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Introduction

The following is a step-by-step User Guide to walk you through the Supervisory role in the NEOED Perform
evaluation process for MCC APT Employees. To avoid pitfalls and corrections later, we strongly encourage you to
follow this reference guide.

Disclaimer: Please note that the screenshots included in this Guide are for illustrative purposes only. The content
and due dates may be different than what you see in NEOED Perform.

The NEOED Perform Process
As of June 2024, the APT Employee Performance Plan cycle runs from June 1 — May 31.

1. All APT Employees will be rated on several core competencies. (The Supervision/management competency
will not apply to everyone.) Please note that the core competencies may be modified from year-to-year.

Planning, Organizing, and Coordinating

Interpersonal Relations and Communications

Problem Analysis and Decision Making

Organizational Commitment and Adaptability/Professional Contributions and Accomplishments
Supervision/management

JOB DUTIES

2. The “Job Duties” competency relates to how well the employee fulfills their job duties as described in their
official job description. The Employee will not need to enter job duties, as you and the Employee will be
able to access the job description in Perform.

3. The employee will enter two goals which must be approved by you. The employee will sign off on their
goals after you have approved them. The goals setting and approval process should be completed within 30
days of the beginning of the evaluation period (or of the start date of a new Employee).

4. In Late November, you will complete a “Mid-Year Progress Review Check-in” for the employee to document
their progress toward meeting their goals and the expectations of the core competencies (this step may not
apply to new hires, depending on when they started).

5. In April, the Employee will complete an “End-of-Evaluation-Cycle Goals Progress Update Check-in” to
document their progress in achieving their evaluation goals. You will be able to reference this information
when completing their goals ratings.

6. When you have completed rating the Employee on each competency and goal, you will assign an overall
rating. You must provide comments elaborating on each rating you assign. When you have completed the
evaluation, you will submit it to your Supervisor for review and approval.

7. After your Supervisor (the Employee’s Second-level Supervisor) has reviewed and approved the ratings and
comments you entered, you will sign off on the evaluation. When this signature step is completed, the
ratings will immediately be viewable by the Employee. You may then review the evaluation with the
Employee.



The NEOD Perform Process, continued:

A summary of the steps and timeline of the NEOED Perform process follows. The remainder of this guide will go
into detail about how to complete each step.
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Account Activation

If you are new to NEOED Perform, you will be sent an email from NEOED to activate your account. A username will
be provided in the email, but you will need to set your password. Your username will either be your MCC email
address or your firstname.lastname. Note that activation links are good for five days. If your activation link has
expired or you need to reset your password, contact MCC’s NEOED Administrator. After your account is activated,
go to www.neoed.com for future logins.

NEOED Dashboard

Once you log in to NEOED, please become familiar with the Perform dashboard. The dashboard will show an
overview of any tasks due (or overdue) for you and your Direct Reports, provide quick access to write a journal entry
(described later), provide access to your current evaluation, and list your Manager and Direct Report(s).

# Dashboard Dashboard
= Tasks
& People Tasks View All (1) Quick Actions
) To-Do (f Overdue (0) & Write a Journal entry >
¥ Performance
%] Onboard View my tasks related to: Al Myself My Direct Reports Others ‘ )
& View my current evaluation >
J{il Reports
[5) PERFORMANCE - EVALUATION Due 06/29/24
TE  Sign APT Employee Performance Planning and Evaluation for Test Employee
For Test Employee « APT Employee Performa Planning and Evaluati
or Test Employe: mployee Performance Planning and Evaluation People View Team

MY MANAGER

J¢ Jane Fries

MY DIRECT REPORTS

e Test Employee 0 Overaue Tasks

Employee Goals Approval

At the beginning of the APT evaluation cycle, which begins June 1, your Direct Reports will be asked to enter two
goals. The entire goal setting process and Supervisor approval should occur within 30 days or less. (Note that
Employees starting after June 1 will also have 30 days from the date of their Perform activation to establish their
goals.)

After an Employee enters their two goals, you will see a To-Do task show up on your dashboard indicating that you
have something to sign. Your first task will be to sign off on your Direct Report’s goals.

Tasks View All (1)
To-Do (1) Overdue (0)
View my tasks related to: ~ All Myself My Direct Reports Others
[5} PERFORMANCE . EVALUATION Due 06/29/24

TE AF’T Employee Performance Planning and Evaluation for Test Employee

For Test Employee « APT Employee Performance Planning and Evaluation


http://www.neoed.com/

Employee Goals Approval, continued:

Please note that all signature steps in the Perform process read the same. “Sign” notifications do NOT identify
what step the signature is for. Click on the link associated with the task.

After clicking the link, you will see an “Acknowledgement Form.” Note that the due date listed is NOT the due date
for completing this step, it is the date when the entire evaluation process will conclude. On this page, the first thing
you will see is the Competencies section that ALL APT staff will be rated on.

Acknowledgment Form Go 19 Evalugtion Details >
TE  TestEmployee APT Employee Performance Fri. May. 31, 2024 o]
Test Position
Planning and Evaluation sign
Content
SECTIONS Collapse All Sections ~
COMPETENCIES Section.

GoALs

If you are a supervisor, you will be rated on all six of the following competencles. Non-supervisors will not be rated on the “supervision/management” competency. For the competency relating to fulfilling your job dutles, please
raference your official job description, which should be attached to your NEOED Perform Employee profile. If It is not there, contact Human Resources and request that they add 110 your profile or provide you with a copy. DO
FULEEERNE NOT EDIT ANY OF THE COMPETENCIES IN THIS SECTION OR ADD ANYTHING FROM THE BUILT-IN COMPETENCY LIBRARY. SKIP TO THE NEXT SECTION TO ADD YOUR GOALS.

To what extent does employee develop goals, ebjectives, plans. and
Drocedures: set priorities, schedules and Geadlings 10 avert Crises; Mantain

Plsnning. Organizing. and Coordinsting records, forms, Bnclor documents; prenare project costs estmates and
justified budget requirements: coordinate with others 10 estabiish and
implement pians; and maintain fiexibilty 10 meet changes?

To view the goals, you can click on the “Goals” section tab on the left to jump to them, or simply scroll down the
page. If you approve the goals as written, click on the Sign button in the upper right corner of the page.

TE 'Tl'esip Employee APT Employee Performance Fri. May. 31, 2024
est Position
Planning and Evaluation

Content
secTions ‘GOAL SECTION | 3 LEVEL RATING (NON-SCORED)
COMPETENCIES GOALS
List TWO specific and measurable GOALS. Click "Add Goals; then select the LAST option in the drop-down box, "New Goal” ListMay 31 as the Due Date. Name the goal, then select the "goal category” that best fits your goal (these catagories
coals relate to the MCC Strategic Plan). Next, add goal detalls In the description box. When you are finished entering your first goal, add a second one. When both are emtered, click the green "Submit Content” button. Your supervisor will review your

goals. If edits are needed, they will contact you outside of NEOED (emall, phone, efc) to request that you make revisions. Once your goals are acceptable, your supervisor wil sign off on them. You will then sign off on your goals. The goal seting
process should be completed within 30 days of starting the appraisal cycle. Supervisors will complete a "mid-year check-In” on goal progress for employees completing a full year appraisal cycle. In April, you will provide a goal progress update.

