NEOGOV
Reports

Perform offers a number of Reports customized to the needs of employees with a variety of User
roles.

Who Should Use This Section

Reporting is one of the few features open to all employees regardless of role. Employees only see
information in reports as it pertains to them whereas managers see information as it applies to
their direct and additional reports hierarchy. HR Admins and HR Users have full access to view all
information within each report, subject to their departmental security. For more detailed
information on reports accessible by managers, please refer to the Reports sections in the
manager guide.

Navigating to Reports

To access Reports:
1. Navigate to the Reports menu
2. Select Reports

NEOGOV PE Perform v 1 Q

Employees Performance Evaluations - Library - Positions Administrative Trainings Reports - Help ~

9 Reports

Organization Chart

My Tasks viewall >

Figure 110: Reports > Reports

The first thing to notice at the top of the Reports Dashboard are evaluation related statistics
and charts:

Reports Dashboard

2

Completed Evaluations (3 Completed Rating Tasks (i) Completed Approval Tasks () Created/Shared Journals (3) Employees Without Evaluation (1)
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@ No Evaluations @ Evaluations

Figure 111: Reports Dashboard I

Percentage of completed evaluations

Percentage of completed rating tasks

Percentage of completed approval tasks

Number of Journal Entries created and shared
Number of employees with and without evaluations
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The number of qualifying evaluations is listed in the parentheses next to each statistic. This
information provides a quick snapshot to quickly monitor the progress of evaluations within the
current calendar year by default.

The Completed Evaluations chart displays evaluations due this current year. Click the title of
the chart to open into the Evaluation Status Detail report.

The Completed Rating Tasks chart displays the progress of weighted rating tasks due for the
current year. Click the title of the chart to open into the Performance Rating report.

The Completed Approval Tasks chart displays the approval tasks due for the current year. Click
the title of the chart to open into the Approval Status report.

The Create/Shared Journals metric does not link to a report but simply displays any Journals
created or shared in the current year.

The Employees Without Evaluation widget displays a breakdown of employees who do not
have an evaluation due in the current calendar year compared to those employees that do. Click
the title of the chart to open a custom view of the Employee List filtered so that it shows only
the employees whose number of evaluations due in the current year is zero. Only employees
visible to the currently logged-in user are used to calculate this report.

HR Admins can customize the date range for these reports, go to Administrative > Settings >
Calendar Settings.

Settings Calendar Settings

O ez

Figure 112: Custom Calendar Settings

1. Choose Custom Calendar
2. Enter a Start Date and End Date as well as a Custom Label
a. Custom Label will show on the Reports Dashboard reports
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Completed Evaluations (i)

32% (11)

Fiscal Year 20/21

Figure 113: Completed Evaluations graph with Custom Label

3. Click Save Changes. Changes will be applied immediately
a. This custom date range applies to all reports metrics on the reports dashboard.

.

Evaluation Status By Department Report

Evaluation Status Detail Report
Aggregated status of all active evaluations summarized by Department
Evaluation Status Detail

Detailed status of all active evaluations
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Goal Status 50

Status of Goals by Department
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Goal Status by Employee
Status of Goals by employee.

Item Ratings

Number of Evaluations

Individual ratings. used to identify strengths and weaknesses.

Task Status

Performance Rating e
Overall performance ratings for selected evaluations.

Summary of Tasks and their Status

Approval Status
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Approval Status for all approvals i
Current vs. Historical Overall Performance o )
Draft Before Ratings Rating Approval Completed Canceled
Compare Overall Performance Ratings from the Current Year with Previou! s
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Figure 114: Reports Dashboard II

Reports best utilized for tracking are:

1. Evaluation Status by Department: Aggregated status of all active evaluations
summarized by Department
Evaluation Status Detail: Detailed status of all evaluations
Goal Status: Status of goals by Department
Goal Status by Employee: Status of goals by employee
Task Status: Summary of tasks and their status
a. Scores for completed rating tasks
b. Comments for manual tasks
¢. Individual rater information
6. Approval Status: Status for all approval tasks

vihwn

Reports best utilized for analysis are:
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Performance Rating: Overall performance ratings for selected evaluations

Item Ratings: Individual ratings used to identify strengths and weaknesses

Current vs. Historical Overall Performance: Compares overall performance ratings
from the Current Year with Previous Years

w0 oo N
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There are also quick, useful charts on the Reports Dashboard; the first showing the Evaluation
Status Detail Report:

Evaluation Status Detail Report

12

11

Number of Evaluations
@

Draft Before Ratings Rating Approval Completed Canceled

® onTime @ Overdue © Total

Figure 115: Reports Dashboard IIT

Below the Reports List and the Evaluation Status Detail chart, two additional charts are available:
the Performance Rating Report and the Approval Status by Department Report.

