NEOGOV

Rating an Evaluation (Employee and Manager)
Who Should Use This Section

As an employee or a manager, you may be required to complete a rating for yourself and/or your
direct reports. This section covers how to rate an evaluation and useful 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 may see the task to complete a Self-Rating or Rating for your Direct Report.

Rating an Evaluation

To complete a Rating, click the rating task name on the dashboard.
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Figure 63: Rating Task

NOTE: Shared Rating steps for Multiple Managers can only be accessed by 1 manager at a time.
The following message appears if another Manager in your step is editing the Rating Form.

Rating Task is Locked

The task is currently locked by snother rater. Please check

back later if you wish to access this task.

Go to Evaluation Details

Figure 64: Rating Task Locked
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You are re-directed to the Rating Form.
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Figure 65: Rating Form

1. To view 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
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Figure 66: Notes and Attachments

2. To rate an item, click an item name, e.g. Business Acumen, within a section, and a flyout 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
Detail Page
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Use the following legend to identify the different symbols in the evaluation sections:

iy = Required section, action required
L = Read only
\./ = Section completed

Figure 67: Evaluation Symbols

Upon selecting the item name, the rating card flyout appears:
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Figure 68: Rating Card
1. If provided by HR, you see a Rating Scale

a. To view a description of each rating scale value, select the Show descriptions
button for a flyout with detailed information

2. Utilize the Rich Text Editor to type any text into the Comments box, as needed

a. Per HR configuration, required comments are highlighted in red
b. The system auto saves all progress made. If needed, you may exit 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

a. If available, you see Journal Entries, Check-In Entries, Reviewer Entries, and
Writing Assistant
i. You can copy the feedback entries directly into the comment box by
selecting Add to Comment Box
ii. To filter for specific key words, use the Search Feedback Entries bar
b. Any Journal Entries created by you or shared by another employee appear in this
section
c. If Check-Ins are a part of your process, then check-in comments appear
d. If any previous reviews have been made for this item for this employee, they
appear in the Reviewer Entries section
e. If Writing Assistants have been provided by HR, the writing assistant section also
appears
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4. Per HR configuration, you can see detailed information about the employee’s position by
selecting Job Description

[ 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 eguipment and supplies

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

-Processes and keeps track of all EDD paperwork

«Assist with recruitment efforts

«Schedule job intendiews and assist with the interview process
«Prepares new employse files

-Answers payroll questions

Figure 69: Job Description

To exit out of the Job Description, select the X icon, which redirects you to the Feedback Entries
view.

NOTE: The Overall Rating is determined per your agency’s evaluation process. You may be
required to select an Overall Rating for the evaluation, or the Overall Rating may default
automatically. Alternatively, there may be no rating scale at all with only a comment box available,
or the Overall Rating section may not appear at all.

Once all ratings have been completed, click the Summary section to review the evaluation in its
entirety.

Employees that are self-rating only see their own scores in the Summary section.
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Figure 70: Employee Summary

Managers see any other completed ratings with the score comparison chart.
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Figure 71: Managers Evaluation Summary

Select the Summary section
Review the details of the evaluation, including your ratings and comments in the Rating
Details tab
To see a comparison of scores (if numeric scoring is used), view the Rating Chart tab

a. Select any portion of the graph to see the ratings broken down into each item rated
To print the current state of the evaluation, select Print Current State
Once you have reviewed the evaluation, select Submit Evaluation

as W oNe
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Once all required rating and/or comments are complete, select the Submit Evaluation button in
the top right corner.

You're almost done!

By clicking certify and submit, you confirm that your rating is
complete and accurate. Once your rating is submitted, you
will no longer be able 10 make changes without administrator

assistiance.

Willia Lee
Do you wish to continue?

B -

Figure 72: Evaluation Submitted Message

Once selected, you receive a confirmation message. Once the evaluation is submitted changes
can no longer be made without the assistance of HR. If further changes are needed, click Cancel.
Otherwise, select Continue.

Your evaluation for Ziggy Alberts has been submitted.

Figure 73: Evaluation Success Message

NOTE: If Multiple Managers are assigned to an employee at the time the evaluation is created, they will
share the Rating Task. When one Manager submits the Evaluation Ratings, the step is completed for the

group.
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