_

Goal #1 Sample This is where the goal is described in detail. 05/3112025

ALL SECTIONS.

This is where the goal is described in detail. This added
Goal #2 Sample 05/3112025
textis anedi.

If you feel edits are needed to one or both goals, DO NOT sign and contact the Employee OUTSIDE OF THE NEOED
PERFORM SYSTEM (e.g., phone, email, in-person) and discuss the changes that you would like the Employee to
make to their goal(s). Employees have been provided with instructions on how to access and edit their goals.

Once the Employee has edited their goal(s), you will receive an email notifying you. You can also check at any time
to see if the updates have been made by going back to your dashboard and clicking on your “Sign” task that is due.
Follow the same steps as described above to view the goals. If the goals are now acceptable, go to the top right of
the page and click on the “Sign” button.

If further edits are needed, contact the Employee again outside of the NEOED system and ask them to make
additional changes.



Employee Goals Approval, continued:

Once you click the “Sign” button in the Acknowledgement Form, you will see a comment box and a final “Submit”
button.

Slgn Cancel

Comments

Comments relating to the goals for the appraisal period

Please sign your name below

T est Mavager

Test Manager May 14, 2024

Auto-generate  Draw signature

Once you have signed off on the employee’s goals, you will show “zero” tasks due on your dashboard. The
employee will receive a “Sign” task as a final acknowledgement that their goals have been set and approved.

Editing an Employee’s Performance Plan

After you have signed off on the Employee’s goals, you will be returned to an overview page of the Employee’s

Performance Plan. You can print a copy of the competencies and goals. You may need to enable pop-ups so you can
print.

If you need to make further edits to the employee’s goals at any time before ratings, you have the capability to do
so by clicking the “Pause” button. Access this page by clicking on the employee’s name under the Direct Reports
section of your dashboard. Then click on the Performance Tab and the link to the employee’s current evaluation.

APT Employee Performance Planning and Evaluation
Due Date: Fri. May. 31,2024

[ S Primt v (I () Pause D[ [3] Launch Survey

EVALUATION DETAILS ScoRES EMPLOYEE DETAILS
Current Status: Before Ratings (OVERALL RATING Position: Test Posltion
Type: Periodic Pending Department: Deparment for testing only
@
Content Process
@ COMPETENCY SECTION | 2 LEVEL RATING (N/A] - NGN-SCORED

ted on all six of the follov
your official i hould be attached to youl rform Emp
COMPETENCIES IN THIS SECTION OR ADD ANYTHING FROM THE BUILT-IN CON

supervision/management” competency. For the competency relating to fuffilling your job duties, please reference
her uman Resources and request that they add It to your profile or provide you with a copy. DO NOT EDIT ANY OF THE
TO THE NEXT SECTION TO ADD YOUR GOALS.

_

Planning, Organizing, and Coordinating

Towinat extent does employee develop goals, objectives, plans, and procedures; et priorities, schedules and deadines o &vert crises; maintain records, forms, andor decum.

Relations and C

To wihat extent does employes maintain smeoth werking relations, support, and respect of ethers; demonstrate tact and diplomacy in negetiations or confrontatiens with cthers.

Problem Analysis and Decision Making Towinat extent does employee identify and define potential and real problems: obtain facts before making decisions; seek input from others when appropriate: consider and/or.

o C and i [ and Acc

Towinat extent does employee possess knowledge of established policies and procecures and apply them Consistently; Comvey a positive and professional image of the colleg.

Supervision/management To winat extent doss the employes ffectively MaNBge PErSONNE] BNd DTS ESOUTCES 1o SCTieve qUaly BUICOMES; EOMMUNICSLE EXPECtations; provids Uining 8nd SUBPOt; i

JOB DUTIES Towihat extent does the employee demonstrate the necessary skills. knowledge, and competency to successfully perform the duties and responsibilities listed in the position's

© GOAL SECTION | 3 LEVEL RATING (NON-SCORED)



Editing an Employee’s Performance Plan, continued:

After clicking the Pause button, you will see the following:

®

You are about to place this evaluation

into Draft status, and Process will be
paused.

Do you wish to continue?

Click the “Continue” button to place the Performance Plan in draft status.

Make sure you are viewing the CONTENT (not PROCESS) tab. If you scroll to the “Goals” section, you will see that
you can edit a goal (using the pencil icon), delete a goal (using the “x”), or add a goal with the +Add Goals button.

7' GOAL SECTION | 3 LEVEL RATING (NGN-SCORED) T Aod Godls
List TWO specific and measurable GOALS. Click "Add Goals” then select the LAST option In the drap-down box, "New Goal” List May 31 as the Due Date. Name the goal, th ctthe "goal category” that best fits your
goal (i e d enter| \m your first goal, add a second one.
Content” bl | contact you o (emaill, phone, EIC 10 request that you make revision: 1 ,
'mid a'chec«ln on go

e(l within 30 days of starting the appraisal cycle. Supervisors will complete

will sign off on them. ) g The goal seulnq pro hould be com
employees completing a fu ear:pgr Isal cycle. In April, you will provide a goal progress update.

05/312025

Goal #1 Sample This Is whers the goal is descrined in detail

[
X

Goal #2 Sample This is where the gosl is described in detail. This added text is an edit. 0% 05/312025

IMPORTANT: Once you are done editing goals, you must take the evaluation out of draft status by clicking the
START BUTTON at the top of the page. If you leave it in Draft Status, the evaluation process will not continue.

[E] Print ~~ ‘ ‘ @ Start

When you click “Start,” you will see the following. Click the “Continue” button.

®

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

Do you wish to continue?




Journal Entries

As you monitor the Employee’s progress toward meeting their goals, you can use the journal entry feature to keep
track of accomplishments or concerns. To create a journal entry, go to your dashboard and click on “Write a Journal
entry” under “Quick Actions” in the upper right corner.

NEOED 32 Dashboard (Q Search Get the Mobile App [] INTHEZE .m

Dashboard Dashboard

>

Tasks

People Tasks View All (0) Quick Actions

@ Perfc % Write a Journal entry >
'erformance .

Onboard o
“ 0 & View my current evaluation >
il Reports = °

%o

You have zero tasks to do!

Check back later for any new tasks. People View Team

MY MANAGER

s Jane Fries

MY DIRECT REPORTS

TE  Test Employee 0 Overdue Tasks

Where it says, “Who is this entry about?” start typing the employee’s name or click the down arrow to view the
options. (Note that you can also write journal entries about yourself.)

