Performance Management
EMPLOYEE Completing End-of-Year Self Evaluation

1. Loginto your YC portal
2. Open the Employees card and select My Perform

3. Inthe Tasks box, click on the blue link titled, “Rating for YOUR NAME’S Annual”

'}"‘{' PERFORMANCE » RATING

ating For Edward Employee's Annual-Edward Employee(due:06/30/2022)
For you « Annual-Edward Employee(due:06/30/2022)

4. Click on Go to Performance

You will now be redirected to Performance

Don't show this message again Go to Performance

5. Onthe Relationship Excellence screen, click on the green Relationship Excellence box

Annual-Edward Employee(due:06/30/2020)

COMPETENCY SECTION | 3 LEVEL SCALE (SCORED) - NEW | SECTION WEIGHT 25.00 %

Relationship Excellence (Staff)

elationship Excellence (Staff)

6. The next screen has a lot of information for you to use to enter your rating and comments
for Relationship Excellence. Notice the Journal Entries on the right menu (if you have any in
the system), followed below by the Check-In Entries (if you have any), followed by the

Writing Assistant. All three of these have open/close symbols to the right.
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Journal Entries 8 entries — ~

Check-In Entries - Edward Employee 1enmes _ o _

Writing Assistant 4 enries — v

7. Open the Writing Assistant, copy the URL, and paste into another browser tab for the
behavior examples that match with each level of the rating scale:

Exceeds Expectations

Meets Expectations
Progressing

Needs Improvement

Does Not Meet Expectations

®ao oo

NOTE: You do not need to demonstrate all the behaviors on the Writing Assistant list to
select a particular rating. These are only meant as examples of behavior within each rating.

Writing Assistant 1entries Collapse -

Mo Tone

Please copy and paste this URL into a browser to open the Behavior Examples
when you are completing your self-evaluation or evaluating your employse:
https/fwwwyc eduivB/human-resources/docs/performance-management
lcompetency-behavior-examples-staff pdf

8. Click on your chosen rating at screen left
NOTE: If you select Exceeds Expectations or Meets Expectations, you will not need to enter
comments, but you are encouraged to add comments by either using the Writing Assistant
text using copy and paste or by entering your own comments. If you select Progressing,
Needs Improvement or Does Not Meet Expectations, you will be required to enter

comments, either using the Writing Assistant text or by entering your own comments.
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RATING SCALE [=] COMMENTS

Show descriptions > B

i U A = T = M & —
Does not meet expectations Still getting to know other employees and build positive relationships.
Needs improvement
Progressing

Meets expectations

Exceeds expectations

ONOX - JORO)

Press Al - F10 o move 10 toolbar. Press ALT - 0 for Help.

NOTE: You can select any Journal Entry text by clicking on Add to Comment Box and then

edit the text in the Comment box, if needed

Journal Entries 11 entries Collapse -~

Filters: | Author: All “~ | | Date: Past 12 Months -

‘ﬂ WED DEC 01, 2021 01:01 PM | EDWARD EMPLOYEE A9 SHARED

More notes

~L:_I Add to Comment Box

9. Once you are done with rating and comments for Relationship Excellence, click on Next at

the page top right

10. Repeat steps 6-9 for Service Excellence, Learning Excellence, Job Knowledge & Functions,
and each of your Goals
NOTE: Comments are strongly suggested for your Goals even if you are selecting Solid

Performer so your supervisor knows the details of your Goal completion
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11. Once you are done rating your Goals, click on Next at the page top right

12. Enter any Additional Comments to be included on your self-evaluation for your Supervisor

to read.

Additional Comments (optional and not rated)

[Z1COMMENTS

B I U = = = W&

13. Click on To Overall on the screen top right

< Prev To Overall =

14. Your self-evaluation Overall Rating is calculated from the scored sections and is shown on

the Overall Rating page. Enter final comments if you have any to add.

RATING SCALE [Z] COMMENTS

Show descriptions > B iU A= T = o L
Does not meet expectations Still getting to know other employees and build positive relationships.
Needs improvement

Progressing

Meets expectations

OJOX - JOR0O

Exceeds expectations

Press Alt - F10 to move ta toolbar. Press ALT - 0 for Help
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15. Click on Done on the screen top right

16. Click on Submit Evaluation on the screen top right

Owerall Rating Solid Performer - Meets or Exceeds Expectations Submit Evaluation

17. Click on Continue

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.

Edward €m;>lgya

Do you wish to continue?

o

18. Click on Close

Your evaluation for Edward Employee has been submitted.

(o L
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19. From the next page you can view or print your completed self-evaluation by clicking on
Print, then Print Preview at the top left

Annual-Edward Employee(due:06/30/2021)
Due Date: Wed. Jun. 30, 2021

E] Print -

EDWARD EMPLOY

20. After your Supervisor completes your evaluation, you will receive an email for your final
signature indicating that you have received the Supervisor’s evaluation. You can also add
comments at that time that your Supervisor will see.

21. From your NEOGOV Dashboard, in the My Tasks box, click on “Sign Annual EMPLOYEE
NAME”

@ PERFORMANCE » ACKNOWLEDGMENT

ign Annual-Edward Employee{due:06/30/2022) for Edward Employee
For you » Annual-Edward Employee(due06/30/2022)

22. Click on Go to Performance

You will now be redirected to Performance

Don't show this message again Go to Performance

23. Review the Acknowledgement Form to read your Supervisor’s evaluation, then click on Sign
NOTE: By signing you are only acknowledging that you have received this evaluation, not
necessarily that you agree with it. You have the option to enter comments in the next step.
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Acknowledgment Form

™ Edward Employee A FE ——
®  Public Information Officer Annual-Edward Thu. Apr. 30,

Employee(due:06/30/2020) 2020

Rating Summary

24. Enter any additional comments, then click on Submit
e | (D

Comments

Please sign your name below

Edward. & mpfoyse

Edward Employee April 06, 2020

Auto-generate Draw Signature

25. Click on Print, then Print Preview to review or print your evaluation (optional), although it
will always be saved electronically

Annual-Edward Employee(due:06/30/2021)
Due Date: Wed. Jun. 30, 2021

@ Print -

Print Preview

Prints all completed ratings based on the current user's security settings

Print Blank Form
Prints a blank version of the evaluation based on the current user's security settings

26. Done!
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