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Expect more.”

Evaluation Timeline

Step 1 Step 2 Step 3

After review/feedback is
provided from employee, the

Appropriate Administrator
Completes Draft Staff

Appropriate administrator prints
draft evaluation and provides copy

Evaluation .| toemployee and allows for the .| appropriate administrator can
"|  applicable review time before "| now finalize draft evaluation.
Note: finalizing evaluation.

Please do not submit evaluation
at this step. A

You may now submit evaluation

Note: . .
for employee review/signature.

Please do not submit evaluation at
this step.

Step 4

Once employee signs/
Acknowledges evaluation, you
will receive a notification for
you to sign finalized evaluation.

Once you have signed, your
steps as the evaluator are
complete.
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The Evaluation Process

for Managers & Employees

Topics in this section include Objective Setting, Rating, and Approving, as
related to the Employee and Manager roles in the evaluation process.

A. STarting EVAlUGLION(S) woveiiiiieiiisiisee sttt sttt e st sre st saeste e aes s esees e e e es ses pg.3
B. Rating a Performance EValuation .........ccoccveieieeiiieieeee et s e pg. 4
C. Approving & Signing an EValuation(s) ...ceceveeeeiree st eeevetere et s saee st erae v e pg. 7
D. NOLES & ALLACNMENTS...c.eiciieieiee e e et st st e et et aeeaeaaeanas pg. 10
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Starting Evaluation(s)

Step 1: You will receive an email from NeoGov informing you that an evaluation is ready for
you to draft.

NEOGOV

Dear,

TEST - Annual Evaluation CSUEU has been created for Cody Coyote. Please log into PE to view the performance evaluation, make any edits, or start
the review.

Employee: Cody Coyote
Evaluation: TEST - Annual Evaluation CSUEU
Due Date: 6/30/2017

Thank you for your assistance,

Human Resources
Sierra Hall Room - 110
Office: 909-537-5138

You can select the link from the email and it will take you directly to the NeoGov login
page. Remember, your log in credentials are different from your MyCoyote credentials.

Your username will be your CSUSB Email. If you need you password reset link, please
contact HR.

Once you log into NeoGov, the evaluation can be activated by selecting “"Rate”.
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Rating a Performance Evaluation

Raters/Evaluators can access rating tasks requiring their action directly from My Dashboard,
then click into each “item” in the evaluation rating form to enter their rating and/or comments.

The actual content in each evaluation rating form may differ by employee group; however, the
process will be similar for all.

Step 1: Rate Employee

To begin the rating process of adding your ratings, please select the “Rate” button (Has picture
of Star)

i § e copy print blank pause
rate @ print preview r evaluation form evaluation

Total Score

Pending

Part 1

Leadership

Managing Department/Area

Managing Subordinate Development

Note: The comments and ratings you record will automatically save throughout the process and
will not visible to the employee until you print a draft evaluation to provide to your employee.

Step 4: Print Draft Evaluation and provide to employee for review

When you are done drafting an evaluation, go to the “sections” checklist and select “summary”
(At the very bottom of checklist)
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RLCOMPIEITITIETTS

Overall Performance
Evaluation

Overall Comments

Summary

Total Score 0.00 (0.00%) Submit Evaluation

= Print Current State

TEST EVALUATION

z] RATING DETAILS ail RATING CHART

Expand all cards

Next you will select “Print Current State” and a popup will open your employee’s draft evaluation.
Please provide this a copy to your employee to allow for the applicable review and comment time.

Note: Please do not “submit” evaluation at this step, only print draft evaluation. You need to
provide your employee with the applicable review time and allow for feedback.

Once review time has elapsed, please move to step 5.

Step 5: Submit finalized Evaluation to Employee.

When all required items have been completed, click Submit. Confirm that the rating is complete
and accurate by selecting Continue once more. Otherwise, select Cancel to return to previous
page.
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By clicking certify and submit, you cor

YOUr rating 15 complete and acc

will no |

ibmitted, yo

admmistrator a¢

make changes withou
This can be further customized to

Organzation’s content,

Kelly Clarkson

Do you wish to continue?

nfirm that

ate, Once your

e abie (O
saislance

the

Once successfully submitted, if an approval process is required, an email will be automatically be sent to the

employee to sign/acknowledge receipt of evaluation.

Proceed to Step 6.
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Approving & Signing an Evaluation

Step 6: Sign Evaluation for second time.

Once the employee has signed/acknowledged their annual evaluation, you will receive an email notification
To approve and/or sign, you may click on the icon or task title under the Task column (See below).

NEOGOV P& peforn B G @) N v

My Tasks -

S Related To

Apgprave and Sign Danled Evaluation far Peggy Olton Peggy Olson Denied Evaluation

Once the Evaluation Approval page appears, click through each Content section to view full
details of the evaluation before recording the approval or denial:

NEOGOV  #§ Perform

After Ratings

Ruben Studdard s =
) First Approver Sat. Nov. 15, 2014 i -

Rating Summary View Olter Approvers
) Kelly Clarkson % v
tat ‘ 375 (75%) Excoaded Expectations / 400 100%

B Rating Detaits 3 Rating Chart

Goal Section Goal Section

Competency Section

Overall Rating Curtail the excess use of sick days

@ Kelly Clarkson

Be an inspiring team member to others

@ Kelly Clarkson

In this example, the 15t approver has both approval and signature rights. Hence, the approval
icons and the signature line will appear once you select Approve & Sign.
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Click the Approve & Sign (or Approve) icon and select Submit, if you agree with all ratings
and comments.