Write a Journal Entry
[ Start typing here to find an employee ~ I

Journals can also be created by sending an email to
Journals@neoed.com. The email subject should be the employee's
full name. One attachment can be included (5SMB max and
supported types: pdf, xls, xIsx, ppt, pptx, potx, doc, docx, txt, rtf,
bmp, gif. jpe, jpeg. jpg. png, tif, tiff, wp. wpd, csv, zip.)

In this example, the “Test Employee” will be selected.

Write a Journal Entry

* Wheo is this entry about?

Start typing here to find an employee v
Name Employese # Department Division
Test Manager TestManager Department for
testing only
Test Employee TestEmployee Department for
testing only



Journal Entries, continued:

Write your journal entry in the “New Entry” text box, and then select whom you wish to share it with. Ifiit is only
for your viewing, select “Manager.” If you wish to also share it with the Employee and/or your Supervisor
(Manager’s Manager), click the applicable boxes, as well. Note that you can link the journal entry to a specific goal
or competency by typing “@” then the name of the goal or competency in the text box. When you are done with
the entry, click, “Submit Journal Entry” at the bottom right.

Write a Journal Entry Close
TE Test Employee @
v
Past Entrles
B /i U A&t &= T =M e D E = i

This Is & Journal entry written by the Supervisor about the Test Employee. Itis
shared with the Manager, meaning that only the Supervisor can see the entry. It1s
also tagged with Goal #£2 Sample because the journal entry relates to that goal.

Journal entries can be tagged with competencies, as well.

Press Alt + F10 to move 10 the toolbar. Press ALT + O for Help.

Drraft Autosaved on 514/2024, 322652 PM

user at a time.

Did you know? You can tag your journals with Competencles and

-

Goals from recent/upcoming evaluations by typing "@" along
with the name of the Item. Tagging Is only applicable for one

| Who do you want 1o share this entry with?

[] Employee
T
Manager(s) {1

[] Manager's Manager

Discard Draft l [ Keep as Draft l

Submit Journal Entry




Journal Entries, continued:

After returning to the dashboard, you can view your journal entries by clicking the “Performance” section on the
left, followed by the “Journal Hub” tab. In this example, you would see the following:

# Dashboard Performance
= Tasks Overview My Evaluations My Team's Evaluations Goals
=, People

Journal Hub for

¥ Performance

Myself ~ ]

[§] Onboard

4l Reports

Pending (0) Archived (0) All Drafts (0)

Note that “(0)” entries appear under the Current, Pending, Archived and Drafts tabs. This is because the Journal
Hub defaults to journal entries the Manager wrote about themself (“Myself”).

To see the journal entries written about an Employee, click on the drop-down box and select their name (in this
example, “Test Employee.”) Once the Employee’s name is selected, any journal entries written by you about the
Employee or entries the Employee wrote about themself will appear. The first example below shows a journal entry
the Manager wrote about the Employee, and an . It is marked private, which means the Employee cannot see it.

Performance
Overview My Evaluations My Team's Evaluations Journal Hub Goals
Current (2) Archived (0) Drafts (0)
I [l Sort ] I & Actlons v
1record(s) are selected. Select All 2 records H Clear Selection I

Journals can also be created by sending an email to journals@neoed.com. The emall subject should be the employee's full name. One atachment can be Included (SMB max and supported
types: pdf, xIs, XISX, ppt, pptx, potx, doc, docx, It rtf, bmp, gif, jpe, Jpeg, Jpg. png, f, iff, wp, wpd, csv, zIp)

Sort: Update Date - Newest First

ABOUT

reated Today - Edited Today

Test Employee

D This Is @ journal entry written by the Supervisor about the Test Employee. Itis shared with the Manager, meaning that only the Supervisor can see the
entry. Itis also tagged with Goal £2 Sample because the Journal ents es 10 that goal. Journal entrles can be tagged with competencies, as well.
ABOUT TE TestEmployee Created 04/23/24 - Edited 04/23/24 2 Shared
Od Test Employee This Is a sample of adding a new Journal entry. You can also click on "Past Entrles” If applicable
TE

To share this entry, the Manager can click on the down arrow by “Private” and enter the name of whom they would
like to share it with. The “Private” designation will change to “Shared.”

ABOUT ™ TestManager Created Today « Edited Today B Private
Test Employee ; . " W *
—= ’ This Is & journal entry written by the Supervisor about the Test Employee. It1s shared with the Manager, meaning thatonly(C %  Share Entry
Test Position entry. Itis also tagged with Geal #2 Sample because the Journal entry relates to that goal. Journal entries can be taggeq

10



Journal Entries, continued:

The second journal entry in this example was written by the Test Employee about themself and was shared with the
Test Manager.

AEOUT Created Today - Edited Today

[l Test Employee

g This is a sample of adding a new journal entry. You can also click on "Past Entries," if applicable.

Test Position

Both the Manager and Employee can write journal entries throughout the evaluation process and decide each time
whom to share (or not share) the entry with.

Mid-year Progress Review (Conducted by Supervisor)

The next step in the Performance Plan is to conduct a “Mid-Year Progress Review Check-in” to document the
Employee’s progress in meeting their Performance Plan’s competencies and goals. (Note that this step may not be
included for Employees that started employment late in the evaluation cycle.)

On your dashboard, you will see a “To-Do” task titled “Supervisor Completes Performance Plan Mid-Year Progress
Review/Check-in.”

Dashboard
Tasks View All (1)
To-Do (1) Overdue (0)
View my tasks related to: =~ Al -~ Myself My Direct Reports Others
B2 PERFORMANCE « CHECK IN Due 11/28/24

TE @ Performance Plan Mid-Year Progress Review/Check-

For Test Employee « Test Employee Testemployee APT Employee Performance Planning an...

Click on the task link.

11



Mid-year Progress Review, continued:

The Mid-year Progress Review includes two questions. You are required to answer Question 1, “Please list the
Employee’s progress toward meeting the Performance Plan’s core competencies and their goals.” Question 2
provides the opportunity to describe any changes you feel are needed to the Employee’s Performance Plan or goals.
If no changes are needed, type “Not applicable,” or leave Question 2 blank.

On the right side of the screen, you will see two tabs with resources to help inform the Mid-year Progress Review:
Journal Entries and Evaluation Content. In the Journal Entries section, you can review any journal entries written
about the Employee to this point, which can help you recall Employee accomplishments or concerns since the
beginning of the evaluation cycle. Be sure to select “Author: All” under Filters to see entries written by others.

Test Employee TestEmployee APT Employee Performance Planning and Evaluation (due// 2025 m
H Evaluation Check-In for Test Employee

DRAFT AUTOSAVED ON 10/31/2024 03:33:19 PM

Journal Entries | Evaluation Content
Please describe the employee's progress toward meeting the Performance Plan's core competencies and their goals. * —

- = = . =]| se dback Entries
B i UAFT T =T = H l
Fllters: | Author: Myself ~ Date: Past 12 Months. v
This Is a description of the employee’s progress toward meeting the Performance Plan's core competencies and the goals set by the employee.
i FRIOCT 25,2024 04:04 PM | TEST MANAGER

This is @ Journal entry written by the Supervisor about the Test Employee. It Is shared with the
Manager, meaning that only the Supervisor can see the entry. Itls slso tagged with Gosl #2
Sample because the Journal entry relates to the that goal. Journal entries can be tagged with
competencies, as wel

(5] Add to comment box

Press Alt - F10 to move to the toolbar. Press ALT + 0 for Help.