NEOGOV PE Perform v Searcl 2 B = @NEOGOVAdmin ~
+ ©

Employoos  Performance Evaluations ~  Library ~  Positions +~  Administrative Ropons ~ Help ~

Performance Rating Report Approval Status Report by Department

8 5

of Employoos

Number

a
=
I
z
-
"
7}
-4
a
a
W
W
W

Deparment

® Grid @® onTime @ Overdue ¢ Total .
A4

Figure 116: Reports Dashboard IV

Clicking the title of each chart brings the user into the corresponding report. The charts can also
be printed or downloaded as images by clicking the three bars icon in the top right of each chart.

The rest of this section is devoted to diving into the functionality of some of the more frequently
used reports in the system.

©®NEOGOQV 2020. Proprietary and Confidential 79



NEOGOV

Evaluation Status Detail Report

The Evaluation Status Detail report shows detailed statuses of all evaluations in your
organization. The interactive graph displays all evaluations by status including Draft, Before
Ratings, Rating, Approval, Completed, and Canceled and shows how many evaluations in
each status are on time and/or overdue. The blue portion of each bar represents evaluations that
are on time, while the red represents those that are overdue.

Evaluation Status Detail Report
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@ Defauft Z Bulk Actions

Before Ratings

Rating

Approval

Status

@ onTime @ Overdue C Total

15
1
10 8
5 z
2
s - =i

Filter By Department

Completed

Al

05/04/2016

Cancefed

m v

Q

NECGOV Training Evaluaton estemp Test Employee Test Department Test Manager Periodic Completed

Sutherlin PD Review estemp Test Employee Test Department Test Manager Periodic A 12/312016 Draft

Sandbox Test Program 43 McManus Baldwin Quality Control Keyser Soze Perlodic 04/012017 Completed
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Use the Filter By Department dropdown in the upper right-hand corner to see the status
distributions for a specific department. Hover over and click on any portion of a particular bar to
display those evaluations in the grid below.

@Her By Deparrme@ All ~

All v

Customer Success (C5)
Test Department (Test)
Quality Control (QC)

Major League Baseball (MLE)

10

Figure 118: Filter By Department

To only view the overdue evaluations in rating status, click on the red portion of the rating status
bar to update the grid. Clicking the bar again removes the filter.
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Figure 119: Before Ratings Evaluations That Are Overdue
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To print or export the graph, click the button on the right of the graph and select the appropriate
option.

Evaluation Status Detail Report Filter By Department | All ~
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g 56 Download PNG Image
s Download JPEG Image
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% 5 Download PDF document
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Figure 120: Export Graph

Columns can also be added or removed by clicking on the column button.

© Default | & BulkActions * mily| a
NEQGOV Training Evaluaton testemp Test Empioyee Test Department Test Manager Penodic 05/04/2016 Compietad
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Sandbox Test Program 43 McManus Batdwin Quality Control Keyser Soze Pericdic 04/0172017 Completed
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Sandbox Test Program 43 Kobayashi Posdethwalte Quality Control Keyser Soze Periodic 040172017 Compieted
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Figure 121: Add Columns to Report
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In the column options flyout, add or remove the desired items.

Columns

Dane

NEOGOV

Figure 122: Available Columns to Add

Once the report has been configured as desired, additional views can be saved via the custom
views button for easy reference.
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Figure 123: Custom Report View
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While creating a custom view, the following options are available to customize delivery of a report

based on your custom view:

Custom Views Cancel

* Flelds are required.
Name =

Custom Report View

Make my default

SCHEDULE EXPORT o Active

Sendto #

| Search employee 9

Report type

XS v

Frequency

Weekly -

Repeatevery =

Repeat on

Su Mo Tu We Th Fr Sa

Send report starting on

End sending report =:|1o

Figure 124: Scheduled Report Delivery Options

1. Schedule Export: Toggle Active or Inactive

2. Send To: Sets the recipient for the export. After selecting, search employees and select

from the options presented

Sendto #+
mike
Name Emp. £ Department Divislon
Mike Shin o
Mike Bolsinger 39
Manager Mike 91

Figure 125: Select Recipient of Report
3. Report Type: Select the format of the report, .CSV, .XLS or .PDF

4. Frequency: Select how frequently this view should be emailed: daily, weekly, monthly or

annually
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5. Repeat Every: Select what interval the frequency should be repeated
a. Select a weekly frequency to reveal options to select which day of the week for the
report to be sent
b. Select a monthly frequency to reveal options to select on which day of the month
the report should be sent
c. Select an annual frequency to provide options on which combination of month and
day the report should be sent
6. Send Report Starting On: Select a date to start the report
7. End Sending Report On (optional): Select a date to end transmission of the report if
desired

An email is sent to the designated recipient at the specified frequency with a link to download the
report. Make sure the recipient is logged into the system to download the report. If at any time
the scheduled report should be suspended, press the pause button displayed next to the name of
the saved custom view.

Custom Views Done

Figure 126: Pause Automatic Delivery of Custom View Report
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Lastly, click on the Bulk Actions button to provide options for the report to be exported into
either PDF, Excel, or CSV format. Select all the line items to export and select the format that
works best for you.

