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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 sections in the 
manager guide.

Navigating to Reports

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

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

1. Percentage of completed evaluations
2. Percentage of completed rating tasks
3. Percentage of completed approval tasks 
4. Number of Journal Entries created and shared 
5. 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. 

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

Reports best utilized for tracking are: 

1. Evaluation Status by Department: Aggregated status of all active evaluations 
summarized by Department

2. Evaluation Status Detail: Detailed status of all evaluations
3. Goal Status: Status of goals by Department
4. Goal Status by Employee: Status of goals by employee
5. Task Status: Summary of tasks and their status

a. Scores for completed rating tasks
b. Comments for manual tasks
c. Individual rater information

6. Approval Status: Status for all approval tasks

Reports best utilized for analysis are: 
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7. Performance Rating: Overall performance ratings for selected evaluations
8. Item Ratings: Individual ratings used to identify strengths and weaknesses
9. Current vs. Historical Overall Performance: Compares overall performance ratings 

from the Current Year with Previous Years
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There are also quick, useful charts on the Reports Dashboard; the first showing the Evaluation 
Status Detail Report:

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.

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.
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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.
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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.

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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To print or export the graph, click the button on the right of the graph and select the appropriate
option. 

Columns can also be added or removed by clicking on the column button.
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In the column options flyout, add or remove the desired items.

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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While creating a custom view, the following options are available to customize delivery of a report 
based on your custom view:

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

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.
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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.
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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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Select from the op
able to compare them side by side. You may also choose to include Archived Evaluations, or filter 
by due date or specific Evaluation Program.

Exporting and printing the graph are available for this report as well. 

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.

The interactive graph displays all tasks by task type including 
tasks, and 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.
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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.

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

grid. 



© NEOGOV 2020. Proprietary and Confidential 91

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.

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.

When the Bulk Actions flyout appears, click 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 is available. Checking this option copies 
the manager of the Assignee that the email is sent to.

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 icon to reveal the available
tokens for use in the subject and body of the email. 

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.

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.



© NEOGOV 2020. Proprietary and Confidential 94

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. 

Click on the graph filter to open up the Approval Status Filters options.
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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.

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.

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.
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Automatic report delivery exists for the Approval Status report.
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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. 

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 

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.

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.

Click on the arrow next to the text to display the total score and total score percentage from each 

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.

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



© NEOGOV 2020. Proprietary and Confidential 104

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.
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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. 

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.
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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.

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. 
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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 

to whom the score belongs. Clicking into a 

along with the evaluation information.

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
does not use a scored rating scale, the total score percentage is used instead.
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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 

and see which year was their best performance 
year. 

You can add and remove columns by selecting the column icon for the table. 
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Much like other reports, filters can be added, and custom views can be saved. 