I applicable, list any changes to the employee's Performance Plan or goals.

B i U AT =MTteemha -

This Is where any changes to the Performance Plan would be described.

The Evaluation Content tab lists the Performance Plan’s core competencies, followed by the goals the Employee set.
You can click “Add to comment box” to add the content of a journal entry, competency, or goal to your Check-in
answers (the content can be edited further once added).

Journal Entries | Evaluation Content

Fliters:

ttem Type: All v l

Evaluations: Test Employee Test..

Test Employee TestEmployee APT Employee Performance Planning and Evaluation (d...

‘Competencies Due Date: 05/31/2025

COMPETENCIES

ITEM10F &
Planning, Organizing, and Coordinating

To what extent does employee develop goals, objectives, plans, and procedures; set priorities, schedules
and deadlines to avert crises; maintain records, forms, and/or documents; prepare project costs estimates
and Justified budget requirements; coordinate with others o establish and implement plans; and maintain
flexibil

—show more

=] Addte comment box v

ITEM2 OF 6

Relations and Ct

To what extent does employee malntaln Smooth WOrKINg relations, SUpport, and respect of others;
demonstrate tact and diplomacy In negotiations or confrontations with others; contribute t mainiaining the
level of employee morale and motivation; recognize work well-done by others; gain cooperation from others
when necessary;

~.show mere

[F) Add to comment box »

12



Mid-year Progress Review, continued:

Note that the information you enter when answering Question 1 (and 2, if applicable) will be seen by the
Employee. However, the Employee will not see any of your journal entries about them, unless you elected to share
the entries with them.

When you are done answering Question 1 (and 2, if applicable), click the “Publish” button in the upper right corner.
The Employee will immediately receive a “Sign” task, which grants them access to read the Mid-year Progress
Review.

Schedule a time to meet with the Employee in person to discuss the Mid-Year Progress Review. Be sure to discuss
performance concerns or changes needed to the Performance Plan (e.g., goals). If you feel edits are needed to their
goals, clarify whether you will make the edits in NEOED, or whether you would like the employee to do so. If you
will make the edits, follow the “Editing an Employee’s Performance Plan” instructions beginning on page 6 of this
Guide. If you would like the Employee to make the updates, they should follow the instructions on page 10 of their
User Guide.

Once the Employee has signed acknowledging receipt of the Mid-Year Progress Review Check-in, you will receive
notification to sign off on the Mid-Year Progress Review, as well.

Dashboard
Tasks View All (1)
To-Do (1) Overdue (0)
View my tasks related to: Al Myself Others My Direct Reports
[5) PERFORMAMNCE - EVALUATION Due 12/08/24

TE es: Employee TestEmployee APT Employee Performance Planning and Evaluation (...
For Test Employee « Test Employee TestEmployee APT Employee Performance Flanning an...

Click the Sign task link. An Acknowledgement Form will open listing the previous acknowledgement steps relating
to goals, as well as the Employee’s acknowledgement of receiving the Mid-Year Check-in. Any comments made by
the Employee about the Mid-Year Progress Review Check-in will be shown.

Acknowledgment Form 60 10 Evaluation Details
EVALUATION NAME DUE DATE =
TE Test Employee Test Employee Sat. May. 31, %
Test Position
TestEmployee APT 2025 Sign

Employee Performance
Planning and Evaluation

(duef/ 2025)
Acknowledgers
™ T M Status Status Date Comment
est Manager Acknowledged Frl. Oct. 25, 2024 3:54:27 PM Comments relating to the goals for the appralsal perlod.
e T E I Status Status Date Comment
st Employee Acknowledgecd Fri. Oct. 25, 2024 416:35 PM Employee comments acknowledging that they have established thelr goals for the appralsal
petlod and that thelr supervisor has approved them.
T E I Status Status Date Comment
iE est Employee Acknowledged Thu. Oct. 31, 2024 4:08:10 PM This Is where the employee writes any comments regarding the mid-year progress check-In

completed by thelr supervisor.
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Mid-year Progress Review, continued:

If you wish to review the Mid-year Progress Review Check-In you wrote, scroll to the bottom of the page, or jump
directly to the Check-in section by clicking on the “Check-in Forms” tab on the left side of the page.

Content
SECTIONS CHECK-IN SECTION | TEXT ONLY
COMPETENCIES Check-In Forms
GOALS

By Test Manager

Check-In Forms

Test Manager

ALL SECTIONS

Please describe the employee's progress toward meeting the Performance Plan's core competencies and their goals.

= Thisisa description of the employee’s progress toward meeting the Performance Plan's core competencies and the goals set by the employee.

If applicable, list any changes to the employee's Performance Plan or goals.

[=! This is where any changes to the Performance Plan would be described.

When you are ready to sign off on the Mid-year Progress Review Check-in process, go to the top of the page and
click the “Sign” button.

The following box will appear. Enter any comments in the box provided, then click “Submit.”

Sig n Cancel m

Comments

Write comment here...

Please sign your name below

T est Manay&r

After the Mid-Year Progress Review Check-in is completed, continue to monitor the Employee’s progress in meeting
their Performance Plan’s expectations and goals. Continue to enter Journal Entries about their performance, if
desired. The next step will be for the Employee to provide an End-of-Evaluation-Cycle Goals Progress Update
Check-in, which is due April 30.
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End-of-Evaluation-Cycle Ratings

Once the Employee has completed an End-of-Evaluation-Cycle Goals Progress Update Check-in, you will receive a
task notification to complete the Employee’s performance ratings, which are due by May 21.

Tasks

To-Do (1)

View my tasks related to:

5%¢ PERFORMANCE . RATING

View All (1)

v Myself Others My Direct Reports

Due 05/21/25

T Rating For Test Employee's Test Employee TestEmployee APT Employee Per...

For Test Employee « Test Employee TestEmployee APT Employee Performanc...

When you are ready to start the ratings process, click on the Rating Task. The ratings process for the Employee’s
Performance Plan will open. You will see a summary of the three rating sections in the column on the left:
Competencies, Goals, and Overall Rating. The Summary tab displays an overview of the entire evaluation.

Test Employee
TEST POSITION

TE

SECTIONS
COMPETENCIES
GOALS

Overall Rating

= Summary

Competency Ratings

() Test Employee TestEmployee APT Employee Performance Planning and Evaluation (due// 2025)
\_/

COMPETENCY SECTION | 3 LEVEL RATING (N/A) - NON-SCORED

COMPETENCIES

If you are a supervisor, you will be rated on all of the following competencies. Non-supervisors will not be rated on the "supervision/management” competency. For the com
official job description, which should be attached to your NEOED Perform Employee profile. If it is not there, contact Human Resources and request that they add it to your f
OF THE COMPETENCIES IN THIS SECTION. SKIP TO THE NEXT SECTION TO ADD YOUR GOALS.