NEOGOV PE Perform . " T
Actions Done
Employees Performance Evaluations - Library ~ Positions Administrative Trainings Reports Help ~
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Figure 127: Export Grid
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Evaluation Status By Department Report

The Evaluation Status by Department report displays the various statuses of evaluations in
each department with an easy to digest graph and grid. To filter what the graph displays, click the
filter button for the graph.
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Figure 128: Evaluation Status by Department Report
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Select from the options the Filters you'd like to apply. By selecting specific departments, you are
able to compare them side by side. You may also choose to include Archived Evaluations, or filter

by due date or specific Evaluation Program.

Additional Filters

Evaluation Type

Wy Periodic

Probation

Include Archived Evaluations
Yes
@ No
Due Date
@ Al
Speciiic date range
Departments
Active
All
® Speciiic departments
Departments

nter Department name or code

Quality Control {(Q0)

Evaluation Programs

@ Al

Specific programs

Figure 129: Filters by Evaluation Status by Department Report

Exporting and printing the graph are available for this report as well.
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Figure 130: Export Graph

Click on any link in the grid to automatically re-route you to the performance evaluation list with
filters applied to show only the evaluations that were represented in the Evaluation Status by

Department report.
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Task Status Report

To drill down further into the status of each individual evaluation, use the Task Status report to
view a summary of all tasks and their current statuses, including those in a pending or completed

state.

Task Status Report
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testadmin Miguel Shin Test Department Test Logan's Evaluation 2017/2018  Rating For Logan Forsythe's Logan's Evaluat. Low Pending £\ panz2or
92 Jack Burton Customer Success S Shift Bid Evaluation Sign Shit Bid Evaluation for Jack Burton Low Pending 2\ pajoar2017
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ot Mike Shin Customer Success €S Shift Bid Evaluation Rating For Jack Burton's Shift Bid Evaluation Low 03/20/2017
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Figure 131: Task Status Report

The interactive graph displays all tasks by task type including Manual, Rating, Approval,
Acknowledgment tasks, and Signature tasks. Click on the blue or red portions of the columns to
filter the grid below to show either the on-time or overdue tasks for each type. As is the case with
the Evaluation Status Detail report, users can filter by department and export the graph.

Task Status Report Filter By Department | All v
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Acknowledger
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Figure 132: Task Status Report Graph - Filter and Export

©®NEOGOQV 2020. Proprietary and Confidential 89



NEOGOV

Other useful information found in the Task Status report includes scores for completed rating

tasks.

To demonstrate, I have added the Task Type column and the Overall Score column. The
highlighted example is a Rater task where the status is Complete, and the score for this rating
task that was completed by Mike.

Default Z Bulk Actions

04 Logan Forsythe Customer Success
testadmin Miguel Shin Test Department
testadmin Miguel Shin Test Depantment
92 Jack Burton Customer Success
o Mike Shin Customer Success

Q. Employ ‘ ), Departm ‘ O, evaluation b4

O, Subject

Logan's Evaluation 2017/2018
Logan's Evaluation 2077/2018
Logan's Evaluation 20172018

Sign Logan's Evaluation 2017/2018 for Loga.
Approve and Sign Logan's Evaluation 2017/...
Rating For Logan Forsythe's Logan's Evaluat

[T L Shift Bid Evaluation

Hift Bid Evalustion

Sign Shift Bid Evaluation for Jack Burton

Approve and Sign Shift Bid Evaluation for Ja..

Pending

Pending

Pending

Pending

Pending

s 1 o}

A 04726/2017  Acknowledger N/A

A\ 0472302017 Approver NiA
/047132017 Rater Pending
A 04/02/2017  Acknowledger N/A
/N 03/30/2017  Approver N

Mike Shin Customer Succass

C @

on |
shift Bid Evaluation

Rating For Jack Burton's Shift Bid Evaluation

Completed  03/20/2017

Rater

150)

Figure 133: Overall Score for Completed Rating Task

You can also report on any comments that have been added to manual tasks by adding the
Comment column. Click on the columns button and select Comment from the list to add it to the

grid.

Columns

®©

o) el loIeRNCAICRICRCAICINCRICRIC

Done
Employes #
Employee

Evaluation Program Name

Completion Date

Comment h

Division Code

Figure 134: Add Comment Column
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Comments can also be included on evaluation printouts for all required and optional manual tasks.

Note that this feature does not capture comments for rating, approval, or signature
tasks.

