NEOGOV

Signing an Evaluation (Employee)

Who Should Use This Section

When the evaluation has been completed by all parties, including raters and approvers,
employees may be required to sign the evaluation acknowledging they have received and
reviewed the content.

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 see the task to Sign the completed evaluation.
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Figure 86: After Rating Signature Task

O©®NEOGOV 2020. Proprietary and Confidential 55



NEOGOV

Click the signature task from the task list on your Dashboard to be redirected to the
Acknowledgment Form.
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Acknowledgment Form

v, Maya Jin EVALUATION NAME DUEDATE 0
Implementation Consultant Maya Jin Annual Evaluation Sun. Mar. 01,

2020 2020
Rating Summary e © View Other Approvers >
3.12 out of 5 (62.5%) Meets Expectations / 3.00
@ Maya Jin Total Score Overall Rating Weight
Implementation Consuftant 3.75 out of 5 (75%) Exceeds Expectations / 4.00 0%
Ryan Horne Total Score Overall Rating Weight
» Implementation Consultant 3.12 out of 5 (62.5%) Meets Expectations / 3.00 100 %

Rating Details Jil Rating Chart e

COMPETENCY SECTION | 5 POINT RATING SCALE
Core Values

Core Values

Employee Goals

Overall Rating

Critical Thinking
ALL SECTIONS Approaches problems solving with rigor, discipline and analytical thinking. Thinks outside the box s needed.

Figure 87: After Ratings Form - Signature Task

1. Navigate through the various Sections by click on the name
a. Scroll through each section to review the ratings and any comments provided
2. Toggle between the Rating Details or the Rating Chart
a. The Rating Chart displays a bar graph of all raters
3. To view other approvers and the status of their task, select View Other Approvers.
a. Aflyout appears with all other approver information

Other Approvers Close
William Lee
HR Director
Status Date Status
Wed. Nov. 28, 2017 Approved & Signed
Comment
approve

Figure 88: Other Approvers Flyout

4. Once you have reviewed the completed evaluation, select the Sign button
a. Aflyout appears with the signature box and an optional comment section
b. Please note that by signing your evaluation, you are not indicating agreement, but
you are acknowledging that you received the evaluation and you had the
opportunity to enter any additional comments.
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Comments

Write comment here.

Please sign your name below

copy of my Performance
vith me by one or more members

NEOGOV

Once you have signed the evaluation, an Evaluation Acknowledged banner appears at the top of
your screen. If there are no other approvers/signatures in the process, the evaluation status

changes to Completed.

(©) Evaluation was acknowledged!

Figure 90: Evaluation Acknowledged Success Banner

Refuse to Sign

If your HR Admins have enabled refuse to sign, you will instead see two options when signing your

evaluation: Sign or Refuse to Sign.

EVALUATION NAME DUE DATE
Annual Self-Evaluation Thu. Dec. 31,
2020

v

Sign

Go to Evaluation Details >

®

Refuse to Sign

Figure 91: Sign and Refuse to Sign Buttons
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Choosing Sign will give you the same options as described previously. Choosing Refuse to Sign
shows a flyout with an optional comments box but has no electronic signature options.

Refuse To Sign ‘ Cancel ‘ m

Feel free to provide further context to your refusal to sign.

Comments

Figure 92: Refuse to Sign Window
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