Planning, Organizing, and Coordinating

F 1o comment

The Competencies Section is displayed first. This is where you will rank the Employee on the core competencies
that appear on all APT Performance Plans. Note that you will be able to mark the Supervision/management
competency as “Not Applicable,” (N/A) if needed. This is the ONLY competency for which you may select N/A. You
must rate all other competencies and include comments relating to each one. To begin rating the Employee, click on
the first competency. (In this example, “Planning, Organizing, and Coordinating.”)
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End-of-Evaluation Cycle Ratings/Competency Ratings, continued:

After clicking on the first competency, a screen will open for you to rate the Employee. Note that a description of
the competency is included. On the left side of the screen, you will see four rating options: Exemplary,
Commendable, Needs Improvement, and N/A. To view a definition of the ratings, click on “show descriptions.”

On the right side of the screen, you can view Journal Entries (if any) and Employee/Manager “Check-in” Entries. The
Manager’s Check-in information will contain the Mid-Year Progress Review you wrote. The Employee Check-in
information will include the Goals Progress Update the Employee submitted. You can access these resources to help
you formulate your ratings and write comments. You can also access the employee’s job description using the “Job
Description” button.

coMPETENCY SECTION —

COMPETENCIES

9

wesall Rating Not Avaliable I [ Job Description 1

) [2] seorcn ecaback enres ]

Planning, Organizing, and Coordinating e S Expand

To what extent does employee develop goals, objectives, plans. and procedures: set priorities, schedules and deadiines to avert crises: maintain records, forms. and/or documents; prepare project costs estimates and

Checkiin Entries - Test Employce 1 entries Expand

ustified budget requirements; coordinate with others to establish and implement plans; and maintain flexibility to meet changes?

Expand

Check-in Entries - Test Manager 2 entnes
* Figios are required.

RATING SCALE * (2] commenTs

B,gm.:?*—.fmc—:

) Exemplary
) Commendable
() Needs Improvement

) NA

Viewing Journal Entries or Check-ins During the Ratings Process

Following is an example of an expanded view of the journal entries. In this example, the “All” filter is selected. The

first entry was written by the Test Employee and shared with the Test Manager. The second entry was written by the
Test Manager but not shared with the Test Employee. You can click on “Add to Comment Box” to add the content of
the journal entry to the rating’s comment box, where it can be further edited.

Journal Entries 2 entries Collapse ~

Filters:| | Author: Al v ‘ ‘ Date: Past 12 Months v

7e FRIOCT 25, 2024 04:24 PM | TEST EMPLOYEE 2% SHARED

This Is a sample of adding a new Journal entry. You can also click on "Past Entries,” If
applicable.

EJ Add to Comment Box

Tm FRIOCT 25, 2024 04:04 PM | TEST MANAGER

This Is a Journal entry written by the Supervisor about the Test Employee. Itl1s shared
with the Manager, meaning that only the Supervisor can see the entry. It s also tagged
with Goal #2 Sample because the Journal entry relates to the that goal. Journal entries
can be tagged with competencies, as well.

EJ Add 1o Comment Box
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End-of-Evaluation Cycle Ratings/Viewing Journal Entries or Check-ins During the Ratings Process, continued:

Following is what the expanded Check-ins look like. Again, you can add the content to the rating’s comment box, if

desired.

Check-in Entries - Test Employee 1entries

‘ Select one

‘9]
0=
(1]
ki)
3

>

Describe your progress toward meeting the two goals you established for the
appraisal period. List specific examples. You may also state any other notable
achievements during the appraisal period.

TE Test Employee
10/31/24, 5:09 PM

This is where the employee writes an update on how they achieved their two goals
and lists other notable achievements during the appraisal period.

E Add 1o Comment Box

Check-in Entries - Test Man@

‘ Select one

‘9]
0=
(1]
ki)
3

>

Please describe the employee's progress toward meeting the Performance Plan's
core competencies and their goals.

™ Test Manager
10/31/24, 3:59 PM

This is a description of the employee's progress toward meeting the Performance
Plan's core competencies and the goals set by the employee.

E Add to Comment Box

If applicable, list any changes to the employee's Performance Plan or goals.

™ Test Manager
10/31/24, 359 PM

This is where any changes to the Performance Plan would be described.

E Add to Comment Box

When you are ready to rate the competency, select the corresponding button. In the following example, a
“Commendable” rating has been selected. Comments explaining why you selected the rating are mandatory for
competencies, goals, and the overall rating.

Planning, Organizing, and Coordinating
To what extent does employee develop
qgoals, objectives, plans, and procedures; set priorities, schedules and deadlines to avert crises; maintain records, forms, and/or documents; prepare project costs estimates and Justfied budget requirements;

coordinate with others to establish and implement plans; and maintain flexibility 1o meet changes?

* Fields are required.

Show descriptions »
@ Exemplary
This is where the supervisor describes why the rating was given for this competency.
° Commendable

@ Needs Improvement
©m

B i U A& = = = i @ —
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End-of-Evaluation-Cycle Ratings/Competency Ratings, continued:

Click “Next” in the upper right corner to continue. The next competency, (in this example, “Interpersonal Relations
and Communications”) will appear. Select the rating for this competency and add the required comments.
Continue this process until you are finished rating all the competencies. You can also click “Previous” to go back and
edit an earlier rating, or close and continue later.

compETENEY SECTION

¢  COMPETENCIES

Guarsil Rating Not Available £46b Doscription

» H[ Search Ferdback Eniries

Interpersonal Relations and Communications

Journal Entries 1entries Expand ~
To what extent does employee maintain smoath working relations, support, and respect of others; demonstrate tact and diplomacy In negatiations or confrontations with athers; contribute to maintaining the level of Chockin Entrics - Tost Employas 1 entries Expan o
employee morale and motivation; ell-done by others; gain cooperation from others when necessary; maintain accessibility 1o others and responds to their needs and concems; seek and
consider ideas from others on Issues that affects them: prepare wiritten documents which are complete, clear and understandable: communicate to provide or exchange information; keep others informed; perform as & Chackein Entries - Tost Manager 2 entries Expand il

team player?

* Fieids are required.

RATING SCALE * [E] COMMENTS *

° Exemplary

(") Commendable

() Meeods Imprevement

(<) na

Note that the final competency you are asked to rate is “Job Duties.” This competency relates to how well the
Employee has performed their duties as described in their job description. Please reference the Employee’s job
description when completing the “Job Duties” rating. See the instructions on the next page about how to locate
the employee’s job description in NEOED Perform.

COMPETENCY SECTION

@  COMPETENCIES

Overall Rating Not Available

To what extent does the employee demonstrate the necessary skills, knowledge, and competency to successfully perform the duties and responsibilities listed in the position’s job description?