Default | & Bulk Actions m vya ﬂ

[ ] ‘ O, mike sl X ), Departmen ‘ Q. Related to ‘ Q) Subject ‘ Q, Stal ‘ Q DueD ‘ Q. Comment

Mike Shin Customer Success Mike Shin Reminder to complete my open evalustiont..  Current 12012017 (Tﬁese are the comments for my {ask)

Figure 135: Comments for Manual Tasks

The Task Status report also allows users to send bulk reminder emails. This comes in handy if
you have a lot of evaluation tasks that are overdue that you need to follow up on. To use this
feature, locate and select tasks that are overdue in the report and then click Bulk Actions.

miaiion "" Y Q

Department

Cods % | Related to Status T

a

2003 Corey Perry Sales SF PR Pogasus Test 2 Sign Pegasus Test 2 for Corey Perry Low Pending (

<]

2000 Andrew Cogliano  Operations op ERERl Pegasus Test 2 Approve and Sign Pegasus Test 2 for Corey ., Low Pending (

<]

2005 Wayne Gretzky ~ Executive cs RS Pogasus Test 2 Approve and Sign Pegasus Test 2 for Corey ... Low Pending  (

2000 Andrew Cogliano  Operations oP SRl Pegasus Test 2 Rating For Corey Perry's Pegasus Test 2 Low Current (

< T <

[elelo}} Carl Thomas Operations opP Evaluation Ri==8 Sign test for Carl Thomas Low Canceled {

2 by
L

1 Ryan Horne Customer Success & Implementations  CS test Approve and Sign test for Carl Thomas Low Canceled i
1994 Luigi Oneguit Customer Success & Implementations €S Evaluation e Approve and Sign test for Carl Thomas Low Canceled (
1 Ryan Home Customer Success & Implementations TS Evaluation R Rating For Carl Thomas's test Low Canceled 4

00m Carl Thomas Operations oP aluation RS Rating For Carl Thomas's test Low Canceled {

Figure 136: Bulk Actions on Task Status Report

When the Bulk Actions flyout appears, click Send Reminder Emails.

NEOGOV PE Perform ~ Q se

Actions Done
Employees  Performance Evaluations Library Positions Administrative Reports Help v
EXPORT ACTIONS
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Export to PDF or
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Export to Excel G
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2002 Corey Perry Sales SF ERSTl Pegasus Test 2 €
BULK ACTIONS
2000 Andrew Coglisno  Operations opP Il Pegasus Test 2 £
: Send Reminder Emails

2005 Wayne Gretzky Executive €5 CNELLON Pegasus Test 2
2000 Andrew Cogliano  Operations oP GUELLUNN Pegasus Test 2 |
0001 Carl Thomas Operations oP aluation (S8

1 Ryan Home Customer Success & Implementations CS aluntion  (E=38 4
1994 Luigi Oneguit Customer Success & Implementations  CS Evaluation [l ]
1 Ryan Horne Customer Success & Implementations  CS Evaluation REEHS F

0001 Carl Thomas Operations oP ation (IS F

by TETETEN TN T

EEEEEE!BEE

2003 Corey Perry Sales SF [N Pegasus Test] £

Figure 137: Send Reminder Emails
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This brings you to a page in the flyout where you can enter an ad-hoc custom email to be sent to
the employees that you selected in the report. Default text is provided in the Subject and Body.
The user can either use the default language or insert their own into the subject and body of the
email.

Additionally, an option to cc: Task Assignee’s Manager is available. Checking this option copies
the manager of the Assignee that the email is sent to.

NEOGOV PE Perform Q se . X
Send Reminder Emails Cancel m
ploy i v Library Positions Administrative Reports v Help v
@ Defaut & Bulk Actions
Email Subject "
n records are selected.
| R skAssig N i TaskS: 1
Employee Department
Employee Department - Related to
E Code
Task Assig 3
8@ 2003 Corey Perry Sales SF Pegasus Test2 §
Email Body
= 2000 Andrew Cogliano  Operations OP Evaluation Pegasus Test2 |}
B I | U i & & &
8 2005 Wayne Gretzky  Executive cs Pegasus Test2
This is a reminder that the following task needs to be
. 2000 Aoceew Caglienc' Operations OF Pegasus lestiugy completed: Task Name: @[TaskSubject] Task Assignee:
@[TaskAssigneeName] Task Due Date: @[TaskDueDate] To
@ oo Carl Thomas Operations op L i complete this task, click: @[PerformTaskurl]
8 Ryan Horne Customer Success & Implementations  CS | Evaluation [0 1

Figure 138: Subject and Body Sections for Bulk Email Reminders

The @[PerformTaskURL] token in the body of the email brings the recipient directly to the task
they are being reminded about upon clicking and logging into Perform. If you want to insert
additional tokens to customize the emails per recipient, click the “i” icon to reveal the available
tokens for use in the subject and body of the email.

Available e-mail tokens
@[RecipientRole]: Recipient role
@[Subject]: Subject
@[PerformUrl]: Perform URL
@[EmployeeName]: Employee Name
@[EvaluationName]: Evaluation Name

@[TaskSubject]: Task subject

@[ TaskPriority]: Task priority
@[TaskComment]: Task comment

@[TaskDueDate]: Task Due Date

X
@[RecipientFullName]: Recipient Full Name
@[TaskAssigneeName]: Task Assignee name
@[AgencyName]: Agency name
@[EvaluationType]: Evaluation Type
@[EvaluationDueDate]: Evaluation Due Date

@[ TaskDueOrOverdue]: Task Due or

overdue String
@[TaskStatus]: Task status

@{PerformTaskUrl]: Perform Task URL

Figure 139: Bulk Reminder Email Tokens

When you complete the subject and body text, the Send button for the email becomes available.
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Clicking Send launches a pop-up summarizing the number of emails you are about to send. Click
Continue to proceed. You are taken to a batch processing page where you can observe the
progress of the emails being sent and a table below shows if emails were successful for each
employee.

