
NeoGov Perform 
Performance Evaluation Training 



• If you are not a current NeoGov user, you will 
receive an activation email from NeoGov with 
instructions to activate your account. 

 
• Your username is your email address 
 
• Throughout the evaluation process, you will 

receive emails from noreply@neogov.net 
notifying you of tasks such as ratings, approvals 
and signatures. 

 

Getting Started 

mailto:noreply@neogov.net






Navigating the Dashboard 









Click on a task to be completed. Once completed and saved, a green success banner will 
appear at the top of your page.  The completed task will now filter out of your dashboard 
task list.  

Completing Tasks 









You will also see your direct reports on your own Employee Detail Page. Click on the 
employee to navigate to their respective Employee Detail Page. 













Adding Previous/Current Goals 
 
Managers are required to add Goals to their Direct Report’s evaluations. Goals can be 
added to the individual evaluation, or assigned in bulk to multiple employees. 



You are required to add the Previous Evaluation Goals to the evaluation. The first 
evaluation you complete in Perform, you will need to enter the goals. When you complete 
subsequent evaluations for the employee, you will be able to automatically import them 
from the last scheduled evaluation.  
 
Click the + Add Items button: 



Select New Goal and enter the Goal Name, Goal Due Date, Category, and Description. 
You can add Priority Level by clicking ADDITIONAL SETTINGS and Reminder Notices by 
clicking REMINDER SETTINGS.  
 
Click Save to move to the next goal. Add additional goals as needed. 



When all Previous Evaluation Goals have been entered, click Complete Task and a fly-
out will appear. You can adjust the Progress bar to indicate level of completion. 



Goals are not weighted and will not affect the scoring of an employee’s performance 
evaluation. 

Update the status on the fly-out and add Comments. Click Save. 



You will be returned to the Employee’s Evaluation screen.  
 
Click the NeoGov logo in the left hand corner to return to your dashboard. 



Rating an Evaluation 
 
Once back in your dashboard, you will see a Rating task. 
 
Click in either location to access the Employee’s evaluation. 
  





Click into an item name, i.e. Integrity, within a section and a fly-out 
of the Rating Card will appear: 





You will see a Rating Scale. To view a description of each rating 
scale value, select the Show descriptions button: 
  



A fly-out will appear with detailed descriptions. Select The desired rating 
level in the fly-out, or click Close to go back to the Rating Card.: 



Once you have selected the Rating for the Value, add detailed comments to 
the Comments box. If any Journal Entries have been made by either the 
Manager or the Employee, they will appear to the right of the Evaluation. 
Click Next to move to the next Value. 
 

Comments are required for each Value rating. 



You can select +Add to Comment Box beside the FEEDBACK ENTRIES and the entry will 
move to the Comment box. 

Repeat the Rating Step for each Value. 



Future Goals – Click +Add Item and select New Goal and complete all of the required 
fields on the Add Goal screen and click Save. Enter the remaining goals. 



Overall Comments – Click Overall Comments on the left side of the screen. Then click 
Overall Comments in middle of the screen. Enter comments 



Click Done when you are finished with your comments. 



Click Print Current State to review the evaluation and make any necessary changes. 
Once you are finished with the evaluation click Submit Evaluation to move the 
evaluation to the next step. 



Click Continue to certify and submit your rating. Once this is done, you cannot make 
changes to the ratings without administrator assistance. 



A Success! box will appear to notify you the evaluation has been submitted. Click Close.  



The evaluation is now moved to the Manager’s Manager approval stage. The 
Manager’s Manager will receive an email notifying them of a task in NeoGov. The 
Manager’s Manager will see the following when logging into their NeoGov Dashboard. 
Click on either location to open the task.  



The Manager’s Manager  will review the evaluation and either approve & sign or deny. 

If Approve & Sign is selected, enter comments and Submit. 



If Deny is selected, enter comments and Save. The evaluation will be returned to the 
Rating Manager for editing and resubmission. 



The evaluation is now ready for the Rating Manager to approve and sign. Open the 
evaluation by clicking either of the Task links on the dashboard. 



Click approve & sign. 

The evaluation is now ready for the Employee to access and sign. 



The Employee will log into their account to access their evaluation. They will open the 
evaluation by clicking either of the Task links on the dashboard.  



The Employee can review all sections from this screen and then click approve & sign. 



The Employee can enter Comments. Once comments have been entered, the 
Employee will click Submit. 



The evaluation can be printed by either the Manager or Employee. To print, return to 
the Dashboard and select the Employee under My Direct Reports.   



Select the evaluation to be printed. 



Select print preview.  

Select print.  



Journal Entries 







NOTE: You can create and share journal entries for any employee, 
not just your direct reports.  







Tutorials are available by clicking your name in the right-hand 
corner and selecting Help. 



Select the PE tutorials that you would like to learn more about. The tutorials are short 
videos or articles explaining how to perform specific tasks. 



