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Part 3: 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.
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MODULE A – Starting Evaluation(s)

Step 1: The evaluation can be activated by selecting “Start Evaluation”. 



Once the Start Evaluation button is selected, a popup message will appear advising that the evaluation will no longer be in Draft mode:



Step 2: Click Continue to activate the evaluation.

Note the status immediately changes to Not Started, and the evaluation (rating) process is ready to begin.
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MODULE B – Rating a Performance Evaluation (RoR Role)

The process to rate an evaluation is essentially the same for all raters, i.e. for self-raters, peer reviewers, or Raters of Record. Each rater 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, however, may differ by rater as configured in the Evaluation Program or as additional raters have been added to the evaluation. Some sections may not appear to all raters, while other sections may require ratings from some raters but comments only from others.

The visibility for each rater can be configured in the Process section, to restrict or grant access to see what others have submitted in the evaluation rating form. Typically any Rater(s) of Record can see what all other raters have submitted. These comments and ratings from additional raters appear in the Reviewers section within each item on the rating form.

NOTE: if a rater’s visibility has been configured to “See Only Own Ratings” the Reviewers
section will not appear.



Click on Rating Chart in the Summary section to see a comparative view of all ratings submitted thus far.



NOTE: Ratings and comments will only appear for those who have actually submitted their reviews. Raters cannot see ratings that have been drafted, but not yet submitted by other raters.

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.



Once successfully submitted, if an approval process is required, an email will be automatically triggered to the first approver.
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MODULE C – Approving & Signing an Evaluation

Evaluations may be subject to an approval process, as configured by HR in the After Ratings section of an Evaluation Program or an individual employee evaluation.
Acknowledgment tasks can be in the form of an approval, a signature, or a combination of both.

When the Rater of Record submits an evaluation, the approval process is officially kicked off, generating an email to the first person in the approval process. Once their action is recorded, an email is automatically triggered to the next person in the sequence When ready for action, the approval task becomes Current in the My Tasks section of My Dashboard. These tasks will reside in the Approve & Sign, Sign or Approve boxes on the Dashboard, as seen below.

To approve and/or sign, click on the icon or task title under the Task column:



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



In this example, the 1st approver has both approval and signature rights. Hence, the approval icons and the signature line will appear once you select Approve & Sign.

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: 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 1st 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:



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.





MODULE D – Other Tasks (optional)

In addition to Rating and Approval tasks, there are other tasks that can be created and assigned to an individual in the system.

Before Ratings tasks can be in the form of acknowledgements. If before-ratings tasks are configured in a Program or individual evaluation, a user might be required to acknowledge the evaluation before rating can begin.

The task will appear in the Dashboard as Current as soon as the evaluation is Activated.

To complete the before-rating (acknowledgment) task, be sure to filter on the Sign box and select the icon or task title below the Task column:



The individual can sign and enter any comments to acknowledge the evaluation.



Once submitted the acknowledgment is recorded and the evaluation process continues. If no other before-ratings tasks are required, rating can begin.






NOTE: tasks can be added to evaluations while in any status (Draft, Not Started, Rating, Approval, etc.). However, the tasks will only appear as Current on the Dashboard once the evaluation is activated.

To complete the task, be sure to filter on the Other box and then select the icon or task title under the Task column:



Enter any comments and ensure the Task Status is set to Completed. Click Save.



The task is immediately moved from the Dashboard to Completed tasks. The evaluation process continues.



MODULE E – 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:  


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



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



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



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:



Repeat to add as many notes or attachments as necessary, throughout the evaluation process.

15 | Page

image4.jpeg
Evaluation Detail

5 b

pending pant cooy
Denny Chen evaluation

COMPENSATION MANAGER

General

Employee




image4.png
Activate Evaluation

You are about to resume the process of this evaluation. It will no longer be in
Draft status.

Do you wish to continue?





image6.png
Activate Evaluation

You are about to resume the process of this evaluation. It will no longer be in
Draft status.

Do you wish to continue?





image5.jpeg
Evaluation Detail

r=e

General

Content

Do |2

Thu. Dec. 31,2015 ~

P —

[~
[r——





image8.jpeg
Evaluation Detail

r=e

General

Content

Do |2

Thu. Dec. 31,2015 ~

P —

[~
[r——





image6.jpeg
9 Competency Section





image10.jpeg
9 Competency Section





image7.jpeg
@ st tor ot dohnsen 208

nen (@) oo Jobmson David ook Kty Clarkson

Scores for Sections





image12.jpeg
@ st tor ot dohnsen 208

nen (@) oo Jobmson David ook Kty Clarkson

Scores for Sections





image9.jpeg
You're almost don

By ccking cetity and submit,you confim that
yourrting i completeand accuste, once your

Kelly Clrton





image14.jpeg
You're almost don

By ccking cetity and submit,you confim that
yourrting i completeand accuste, once your

Kelly Clrton





image11.jpeg
NEOGOV ¥

P S 50

My Tasks =





image16.jpeg
NEOGOV ¥

P S 50

My Tasks =





image13.jpeg
NEOGOV 3

After Ratings

Ruben Studdard

Rating Summary

ovenivatng

First Approver

Goal Section

Curtil the ancess use of sk days

@ o caraon

Sat. Nov.15, 2014,

E———

P





image18.jpeg
NEOGOV 3

After Ratings

Ruben Studdard

Rating Summary

ovenivatng

First Approver

Goal Section

Curtil the ancess use of sk days

@ o caraon

Sat. Nov.15, 2014,

E———

P





image15.jpeg
® Dpeny o=

After Ratings

Ruben Studdard o e
RS First Approver Sat. Nov.15, 2014

Rating Summary.