Step 3 of 3: Bulk Actions Status Go back

Action progress

Ny FECOrds, The DURK BCTIon May FeqUIre SOMe M 10 COMPIBte. You can check e Progress and Fesults of the Dulk ACTion on This scree

(O Bulk operation Is compiete, the processed records are shown below

Bulk Operation Result

Q
Task Tio : | AssignooNamo « | Swatws Message
Ratng For DwIgNt SChiute’s DwIght Again DwAgh! Schrute Success
CheckIns Janet Levinsan Success
Final Rating Michael Scon success

Figure 140: Send Reminder Email Summary and Progress

The email is sent immediately to the recipients from the donotreply@neogov.com email address.
Please note that this feature is only available to HR Administrators and HR Users.

©®NEOGOQV 2020. Proprietary and Confidential 93



NEOGOV

Approval Status Report

The Approval Status report also opens up a table displaying the current approval steps on
evaluations. By default, the graph is configured to show the employees with the most current
approval steps awaiting their action across the entire organization. Overdue steps are denoted in
red. Click on the desired bar to automatically filter the grid to show only those items.

Approval Status Report Y

4

Tasks

Assignes

® OnTime @ Overdue O Total

= All Approvals 2 Bulk Actions ] Y Q
I Step Assignee T | Related To
92 Jack Burton Customer Success Jack Burton Evaluation - Acknowledgement Step Sign Evaluation - Acknowledgement Step for Jac.. 1212012016 Yes
05 Adnan Gonzalez Major League Baseball Miguel Shin 2017 Evaluation Approve and Sign 2017 Evaluation for Adrian Go... A 212016 Yes
02 Joe Schmo Customer Success Miguel Shin Evaluation - Approval Step Approve and Sign Evaluaton - Approval Stepfor .. A 12/21/2016 Yes
o4 Logan Forsythe Customer Success Miguel Shin Logan's Evaluation 201772018 Add In goals for employee on evaluation A o2na2017 Yes
1-4of 4 tems

Figure 141: Approval Status Report
Click on the graph filter to open up the Approval Status Filters options.

Approval Status Filters Cancel m

Chart Type
@® By Assignee

By Departmant

Department
@ Al

Active depanments
Specific departments
Departments

Enter Depariment name of code

Figure 142: Approval Status Report Filters
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Change the chart to show the distribution of most current approval steps awaiting action by
department instead of assignee, or to display assignees in specific departments only.

Approval Status Report Y

a

¥ 2
&

|

1
o
Customer Success Major League Baseball
Department
® OnTime @ Overdue O Totwl

T All Approvals | & Bulk Actions im ¥ Q

92 Jack Burton Customer Success Jack Burten Evalustion - Acknowledgement Step Sign Evaluation - Acknowledgement Step for J_ A 12209200 Yes
05 Adrian Gonzalez ~ Major League Baseball Miguel Shin 2017 Evaluation Approve and Sign 2017 Evaluation for Adrian ... A 12/212015 Yes
02 Joe Schmo Customer Success Miguel Shin Evaluation - Approval Step Approve and Sign Evaluation - Approval Step . A 121212016 Yes
04 Logan Forsythe Customer Success Miguel Shin Logan's Evaluation 201772018 Add In goals for employee on evaluation A p2n4arom Yes

1-4 of ditems

Figure 143: Approval Status Report - Distribution by Department

This report can be used to help identify which evaluations are being held up during the approval
process. Add the Remaining Steps column to see how many steps are left in the process before
an evaluation is completed.

= All Approvals & Bulk Actions ][] Y Q

92 Jack Burton Customer Success Jack Burten Evaluation - Acknowledgement Step  Sign Evaluation - Acknowledgement Step fo... A 12292016 Yes 1
Adrian o = 1

05 Gorieics Major League Baseball  Miguel Shin 2017 Evaluation Approve and Sign 2017 Evaluaticn for Adria... A 12212016 Yes 2

02 Joe Schmo Customer Success Miguel Shin Evaluation - Approval Step Approve and Sign Evaluation - Approval Ste... A2212016  Yes 2

04 Logan Forsythe ~ Customer Success Miguel Shin Logan's Evaluation 2017/2018 Add In goals for employee on evaluation A 021412017 Yes 3

Figure 144: Remaining Steps Column

You can add the Process Section column to discover which part of the evaluation process these
approval tasks might be in: Before or After Ratings.