* Fields are required.

RATING SCALE * (D Rating is required. [Z] COMMENTS

Show descriptions >

B i U A F T = M & —
@ Exemplary
@ Commendable
@ Needs Improvement
@ NA
Characters : 0
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End-of-Evaluation-Cycle Ratings/Competency Ratings, continued:

Accessing the Employee’s Job Description

Finding the Job Description During the Ratings Process

You can access the Employee’s job description through NEOED by clicking on the “Job Description” button in the
upper right of the page. This method of accessing the job description is only available during the ratings process.

‘ &) Job Description l

» [% Search Feedback Entries ‘

Journal Entries 1 entries Expand s
Check-in Entries - Test Employee 1entries Expand ~
Check-in Entries - Test Manager 2 entries Expand ~

When you click on the “Job Description” button, the job description should appear in the right column of the rating
section. Note that the NEOED platform does not retain the original formatting of the job description. If no job
description is shown, it may not be loaded into NEOED Perform. Check with the Human Resources Department to
get a copy and request that it be added to the position’s profile.

Job Description

JOB DUTIES Test Position

Description

0 WHAT EXIENt GoeS the emMpIoyee CEMONSITALe The NEcessary sKills, knowledge, nd Competency 10 SUCcessiully perform the dUUES 8nd rESPONSIBATIES ISIEX IN T POSIBON'S J0b JESCrIpLD Thas 15 where tha job-descriaton s dispiayad

RATING SCALE * (D) Rsting s requive (5 COMMENTS

p B i UMMFF =M0mae -
(V) Exemplary

() commendasie

() Needs improvement

() nin

This is an excellent time to do a review of the Employee’s job description and note any updates that are
warranted. If revisions are needed, work with the Employee to make the adjustments. Submit the revised
version to the HR Department and ask them to make sure the job description is updated in Perform for future
reference.
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End-of-Evaluation-Cycle Ratings/Competency Ratings/Accessing the Employee’s Job Description, continued:

Finding the Job Description in the Employee’s Profile

A PDF or Word version of the job description should be attached to the Employee’s profile, where either you or the
Employee can access it at any time. To use this method of accessing the job description, go to your dashboard. You
will see your Direct Reports listed in the lower right corner.

NEOED i pashboard | Q Search 8 & () ceremimvy
# Dashboard Dashboard
= Tasks
s People Tasks View All (Q) Quick Actions
& Write a Journal entry »
¢ Performance
il Repors 9 ) .
h T & View my current evaluation >
You have zero tasks to dol
Check back later for any new tasks People View Team
MY MANAGER

pc Deborah Coates

MY DIRECT REPORTS
€c Chelsea Crandall 0 Overdue Tasks
GF Gavin Fitzgerald 0 Overdue Tasks
76 Tahais Guerrero-Rocha 0 Overdue Tasks

Click on the name of the Employee whose job description you would like to view (in this example, Gavin Fitzgerald).
The page will default to the “Job” tab.

# Dashboard People / Gavin's Profile

= Tesks « Gavin Fitzgerald
5 reoe

@ Performance Job Performance

il Reports -

Click on the “Performance” Tab, where you will see a “Performance Documents” section that includes the
Employee’s job description. You can click on the link to download the document for viewing, printing, or saving
elsewhere.

Gavin Fitzgerald

GF
STEM Coach
Title 11l
Jop
Performance
- Performance Documents Upload
Performance Evaluations The maximum allowed file size is 20MB
201400- STEM Coach 11.22 pdf
E &
Current (1) Upcoming (0) Completed (0) Other (0) AllL(T) Uploaded on 03/12/2024 .
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Goals Ratings

After rating the Employee on the final competency, “Job Duties,” click next. You will then be asked to rate the
Employee on their achievement of the goals they set for the evaluation period. Just as with the competency ratings,
you may choose from “Exemplary, Commendable, or Needs Improvement” ratings (N/A is not an option).

veral Raing Not Awalisble fiJob Description

DUE DATE: 03/30/2028

Goal #1Sample Expang

Exeand

the goal s described in detail. This fs addibanal text showing an edit
Exgand

Exand

coMMENTS
B i U A FF =M e -

) Exempiary

) Commendatic

) Mesas improvemant

Employee End-of-Evaluation-Cycle Goals Progress Check-in

If you have not already done so, review the Employee’s Check-in describing their progress in attaining their goals for
the evaluation period. In the upper right corner, click on “Expand” or the down arrow next to “Check-in Entries”
pertaining to the employee.

£l Job Description ‘

> E” Search Feedback Entries |

Journal Entrles 1entries Expand v
@1 Entries - Test Employe—e@

Check-In Entries - Test Manager 2 entrles Expand v

Goal Progress Comments 0 entries Expand v

When the Employee’s Check-in entry is expanded, you can view how they responded to the question, “Describe
your progress toward meeting the two goals you established . . "

Check-in Entries - Test Employee 1 entries Collapse ~

Select one s

Describe your progress toward meeting the two goals you established for the
appraisal period. List specific examples. You may also state any other notable
achievements during the appraisal period.

TE Test Employee
10/31/24, 5:09 PM

This is where the employee writes an update on how they achieved their two goals and

lists other notable achievements during the appraisal period.

E‘ Add to Comment Box
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End-of- Evaluation-Cycle Ratings/Goals Ratings, continued:

Goals Progress Comments

NEOED Perform also has a “Goal Progress Update” feature built in. Employees can use the Goal Progress Update
feature at any time during the pre-rating portion of the evaluation cycle. These updates are OPTIONAL and can be
submitted in addition to (but not instead of) the End-of-Evaluation-Cycle Goal Progress Check-in Step. If the
employee uses this optional feature, they can indicate what percentage of the goal has been completed. If they do
not use this feature, the completion percentage will show as “0,” but that does not mean zero progress has been
made. Complete the Goal ratings based on the narrative in their Check-in Step.

If the employee entered any Goal Progress Update Comments, these can be found by accessing the “Goal Progress
Comments” in the upper right corner of the screen.

» = [ Search Feedback Entries
Journal Entrles 1entries Expand W
Check-In Entrles - Test Employee 1entries Expand ~
Check-In Entrles - Test Manager 2 entries Expand i

Goal Progress Comments O entries Expand ~

Completing Goals Ratings
When you are ready, select “Exemplary,” “Commendable,” or “Needs Improvement” as the rating for the Employee’s
first goal. Inthe comments box, describe why you selected the rating.

erall RaTng Not Avallable

DUE DATE: 05/30/2025

Goal #1 Sample

RATING SCALE =] COMMENTS *

B i UA===a@o -

(") Needs Improvement

When you are done rating the first goal, click “Next” in the upper right corner and rate the second goal.

Once you finish your comments on the second goal rating, you will see that the options in the upper right corner
have changed to “Previous,” “To Overall Rating” or “Close.”

—— .. |
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Overall Rating
When you are finished rating the competencies and goals and are ready to proceed to the overall rating, click “To
Overall Rating.”