If you disagree with anything, and would like to see changes made, select the Deny icon. Be
sure to enter comments, and when ready click Submit. An email will be generated to any
rater(s) the evaluation has been sent back to for changes.

Note: If you feel an evaluation needs denial, please contact HR before doing so.

NEOGOV  #§ vwiom

Kingtoywes  Performance Frakistions

After Ratings

Ruben Studdard 2
HR Anatyst First Approver Sat. Nov. 1S, 2014

Rating Summary

Kelly Clarksen Tolat BCote Crvvill Ritiang
IOlsEnLADON Cottutty 375 (75%) Exceeded Expectations / 400

& Rating Chart

| soat section Goal Section
Competency Section

Overall Rating Curtail the excess use of sick days

0 Kolly Clarkson

Be an inspiring team member to others

@ xei clarkson

NOTE: When an evaluation is denied, and it is sent back to any weighted rater(s) for changes.
Once the Rater(s) resubmit, the approval process is re-triggered again to the 1t Approver.

When an evaluation is approved, an email is immediately generated to the next approver in the
sequence to record their approval and/or signature.

If only a signature is required, the option to approve/disapprove will not appear. Typically,
employees are granted signature rights only.

Enter an electronic signature or draw in your own by clicking Draw Signature:
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Fregicyons

After Ratings

Rating Summary

Luigl Nagult

- Product Czar

I Goals for the Year
Second Goal Section

Job Specifc Factors

Overall Rating

Performanen Lvaniations ~

. Kelly Clarkson
Tl SON CONSURIN

[E

GOAL SECTION | ANAZING RAT

D Goals for the Year

Core Competency Section

Goals for the Current Year

@) Luigi Naguit

Numeric Scoring Off

Titat Scure
153 cut of 301 (40.1%)

2l Rating Chat

ING SCALE | SECTION WEIGHT 33,35 %

4} Vevy Gooo

Comments

Fri, Nov. 27, 2015

Luag Nagat

Enter any comments, and click Submit.

Once all approvals and signatures have been recorded, if there are no further approvers in the

After Ratings section, the evaluation is considered Completed and the status will update

accordingly.

Evaluation Detail

“@ =

4.09 out of 5.00 (81.88%) print print blank
form

General

DUE DATE

Thu. Dec. 31, 2015

Evaluation Name 2015 Evaluations
Type Periodic

Archived No

v

=

archive
evaluation

STATUS
Completed
Employee Denny Chen
Position Compensation Manager
Department Town Administrator’s Office
Division Municipal Court
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Notes & Attachments (optional)

When recording job strengths and/or deficiencies please use attachments as needed.

(emails, letter, memo, etc.)

NOTE: Notes and attachments can be added to evaluations while in any status (Draft, Not

Started, Rating, Approval, etc.).

Notes and attachments can be added to an evaluation from within the Evaluation Detail

page (as configured by security).

To add a note or attachment, access the respective evaluation by clicking into the

Evaluation name, then scroll to the bottom of the Content section. Click the +Add Notes

& Attachments button:

1 No items to display

Denny Chen

COMPENSATION MANAGER
QUESTION SECTION | TEXT oNLY @

For Employees Only

i %

Performance

+ Add items

‘What are you most proud ...
Reports

Org Chart

Manager

l Process + Add Task

Type directly into the body of the Note, and use the RTE as needed to format any text.
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Add Note/Attachment

Note

B I Uz e|§

[Don't want to forget, on 9/29/15..

Attachment ¢

+ Attachment

Click the +Attachment button to add a file as an attachment, and browse to select the file:

Add Note/Attachment

Select Private Note to hide the note from anyone else with access to the evaluation.

(@ rie Upioad
Dontwantto forget on 92815 ¢ O ha b
Grganize »  hew folder = v
¢ Fovorites - P
& Oownloads on A e
L Recent Places PE A Fe
B Deshtep PE Customess - All Fie
PEKO + Impl Documentation Fle |
2 tdaies PE NEW IMPLPROCESS [ ‘
SRR PE Releate Netes . =
& M PE Specs
Attachment & Pictures Ao
B Videos Pessonal
Sercenshots
- Computer SOC2 CC1-CS IMPLEMENTATION CONS.

& Locw Disk (C)

User Guides /272015 11

File name: Screenshot =1
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Add Note/Attachment

Note

BIUG::=e[F

Attachment ¢

= E

-+ Attachment

To launch a note or attachment for viewing, access the corresponding Evaluation Detail page,
scroll down to the bottom of the Content section to see all notes and attachments then click

into the respective note or attachment.

To read the note click into the text hyperlink; to launch the attachment click on the paperclip

icon under the Actions column:

QUESTION SECTION | TEXT onLY @D

For Employees Only

Items Description

What are you most proud ...

Mote/Attachment

File added [Attachment: Presentationl.pptx]

m Don't want to forget. on 9/29/15

Mo items to display

Created By

Yvonne Rodriguez

Yvonne Rodriguez

~+ Add items

Actions

b4

+ Add Notes & Attachments

CreatedOn Actions

09,/30/2015

09/30/2015

Repeat to add as many notes or attachments as necessary, throughout the evaluation process.
If you have trouble with adding attachments, please work with HR and we will the attachments to

the employee’s evaluation.
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