® AllApprovals | & Bulk Actions miyvy|la

Jack Burton Customer Success Jack Burton Evaluation - Acknowledgement Step  Sign Evaluation - Acknowledgement Step fo A 121202016 Yes 1 After Ratings
2:::;92 Major League Baseball  Miguel Shin 2017 Evaluation Approve and Sign 2017 Evaluation for Adria... 25 127202016 Yes El After Ratings
Joe Schmo Customer Success Miguel Shin Evaluaton - Approval Step Approve and Sign Evaluaticn - Approval Ste.. A 127212016 Yes 3 After Raungs
Logan Forsythe  Customer Success Miguel Shin Logan's Evaluation 2017/2018 Add In goals for employee on evaluation A 02142017 Yes 3 Before Raungs
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Figure 145: Process Section Column
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Automatic report delivery exists for the Approval Status report.

NEOGOV  PE Perform . Custom Views P =

ploy F dons - Lbrary ~  Posiions .  Administrative ~  Trainings  Reports ~  Help v
* Fields are required
Approval Status Report
4
3 Make my defaul
Who can view this?
E " @ Oniy Me
Everyons
1
I SCHEDULE EXPORT Active
o
Miguel Shin
Hsiges sendto #
S inine 8 e | Search employee
Report type
csv ;4
@ AllApprovals | & Bulk Actions
Frequency
B | empioyee Department P Related To Current Stey
ot i Assignee 2 P Dally Y
Jack Buron Customer Sticcess Jack Burton - Ac Sep  Sign - &  Repeatevery *
Adrian | 1 Dayls)
il Major League Baseball  Miguel Shin 2017 Evalustion Approve and Sign 2017 Evaluation fo
Send report starting on
Joa Sehmo Customer Sticeess Miguei Shin Evaluation - Approval Siep Approve and Sign EValuation -Appro| | k=i o000y
Logan Forsythe  Customer Success Miguel Shin Logan's Evaluation 2017/2018 Add in goals for employee on evaluat
End sending report on

Figure 146: Approval Status Report - Automatic Export

©®NEOGOQV 2020. Proprietary and Confidential 97



NEOGOV

Performance Rating Report

The next report we are going to highlight is the Performance Rating report, which shows the
overall performance ratings for evaluations. As with the other reports, the first thing to highlight is
the interactive chart. This chart shows the distribution of scores throughout your organization.

Performance Rating Report
4
3
=z 1
1 2 45
so_sem G070 0 8o 55 501000
Sco
Grid
@ AllRatings | % Bulk Actions ResetFiters | |l | Y@ | Q
Evaluation Name
Austin Powers Customer Success Multiple Raters (4) »  Testing notification to HR Users/Admins 3 60 Completed 12/31/2016
Jack Burton Customer Success Multiple Raters (2) = Evaluation - Acknowledgement Step 3 60 Approval 12/312016
Jack Burton Customer Success Multiple Raters (2) ~  Testing for Ryan 2 25 50 Approval 12/31/2016
Joe Schmo Customer Success Multiple Raters (2) ~  Evaluation - Approval Step 1 20 Approval 12/31/2016
Trayce Thompson Major League Baseball  Mike Shin Trayce Mid Year 2017 0 0 Completed 05/10/2018

Figure 147: Performance Rating Report

Click on the gear icon to display the chart settings. This allows you to change the chart type from
Total Score to Overall Rating, as well as set the default chart type. If Total Score is selected, you
may select a scored rating scale and change the scoring increments as needed to give you a more
granular view of your organization’s performance. If Overall Rating is selected, you may choose
from both scored and non-scored rating scales.
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Additionally, you can select up to five (5) different entities to compare performance against the
organization. Choose from Departments, Divisions, Class Specs, Positions, or the entire
organization to see the comparisons plotted on the chart.

The chart can be printed at any time or saved as an image or document.

ChartType (D

Chart Settings cancel | B2

¥ Default for all users

Figure 148: Performance Rating Report Chart Settings

Performance Rating Report

mployees

Score

Gnd

Figure 149: Print Performance Rating Report

Click on a bar in the chart to filter the grid below. If Total Score is selected, it only shows
submitted ratings in the completed or approval stage. In addition, scores are listed as full
composite scores for the evaluation.
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When Overall Rating is selected, it includes a column labeled Overall Rating. In cases where there
is more than one rater of record, the rater column is listed as Multiple Raters.

Performance Roting Report

Overall Rating for & Point Rating Scale (N/A)

@ atmstngs | F sukAdions

esecrnes il |7 Q

a3 ss% as

Figure 150: Overall Rating Chart Option Performance Rating Record

Click on the arrow next to the text to display the total score and total score percentage from each
individual rater along with that rater’s weight.