(Note that the description under “Overall Rating” is provided for the Employee’s benefit about the evaluation
process.) When you have selected the Overall Rating and entered mandatory supporting comments, you can click
“Previous” to modify other sections or “Close” to finish. Selecting “Close” does not mean that the ratings have
been submitted.

EVALUATION OVERALL SECTION

% Overall Rating

7o Fatng Commendable f Job Description

«

Overall Rating

peginning

RATING SCALE * E1 COMMENTS *

) Exempiary

° commenassio

) Needs Improvement

After you have entered the Employee’s Overall Rating, made comments, and clicked “Close,” you will be sent to an
evaluation ratings overview page.

Ratings Overview and Final Edits

On the left side of the page, you will see that checkmarks have appeared in the Competencies, Goals, and Overall
Rating sections. This means that the ratings and comments have been completed. However, they have not been
submitted and you can still make edits to any of the ratings or comments at this stage in the process. To review
and/or edit, click on the pertinent section.

{ Go to Evaluation Detalls

Test Employee
TE £
TEST POSITION [ <« )
\ /

APT Employee Performance Planning and Evaluation

EVALUATION OVERALL SECTION | 3 LEVEL RATING (NON-SCORED)

Overall Rating

SECTIONS

COMPETENCIES '
In April, you will be asked to submit a goal progress update 10 your supervisor describing how you achievec

GOALS v assigned to all APT employees and the goals you set at the beginning of the appralsal cycle. Your will then I
"Needs Improvement” rating may require a Performance Improvement Plan.
Overall Rating 4

= Overall Rating
B Summary -
! This Is where the superviser enters comments about why the overall rating was selected.
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End-of- Evaluation-Cycle Ratings/Overall Rating/Ratings Overview & Final Edits, continued:

This example shows what you would see if you clicked on the “Competencies” tab.

e Test Employee __ APT Employee Performance Planning and Evaluation
TEST POSITION ( «© \‘|

SECTIONS COMPETENCY SECTION | 3 LEVEL RATING (N/A] - NON-SCORED

COMPETENCIES
COMPETENCIES v

If you are a supervisar, you will be rated on all six of the following competencles. |
GOALS NEOED Perform Employee profile. If It Is not there, contact Human Resources and
SECTION TO ADD YOUR GOALS.

Overall Rating
Planning, Organizing, and Coordinating

[l summary
Commendable = This 15 where the

Interpersonal Relatlons and Communications

Exemplary F‘Th\s Is where the

Problem Analysls and Declslon Making

Commendable =l This 15 where the

QOrganizational Commitment and Adaptabliity/Professlonal Contributlons and

Commendable 'v?| This Is where the

Supervislon/management
/A =

v— no comment

JOE DUTIES

Commendable =1 This 1s where the

Click on the competency you wish to edit. When done editing, click “Close” to go back to the overview page. You
can similarly click on the Goals section or Overall Rating section to make changes.

Planning, Organizing, and Coordinating

To what extent does employee develop
goals, objectives, plans, and procedures; set priorities, schedules and deadlines to avert crises; maintain records, forms, and/or doCUMENTS; prepare project costs estimates and Justified budget requirements; coordinate with others to establish and implement plans;
and maintain Tlexibility 1o meet changes?

* Fields are required

RATING SCALE * [E) COMMENTS *

Show descriptions >

— B i U AT T =T & —
() Exemplary

This Is where the supervisor describes why the rating was given for this competency.
° Commendable

| Needs Improvement
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Submitting Ratings

When you are ready to submit the evaluation, click the “Submit Evaluation” button in the upper right corner.

< G010 Bvsuaton Detals n,m.;m,c.m.u.
Tost Empioyee Provous Secton
e et

APT Employee Performance Planning and Evaluation

s EVALUATION OVERALL SECTION | S LEVEL RATING (NON-SCORED)

Overall Rating

COMPETENCIES
10 ApiL, you il be 8 goa peogn 10 your supervisor your goals. Aer TS SIep 15 COMIELS, your SUDEAISOr will (1€ you 01 your b performance. You wil be fated on the level of excelence you achieved In meetng each of the core competencies
GoaLs A APT the goals you set g of the Your wil Ten be asskned % of ratings v \dable. 81 Needs Improvement. Your Supervisor wil enter Comments 1o eladorate on te fatngs assigned. A
“Needs improvement” rating may require a Performance Improvemen Pisn
Overai Anting I
- Overall Rating
Summary

This s where the supervisor enters comments about Why the overall rating was selected

After clicking the “Submit Evaluation” button, the following will appear:

You're almost done!

By clicking certify and submit, you confirm that your rating Is
complete and accurate. Once your rating Is submitted, you
will no longer be able to make changes without administrator
assistance.

T est Mamgar

Do you wish to continue?

If you decide you wish to make further edits, click “Cancel.” If you are ready to submit, click “Continue.”

After clicking “Continue,” you will receive confirmation that the ratings have been submitted. Click “Close.” The
evaluation will now be sent to your Supervisor (the Employee’s Second-level Supervisor) for review. THE
EVALUATION MUST BE APPROVED BY YOUR SUPERVISOR BEFORE YOU DISCUSS IT WITH THE EMPLOYEE.

Success!

©

Your evaluation for TEST EMPLOYEE has been submitted.
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End-of-Evaluation-Cycle Ratings/Submitting Ratings, continued:

After clicking “Close,” you will be taken to an overview of the Employee’s evaluation. Note that while you are
awaiting your Supervisor’s approval of the evaluation, you will be able to see the ratings you gave. You will also see
that the “Current Status” is in the approval stage. However, the Employee will still see that their overall rating is
“Pending” and will NOT be able to view any ratings until your Supervisor (the Employee’s Second-Level Supervisor)
signs off on the evaluation, followed by a signature from you.

Test Employee TestEmployee APT Employee Performance Planning and Evaluation (due// 2025 )
Due Date: Sat May. 31, 2025

EVALUATION DETAILS scones EMPLOYEE DETAILS

Current Status: Approval Position: Test Position
pe Peoae Deparment: Depanmen fo testng anly
®
Coment Process
COMPETENCIES
e profile. I It 1s not there, contact Human Resources and request that they add it 10 your profile o provide you with a copy. DO NOT EDIT OR ADD TO ANY OF THE SECTION T

hems.

Planning, Organizing, and Coordinating To whal 181 G085 Bmplopie Bvelop guals, abjbetves, plons, 808 DIocedures, 361 PrCMIEs, SENEdUNS nd desdIes 1o S Crsas, mMaINBIN 1ecords, Tar Commendstie

Interpersonal Relations: and Communications mployes maintain smooth worldng relatians, support, and respect of others; demonsirate tact and diplomacy In negotistions or confront_ | Exemplary

Problem Analysls and Decision Making e does employee ety and define polential and real problems; obtaln facts before meking declsions, sesk Inpul from others when pprapriat Commendatie
and and o wnat e s empioyes possess knowieage of esiad &N proceaures ana apgly Them ConsISIenDy; Convey & POSIT nd Professionsi | Commenastie

Supervision/managemant Towhat extent does the empiloyee EffEctvely MBNage PErsonnel Bnd oMer TESOUTCES 10 BCTVEVE QU OLACOMES: COMMANICALE EXPECIATONS; Provice rain N

OB DUTIES o what extant does the empioyes demonsirate the necessary skis, knowledge, 8nd compatency 16 succassfully paror the dutes and responaibiites Este.

