corrected, which
would successfully post the Journal Entry to the Current tab. The error is listed next to each
Journal Entry with the ability to correct it.

Journal Entries Hub Close

Current Pending B o
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B entries e 2t Actions

1 Tony Stark — last e

I received some great

d 12/0117 12:55:02 PM I

eedback from community members last week! See attached 6

Attachments

Only one atachment per Joumnal Entry is allowed. Please, remove excessive alachments.

2]

Thank You from the Communitydocx (%)

[ Thanks so much! docx @

1 A\"Tony Starko" - User notfound! — jast edited 12/01/17 12:55:02 PM

1think | did a great Job on my presentation today!

Figure 16: Pending Tab - Journal Hub

1. The number of pending Journal Entries display on the Journal Hub icon from the
dashboard and the Pending tab
The error message for each pending Journal Entry appears

a. All possible errors are listed below
Select the Pencil icon to edit or correct a pending Journal Entry. Select the trash can icon
to delete a pending Journal Entry
Pending Journal Entries can be deleted in bulk using the Actions tab and checkboxes per
entry

> woN
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There are six (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:

1. User Not Found - When the name of the employee in the subject/title does not match an
employee’s name in Perform
Unsupported Attachment Format - When Perform does not support the format of the
attachment submitted with the email
More Than One Attachment - When multiple attachments are sent with the email, since only
one attachment per Journal Entry is allowed
More than One Employee Having the Same Name - When there are multiple employees in
Perform with the same name as the employee in the email’s subject/title
Security Restriction - When the person who sent the email does not have access to create
a Journal Entry for the employee in the email’s subject/title
If the email address of the sender does not exist in Perform, the Journal is not created

a. No bounce back email is sent to the sender

o g & W N

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

Adding Journal Entries via the Dashboard

You can create Journal Entries for your direct and additional reports via the My Direct Reports
section on your dashboard.

My Direct Reports
3 Jeff Gold 2 M Cassandra Lee ER % Tyler Pardo &0
L Humen Rescurces Assiston & 4 Offies Mansger = Y ting Mansger FH o

Figure 17: My Direct Reports

Select the Blue Journal icon for the direct report you would like to create a Journal Entry for. A
flyout appears with all Journal Entries you have created for that employee previously, and any that
have been shared with you about them.

Adding Journal Entries via the Talent Profile

Navigate to the desired employee’s Talent Profile page by selecting their name on the Employee
List.

From your direct report’s Talent Profile, select the Journal Entries button, in the top right corner.
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Customer Success Superstar | Operations

Employee Details Evaluations Tasks Development Plans Documents

g bl ckons w— EEEE
)

[£5] Employee Details

Employee Information Hierarchy
e gi A

POSITION TITLE DEPARTMENT DIVISION =

Customer Success Superstar Operations Customer Success Gary Beuman
Chief Executive Officer

CLASS SPEC ACTIVE ONLINE ACCESS

Customer Success Specialist Yes Activated Wayne Gretzky
Chief Executive Officer

EMPLOYEE NUMBER START DATE §

0002 04/15/2013 i £ PaulDickens

- Bt

B View Company
PaulDickens@neogov.net

EXCLUDE FROM AUTOMATIC OR BULK EVALUATION CREATION

No
DIRECT MANAGER ADDITIONAL MANAGER(S)
Wayne Gretzky Paul Kariya, Ryan Home

®

Figure 18: Talent Profile - Journal Entries
A flyout appears with all Journal Entries you created for that employee previously.

To create the Journal Entry, please refer to Figure 11 for more details.

Adding Journal Entries via Recurring Journal Entry Tasks

Recurring Journal Entry Tasks can be configured within evaluations to allow users to easily create
Journal Entries on a recurring basis. The Recurring Journal Entry Tasks send email notifications to
the task assignee, including reminder and overdue naotifications.

- C More ~ 1-30f3 - o 2
donotreply@neogov.com Inbox  Recurring journal task Create your weekly Journal Entry assigned on 2019 Annual Evaluat... - Reply above this May 11
info@neogov.com Inbox Message From NEOGOV Insight: Hire Action Required - *** NOTE: This email was sent from NEOGOV *** *-- Apr 17
noreply@neogov.com (2) Inbox  Important Security Notice From Neogov! - *---*-—*-—*f bbb s *_» o+ _*_*_*_*PLEASE DO Apr 10

Figure 19: Recurring Journal Entry Task Email Notification

The task assignee can simply reply to those email notifications to create a Journal Entry for the
employee being evaluated.

Recurring journal task Create your weekly Journal Entry assigned on 2019 Annual Evaluation.. & B
donotreply@neogov.com May 11 (3days ago) &
to mboland-+97 (=

Reply above this line to create & journal entry for Miya Jin You can include one aitachment per reply

Dear Angela Halpert,

The following recurring journal task (due every week) was assigned to you on the Neagov PE system:

Subject: Create your weekly Journal Entry
Due Date: 5/18/2018

Priority: Low

Task status: Current

Evaluation: 2019 Annual Evaluation..
Comment:

Figure 20: Recurring Journal Entry Task — Email Notification
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Reply above this line to create a journal entry for Miya Jin. You can include one attachment per reply.

Figure 21: Recurring Journal Entry Task — Informational Tag Line

The task assignee needs to reply above the informational tag line which reads, “Reply above this
line to create a journal entry for the employee. You can include one attachment per reply”. The
attachment is included as part of the Journal Entry once created.

& v Perform Journals o

Thanks for doing a great job with the presentation for next quarter, very informative! e

End Journal e

On Fri, May 11, 2018 at 9:15 AM, <donotreply@neogov.com> wrote:

Reply above this line to create a journal entry for Miya Jin. You can include one attachment per reply

Sans Serif -

ENO © 2 ¢ e=o .

Figure 22: Replying to a Recurring Journal Entry Task Email Notification

Upon selecting reply:

The Perform Journal Entry email address (journals@neogov.net) is automatically included
Be sure to include your response which is created as a Journal Entry after sending

Be sure to include “End Journal” to denote the end of the Journal Entry

The informational tag line is below the response, as required

Select Send once ready

GESNINES

Creating a Journal Entry this way completes an instance of the Recurring Journal Entry Task and
the task due date updates accordingly based on the frequency set by HR, as seen below.

My Tasks viewall >
T x r _ =
18 8 2 2 1 5 7/
Total Rating Approve And Sign Sign Approve Other Overdue
hide table ~
Q
Task 2 | For Employce 2 | Rolated To + | DucDato -
¥ Final Rating Jeremy Cueto Development plan for Jeremy .. A wos/i2017
E¥ Checkins Miya Jin PE Plan of Improvement for Mi.. £\ 03282018
B Checkin Ray Jones 2017 Evalustion 0shg2018
& creats your weekly Journal Entry Miya Jin 2018 Annual Evaluation.. -05’2’3‘2018 q
¥ Rating For Alexis Newman's Alexis Annual 2018 Evaluation Warren Moon Alexis Annual 2018 Evaluation 10/27/2018

Figure 23: Recurring Journal Entry Task Due Date Updated
NOTE: If the Recurring Journal Entry Task is no longer current or not current at the time the task

assignee responds to the email, a Journal Entry is not created, and they receive a bounce back
email letting them know.
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