Performance Rating Report

4

3
s
=
]
k3
H]
=

0

0 0.5 1 1.5 2 25 3 35 4 5
- 10% 0020 20 - 300 a0-10% 03050 (s0-50%) 50 7050 70~ a0% 30— 208 100%
Score
® Grid
< All Ratings Z Bulk Actions

ResetFiters | Il Y@ Q

Austin Powers Customer Success Multiple Raters (4) ~

Testing noufication to HR Users/Admins 3 60 Compieted 12/31/2016
Jack Burton Customer Success Multiple Raters (2]« |  Evaluation - Acknowledgement Step 3 60 Approval 12/312016
Rater Name L Total Score Total Score % Rater Weight Rating Type
Mike Shin 3 60 % 100% Manager Rating
Rater Name Total Score Total Score % Rater Weight Rating Type
Miguel Shin 35 70 % 0% Peer Rating

Figure 151: Multiple Raters and Scores

Similar to the Evaluation Status Detail report, filters can be added, and custom views can be
saved.
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NOTE: To export this individual rater information, use the Task Status report.
It is important to note that the default view of this report contains a filter to exclude archived
evaluations. To include all archived evaluations, click on the filter button and click Clear All.

NEOGOV  PE Perform Filters =
Employees Performance Evaluations ., Library Positions Administrative . Trainings ~ Reports ..
Performance Rating Report
* Flelds are required. Clear All X
4
Archived v
: -
is.. v %

Number of Emplayees

. X

Score

® Crid

% All Ratings # Bulk Actions

Austin Powers Customer Success Multple Raters (4) »  Testing notification to HR Users/Admins 3

Jack Burton Customer Success Multple Raters (2) = Evaluation - Acknowledgement Step E

Figure 152: Custom Views and Filter on Performance Rating Report

The Performance Rating report can also accommodate automatic exports of custom views.

NEQGOVINER il i Custom Views Cancel | | Save

Employees  Performance Evaluations ..  Library . Posiions .  Adminisiative .,  Trainings  Reports .

« Fields are required.

Performance Rating Report
Name &

"

2
| I
1
]
o
o-10%

Make my defautt

Who can view this?
® OnlyMe
Everyone
. . SCHEDULE EXPORT Active
os is : s )
f20- 4000 160 - 70%)

Number of Employees

T v send o
110208 120-309 0= 50 50600

s Search employee

® Grid Report type
csv v
@ AllRatings = # BulkActions Frequency

Dally v

Empioyee Name : Rater Name Evaluation Name:
Repeat every *

Austin Povvers Customer Success Multple Raters (4) = Testing nottfication to HR Users/Admins 2 1 Day(s)
Jack Burton Customer Success Muttple Raters (2) ~  Evaluation - Acknowledgement Step 3 Send report starting on
Jack Burton Custorar Success Multiple Raters (2)=  Testing for Ryan 2 25 by,
Joe Schmo Customer Success Muitiple Rsters (2) »  Evalustion - Approval Step 1 End sending report on
Trayce Thompscn Major League Baseball  Mike Shin Trayce Mid Year 2017 o I

Figure 153: Performance Rating Report — Automatic Export
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Item Ratings Report

To further drill down on performance ratings, we have the Item Ratings report, which looks at
individual ratings to identify strengths and weaknesses among your employees and rating behavior
across employees.

The chart displays up to 50 competencies sorted from highest average Total Score Percentage to

lowest.

Dvesity Commiizmeers Protessionabem ity Inpravererm e

Item Rating Report Y

ies Chart

v Mainisiig » Safe s Secure
Vior Ervierenesn . ASU

Compstenci
w
®
1w
i
™
o

Figure 154: Item Rating Report
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Within the Chart Filters on the top right, you can select between a Bar Chart and a Pie Chart. The
Bar Chart displays a distribution of scores by competency while the Pie Chart displays a
distribution by rating level and can be run with either a scored or non-scored rating scale.

Chart Filters Cancel Save

Chart Type
® BarChart (D)
Pie Chart (T
Number of ltems to Display
10
Rating Scales
All Scored Scales ~
Departments

@ Al

Acuve Depanmeants

Specific Departments

Employees
@ Al

Specific Employees

Score filter (%)

Evaluation Due Date
® Al
Specific Date Range
Evaluation Type
Periodic
Probation
Evaluation Programs

o Al

Spacific Programs

Figure 155: Chart Filters
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An example of how the Bar Chart could be used would be to view all the different ratings across a
single evaluation when that evaluation has multiple raters. In this example the employee was
rated by several peers. In the bar chart, we can see all the raters that rated each evaluation item
and how their scores compare to other raters. Hovering over the bar in the chart displays the
average score of the raters as well as how many raters rated that competency.

Item Rating Report 7@

Cakubled Awrge Scaret

Accomntieny Agaoatiiny a e Anention 1o Deti Communication Silts

m Haipert

am Haipen

Michas] Scor

Michas! Scon

2 Outstanding

Michaz Scoft Competency s ® Eateens Expactanons

Figure 156: Multiple Raters for an Evaluation for an Employee

Another example of how this report can prove useful is to filter by a specific competency to see
how all employees across the agency have scored, and how those scores range across
department, position, or some other variable. Select the competency on the chart to have it reflect
in the table below. Hovering over the competency bar shows the average Total Score Percentage
and the number of ratings.

ftem Rating Report bl ']

Competencies Chart

Accounabliity

Accounabliiny

Accoumabiity

Figure 157: Multiple Ratings Across the Agency for a Common Competency
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Remember that advanced filters can be used to provide specific views. For example, add a filter to
show a score percentage below a certain threshold.

