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2. Aflyout appears with a rich text editor to enter your entry and style as necessary
a. For more information on how to create a Journal Entry, refer to Figure 11

3. Select Sharing options if desired

4. Instructions for tagging evaluation items

Once saved, a green banner appears, indicating the task has been successfully completed.
Because 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 receive a reminder notice to log

your next Journal Entry. Once a weighted rating has been submitted, the recurring task
disappears.

Recurring Check-In Task

Recurring Check-In tasks are pre-created check-in questions that the user answers. Depending
on HR configuration, the questions may be required or optional.

Navigate to your dashboard via NEOGOV in the upper left-hand corner and select the Check-In
task from My Tasks.

NEOGOV E r-{i

Dachboard  Employees  F

My Tasks wiewall » e

What challenges Is the employee facing to accomplish his/her objectives? «

Total B I U = = = % 1

1 Evelua Close
Evaluation Check-In for Phoebe Avakian

The challenges Phoebe faces are..
Pidie tabie A

-

B g\y[ﬁe((m A
Figure 60: Recurring Check-In Task
1. Select the Task Title
2. Aflyout appears with the Check-In questions. Any required question is highlighted in red.
Use the rich text editor to format your responses if necessary
3. Your responses will be autosaved as you type.
4.

If completing the Check-In Task for a direct report or peer, any Journal Entries you have
created for the specified user or that they have shared with you appear in the Journal
Entries section
a. Add any entry to any question by selecting Add to Comment Box
5. Ifyou have already completed the recurring check-in task at least once, you are able to
see your previous entries in the Previous Check-Ins tab of the flyout
a. This allows you to easily determine what progress has been made by reviewing
your previous entries for the same check-in items. The previous check-ins show the
date and time it was logged, as well as the check-in items and your responses to
them
b. If the Direct Manager changes during the evaluation period. The New Manager will
have access to see all Check-Ins completed by the Previous Manager.
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How is the employee doing so far this evaluation period?

Have any additional tasks or activities been given to the employee?

Figure 61: Previous Check-Ins tab

6. Click Publish to complete the check-in task. Click Close to come back to the check-in later
and complete your check-in responses.
a. Once a check-in is published, the responses can no longer be edited

NOTE: Attachments can be added while completing check in tasks via the rich text editor.
Responses to check in questions show up in the Feedback Entries section of the rating form and
any check in attachments can be downloaded from there.

Once you have completed all required and optional questions, select Save. Since this is a
recurring task, it stays on the dashboard. Once the next due date for the recurring task
approaches, depending on HR configuration, you may receive a reminder notice to complete the
next Check-In form. Once a weighted rating has been submitted, the recurring task disappears.
Recurring Manual Task

Recurring Manual Tasks are tasks that need to be marked as completed.

Navigate to your dashboard via NEOGOV in the upper left-hand corner and select the manual task
from My Tasks.
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Figure 62: Recurring Manual Task

1. Select the Task Title for a flyout with the Task Details
2. Enter comments as necessary
3. Once done, select Complete Task

Because this is a recurring task, it stays on the dashboard. Once the next due date for the
recurring task approaches, depending on HR configuration, you may receive a reminder notice to
complete the next Manual task. Once a weighted rating has been submitted, the recurring task
disappears.
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