T GOAL SECTION |3 LEVEL RATING (NON. SCORED)

GOALS

iems Description Due Date
Goal #15ample TS 15 where e gosi 1S described In detall. This 5 BCARIGN TeXT SNoWIng 8n ean 100% Exempiary 057312025
Goal #2 Sample Thes 15 where the goal Is described In detail 100% 0G0

Second-level Supervisor Approval of Ratings

When you have submitted the Employee’s ratings, the Employee’s Second-level Supervisor will receive an email that
looks like the following. Note that the Second-level Supervisor has the option of approving OR disapproving the
ratings.

Test Manager has Rated evaluation Test Employee TestEmployee APT Employee Performance Planni...

Repl & Reply All ‘ > F d | |
donotreply@neoced.com ‘@) ‘  Reply ‘ © Reply orward | '«f \

To @ Fries, Jane Fri 11/1/2024 10:08 AM
Retention Policy Default 180 (6 months) Expires 4/30/2025

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

XTERNAL MAIL: donotreply@neoed.com: Do not click links or open attachments unless you recognize the sender and know the content is safe.
lease contact your college IT Help Desk if you have any questions

Kind{; Approve/Disapprove & Signthe Performance Evaluation ratings of Test Employee for the Evaluation Test
R —— . -
Employee T& pioyee APT Employee Performance Planning and Evaluation (due// 2025 ).

Employee:  Test Employee
Evaluation: Test Employee TestEmployee APT Employee Performance Planning and Evaluation (due// 2025 )
Due Date: 5/31/2025
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End-of-Evaluation-Cycle Ratings/Second-level Supervisor Approval of Ratings, continued:

The Second-level Supervisor will also see a task due on their dashboard (even though it doesn’t state “disapprove”

in the task title, it is still an option once the task is opened).

Tasks View All (1)
To-Do (1) Overdue (0)
View my tasks related to: Al Myself Others My Direct Reports
[ PERFORMANCE . APPROVAL Due 05/28/25

TE (Approve and SignTest Employee TestEmployee APT Employee Perform...

For Test Employee = Test Employee TestEmployee APT Employee Perform...

When the Second-level Supervisor clicks on the link (either in the email or from the To-Do Task List, it will take them
to an overview of the Employee’s evaluation, including the ratings and comments made by the Direct Supervisor in

each section of the evaluation.

Approval Form

P — oue oure

TE  Test Employee Test Employse TestEmployes Sat. May. 31, 2025
Test Position -

APT Employee Performance

Planning and Evaluation (due/

2025)

Ratings Summary

Overall Rating

T TestManager Commendable

Test Position

COMPETENCIES COMPETERCY SECTI ver
COMPETENCIES

GoaLs

Overall Rating

Check-In Forms.

ALL SECTIONS

W Test Manager () commendatie BED Tt o wivare st supsirtece civacalont iy ot s v ot competincy

Interpersonal Relations and Communications
To

Approve & Sign

®

Deny

Collapse All Sections -

If the Second-level Supervisor agrees with the evaluation ratings and comments, they will click the “Approve and
Sign” button. If they feel edits are needed, they will select “Deny.” A comment box is provided to explain why.

* Fields are required.

w  TestManager
Test Position

This is where the Second-level Supervisor| explains why the ratings and/or comments for the Employee's

appraisal are being denied
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End-of-Evaluation-Cycle Ratings/Second-level Supervisor Approval of Ratings, continued:

If your Supervisor (the Second-level Supervisor) denies the ratings/comments you submitted, you will once again
receive a task due to complete ratings.

f Dashboard Dashboard

= Tasks

£ People Tasks View All (1)
To-Do (1) Overdue (0)

¥ Performance

% Onboard View my tasks related to: Al Myself My Direct Reports Others

ml Reports

. ¢ PERFORMANCE - RATING Due 05/21/25

TE For Test Employee's APT Employee Performance Planning and Evaluation

For Test Employee = APT Employee Performance Planning and Evaluation

Click on the link to access your previous ratings and comments (you will not be starting over). Make the changes
requested by your Supervisor and once again click the “Submit Evaluation” button.

Pertormance tvaiuations Ubrary Weports

Test Employ ployee APT ployee Performance Planning and Evaluation (due// 2025)
«
compETENEY S6C

COMPETENCIES
COMPETENCIES

If you ated on &
GOALS NEQED Perform
FROM THE BUILT-IN COMPETENCY LIBRARY. SKIP TO THE NEXT

ing to fulfling
O NOT EDIT ANY €

Overall Rating

Pl

S rganizing, and Coordinating

doble

Your Supervisor will be asked to review the revised version of the evaluation. If it is now acceptable, they will
approve it. If not, they will return it again for additional revisions.

Once the Second-level Supervisor clicks “Approve and Sign,” they will have the opportunity to add comments.

Approve & Sign Cancel m

Comments

Write comment here...

Please sign your name below

jcm»: Fries

Jane Fries May 16, 2024

Auto-generate  Draw signature
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End-of-Evaluation-Cycle Ratings/Second-level Supervisor Approval of Ratings, continued:

Supervisor Signature and Release of Evaluation to Employee

After the Second-level Supervisor has approved the Employee’s evaluation, the Direct Supervisor will receive a final
signature task.

Dashboard

Tasks View All (1)

To-Do (1) Overdue (0)

Vlew my tasks related to: = All v Myself My Direct Reports Qthers
=/ PERFORMANCE - EVALUATION Due 05/29/25

TE ’Ves: Employee TestEmployee APT Employee Performance Planning and Evaluation (due// 2025 ) for Tes...
or Test Employee - Test Employee TestEmployee APT Employee Performance Planning and Evaluation (due// ...

This signature acknowledges that the evaluation is approved and ready to be released to the Employee.
IMPORTANT: When this step is completed, the Employee will immediately be notified of a task to sign their
evaluation, which gives them access to view the content. Schedule a time to meet with the Employee to
discuss the evaluation.

Evaluation Release to Employee

Once the evaluation has been released to the Employee, they should review it and complete the signature
task acknowledging receipt of the evaluation. By signing, they do not indicate agreement or disagreement
with the content of the evaluation. However, if they disagree with the evaluation, they can explain why in
the comments section included in the signature process.

If the Employee received an overall “Needs Improvement” rating, a Performance Improvement Plan must
be completed. Work with the Human Resources Department to create the plan, which will be managed
outside of the NEOED Perform process.

Congratulations, you have completed the Supervisor role in the NEOED Perform evaluation process!
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