FE Porform  ~ Qs
HEOGOV Filters Done
Employees  Performance Evaiuations ~  Library Positions Adminisualive -~ Repons Help v

Add a Filter.

Fleids are required Clear Al

Item Rating Report

Competencies Chant

w00
Score % v
# 0 :
g Jess than or equal -
< 50
7
40
0
v o & 7 o
2
v
¥

o Depur  # BukActons

Cakuntod Avomge S

] Customer Service

Amendance & Puncruaity

e Annual CTy of Regss EVBILaTon (oue 01 2020)  Prodiem Soiving & Decision Making Camn Jorgan

Figure 158: Advanced Filters in Reports

Then a custom view could be scheduled for automatic exports.

An example of how the Pie Chart can be used would be to see all of the evaluation items across
the agency that received a certain rating. Hovering over the rating in the Pie Chart displays the
number of ratings as well as the percentage out of all ratings that the rating was selected.

Item Rating Report Y

Rating Scale - 5 Point Rating Scale (N/A) =

Does Not Meet Expectations
2(09%)

Exceeds Expectations
B2

@ Does Not Meet ® Exceeds ® Meets @ NA - NotApplicable  ® Needs Improvement @ Outstanding

@ Defaull & Bulk Actions m Y Q

Figure 159: Item Rating Report Pie Chart
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Clicking into the rating takes you to a separate bar chart that displays the counts of the
competencies that received that rating. In this example, we see each competency that received a
rating of "Outstanding” as well as the employee to whom the score belongs. Clicking into a
competency updates the table to display all employees who received the “Outstanding” rating
along with the evaluation information.

Item Rating Report 78

Rating Scale Level - Outstanding

Communication  Atiendance Quantity bt A Adaptability Improvementufy_  Leadewhip Performance Technical Position Problem Solving  Professionalism  Planningand  Atiendanceand  Cuality of Work  Accourtability
Sl Evalustion Knowiedge Wnowledge ity Organization  Punctuailty Rockvilie

@ Outstonding

Figure 160: Rating Scale Bar Chart

Current vs. Historical Performance Report

The Current vs Historical Report allows you to compare overall performance in the current
year against performance in the last five (5) previous years. The score percentage is calculated
from evaluations with overall rating that use scored rating scales. If an evaluation’s overall rating
does not use a scored rating scale, the total score percentage is used instead.

Current vs. Historical Performance Report ( Y0

Average rating % for selected date range =

® May May'17- 79
o

@ May17-May'18 @ May'16-May'17 @ May'15-May'6 @ May'14-May'15 @ May 13- May ‘14

@ Default m vy Q

2 | Avg Rating % (May *17 - May '18) < | Avg Rating % (May 16 - May '17) < | Avg Rating % (May 15 - May '16) :  Avg Rating % (May ‘¥4 - May '15) + | Avg Rating % (May ‘13 - May ')

Figure 161: Current vs. Historical Performance Data
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To change the date range, view performance trends for specific department or employees, and
adjust the score ranges, click on the graph filter. For example, you can we compare one
department’s performance throughout the years, and see which year was their best performance

year.

You can add and remove columns by selecting the column icon for the table.

From Ed 05152017

To 05/14/2018

Departments
All
@® Specific Depaniments
Departments

Enter Department name or code

Business Applications (BA) ®

Employees
@ Al

Specific Employee

Score filter (%) * i

Evaluation Type

Periodic

Probation

Chart Filters Cancel m

Date Range (U &5 Resetfilters

100%

iy

Figure 162: Chart Filters

Columns

@ Department Code
@ Department
@ Avg. Rating % (May '17 - May 'i8)

@ Avg. Rating % {May "16 - May 17

(® Avg Rating % (May 15 - May 6)

@ Avg. Rating % (May 14 - May "15)

@ Avg. Rating % (May '13 - May '14)

Deone

Figure 163: Current vs. Historical Report Columns
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Much like other reports, filters can be added, and custom views can be saved.

Y0

Current vs. Historical Performance Report C

Average rating % for selected date range

o

&

o
a\\f

@ May'17-May18 @ May'16-May'7 @ May'15-May'16 @ May14-May15 @ May '13-May 14

w 5] a
% = | Awg Raling % (May ‘13- May ') .

= | Avg Rating % (May “17 - May "18) = | Avg Raling % (May 16 - May ‘17) : | Avg Rating % (May ‘15 - May 6) 2 | Avg Rating % (May M - May '15)

1-1of1items

Figure 164: Filters and Customer Views for Current vs. Historical Performance Report
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