@ o o

[

s
e

ovent

[ ——

@ o civon

@ o cooon




image20.jpeg
® Dpeny o=

After Ratings

Ruben Studdard o e
RS First Approver Sat. Nov.15, 2014

Rating Summary.

@ o o

[

s
e

ovent

[ ——

@ o civon

@ o cooon




image17.jpeg
After Ratings

ey Clarson o
Ratig Summary ——
I s Mgt

[ . RO

[— Goai forthe Yoar
‘Second Gol Section. =

core Competeny soction s
sob Spectte Factos
g





image22.jpeg
After Ratings

ey Clarson o
Ratig Summary ——
I s Mgt

[ . RO

[— Goai forthe Yoar
‘Second Gol Section. =

core Competeny soction s
sob Spectte Factos
g





image19.jpeg
= =)

4.00 out of 5.00 (81.88%) print print lank arche

General

DUE DATE
Thu. Dec. 31, 2015

Evaluation Name 2015 Evaluations
Type  Periodic

Archived  No

Employee
Position
Department

Division

Denny Chen
Compensation Manager
Town Administrators Office

Municipal Court




image24.jpeg
= =)

4.00 out of 5.00 (81.88%) print print lank arche

General

DUE DATE
Thu. Dec. 31, 2015

Evaluation Name 2015 Evaluations
Type  Periodic

Archived  No

Employee
Position
Department

Division

Denny Chen
Compensation Manager
Town Administrators Office

Municipal Court




image21.jpeg
NEOGOV

- ‘ &





image26.jpeg
NEOGOV

- ‘ &





image23.jpeg
NEOGOV ¥ »

Before Ratings

Scotty Mecreer S
2 i 2016 Evaluation Fri. Apr. 15, 2016

Content

Duties & Responsibilities

s B e

 ower nepomiiin g gt




image28.jpeg
NEOGOV ¥ »

Before Ratings

Scotty Mecreer S
2 i 2016 Evaluation Fri. Apr. 15, 2016

Content

Duties & Responsibilities

s B e

 ower nepomiiin g gt




image24.png
Add Tasl

Assoncopo. [ emiosee .
rooseperson | st emporee
e |

Description

Due Date Wed, December 03, 2014

Emsil Notfications




image30.png
Add Tasl

Assoncopo. [ emiosee .
rooseperson | st emporee
e |

Description

Due Date Wed, December 03, 2014

Emsil Notfications




image25.jpeg
NEOGOV ¥ eer

Sroomes Pt s « Uiy« Sodtom < Ao« Tamesr  Seo3t + 0

My Tasks v





image32.jpeg
NEOGOV ¥ eer

Sroomes Pt s « Uiy« Sodtom < Ao« Tamesr  Seo3t + 0

My Tasks v





image26.png
Task Detail

Title

Mid-Year Meeting for Scotty’s Evaluation

Related to
Scotty McCreery (2016 Evaluation)

Due Date
12/03/2014

Update status from Current to

Completed ~

Comments

Met on 9/29/16





image34.png
Task Detail

Title

Mid-Year Meeting for Scotty’s Evaluation

Related to
Scotty McCreery (2016 Evaluation)

Due Date
12/03/2014

Update status from Current to

Completed ~

Comments

Met on 9/29/16





image27.png
No items to display

Denny Chen
COMPENSATION MANAGER

\QUESTION SECTION | TEXT oNLY @

For Employees Only

+ Add tems.

Employee cription
Performance
What are you most proud .. x
Reports
org Chart (
I — /)
—
Manager

. Process +Add Task





image36.png
No items to display

Denny Chen
COMPENSATION MANAGER

\QUESTION SECTION | TEXT oNLY @

For Employees Only

+ Add tems.

Employee cription
Performance
What are you most proud .. x
Reports
org Chart (
I — /)
—
Manager

. Process +Add Task





image29.jpeg
Add Note/Attachmei

Note

Attachment © + Attachment

Private Note




image38.jpeg
Add Note/Attachmei

Note

Attachment © + Attachment

Private Note




image30.jpeg
Add Note/Attachment

@ rietrons

G-

e

[P

8 Domions

v

ey

Attachment

& towou)

Wou

in

b s o 41

4 EXO Tt Dcumtio
i pe e oSS

b et

i sespes

A

st

p—

4 5063 CaLcsmmABNTATON Cos.
¥ e





image40.jpeg
Add Note/Attachment

@ rietrons

G-

e

[P

8 Domions

v

ey

Attachment

& towou)

Wou

in

b s o 41

4 EXO Tt Dcumtio
i pe e oSS

b et

i sespes

A

st

p—

4 5063 CaLcsmmABNTATON Cos.
¥ e





image31.jpeg
Add Note/Attachm:

Note

2]

Dontwant to forget. on 8129/15.

Attachment © + Attachment





image42.jpeg
Add Note/Attachm:

Note

2]

Dontwant to forget. on 8129/15.

Attachment © + Attachment





image32.png
No items to display

\QUESTION SECTION | TEXT oNLY @

For Employees Only

+ Add tems.

What are you most proud . x

+ Add Notes & Attachments

‘Yvonne Rodriguez 09/30/2015

‘Yvonne Rodriguez 09/30/2015





image44.png
No items to display

\QUESTION SECTION | TEXT oNLY @

For Employees Only

+ Add tems.

What are you most proud . x

+ Add Notes & Attachments

‘Yvonne Rodriguez 09/30/2015

‘Yvonne Rodriguez 09/30/2015





image1.png
NEOGOV™

Expect more.”




image2.jpeg
(el

CALIFORNIA STATE UNIVERSITY

SAN BERNARDINO

Human Resources





image3.jpeg
Evaluation Detail

5 b

pending pant cooy
Denny Chen evaluation

COMPENSATION MANAGER

General

Employee