EVALUATION 
CRITERIA 



The new evaluation criteria is based on the VALUES of 
Douglas County as defined in the Strategic Plan. 

These VALUES are directly related to each individual 
employee’s position, no matter the department or 
organization level they are employed. 



INTEGRITY 

• We demonstrate honest and ethical conduct 
through our actions. 



ACCOUNTABILITY 

• We accept responsibility for our actions. 



CUSTOMER SERVICE 

• We deliver efficient and effective service with 
an attitude of respect and fairness. 



LEADERSHIP 

• We establish the tone and direction for 
success; motivating and inspiring others to 
accomplish a shared vision. 



COMMUNICATION 

• We ensure open dialogue through proactive 
listening and sharing of information 
throughout the organization and the 
community. 



TEAMWORK 

• We work together to achieve shared goals. 



EFFECTIVE 
PERFORMANCE 
MANAGEMENT 



What is Performance Management? 

• Setting performance expectations 
• Monitoring & coaching 
• Evaluating performance 

 
 
 

A 12 month process NOT a 12th month process 



What is Performance Management? 



What is Performance Management? 

• Establishing performance criteria - What are the expectations?  
• Improving performance – Get the most from your employees.  
• Redirecting efforts – Employees may be working very hard, but on the 

wrong tasks; or the goals of the organization or department may have 
changed.  

• Measuring progress – Establishing a means of clearly identifying if the 
employee is meeting expectations.  

• Documentation – Provide feedback regarding progress towards 
established goals (both positive and negative). Regular documentation 
will help you write the evaluation.  

• Identifying successors – Identifying viable candidates if an opportunity 
arises.  

• Allocating wages - Ties performance to merit; Performance 
management assists in distinguishing different levels of achievement.  



Setting Performance Expectations 

• Provide clear direction of what is expected 
(training, tools, timeline) to avoid setting them 
up for failure. 

• Setting goals - SMART 
– Specific 
– Measurable 
– Attainable 
– Realistic 
– Time-based 



Setting Performance Expectations 
Job Duties and Tasks 

Work Goals 

Department Goals 

County Strategic Goals 



Monitoring, Coaching, Counseling  
and Reinforcing 

• Performed throughout the evaluation cycle 
• Track performance and help employees succeed 
• Effective communication beginning at time of hire 
• Document performance related conversations in 

writing throughout the evaluation period (Use 
Journal feature of NeoGov Perform) 

• Coaching is an ongoing process that builds 
relationships 



Monitoring 

How to monitor performance:  
– Informal observation  
– Daily/weekly note taking 
– Direct observation 
– Specific work results 
– Reports and records (attendance, safety, etc.) 
– Commendations or constructive/critical 

comments received about an employee’s work 

 



Coaching & Counseling 

Coaching and counseling are interrelated:  
– Coaching is most effective to improve 

performance.  
– Counseling is most effective to correct poor 

performance.  
– Reinforcement is the glue that holds your 

coaching or counseling efforts together.  

 



Coaching & Counseling 

Benefits of effective coaching include:  
– Employees know their job and what is expected.  
– Provides opportunity for motivation to improve.  
– Employees behave responsibly because they know 

what is expected of them.  
– Goals are achieved.  
– Trust and respect for the organization is built.  



Coaching & Counseling 

Effective coaches:  
– Ensure employees are properly trained.  
– Provide direction, feedback, and support.  
– Provide tools and eliminate obstacles.  
– Share information; make it available to employees.  
– Lead by example.  
– Listen.  

 



Let’s T.A.L.K. Technique 

Discussion starter for coaching, counseling, 
addressing performance or behavior problems, 
discipline, and when discussing evaluations.  
 

– Tell it like you see it  
– Ask for feedback  
– Lead toward a solution  
– Keep at it until it sticks  



Giving Reinforcement 

– Builds confidence 
– Establishes trust 
– Inspires extra effort 
– Encourages positive behaviors 
– Focuses efforts 
– Reduces turnover 
– Builds stronger relationships 



Evaluating Performance 
• End of evaluation cycle is beginning point for next period 
• Remember it is a 12 month process, not a 12th month process 
 
Organization gains: 

– Reduce costs. Motivated, high performers affect your 
“bottom line” whether monetarily or in the accomplishment 
of tasks.  

– Minimize errors. Fewer errors mean less time redoing tasks 
and have the benefit of allowing you to concentrate on 
doing your job.  

– Increase employee satisfaction and retention.  
– Identify performance opportunities for training and 

development needs.  



Evaluating Performance 
The employee gains:  

– A roadmap - They know where they are and 
where they must go in the future.  

– Ambiguity is removed or at least reduced.  
– Communication is open and two-way. 
– Growth and personal development opportunities 

are identified.  
– Personal satisfaction is enhanced.  



Evaluating Performance 
The supervisor’s responsibilities include:  

– Understanding the process.  
– Communicating expectations and goals well in 

advance of the evaluation being written.  
– Providing needed training and tools to the 

employee.  
– Regularly monitoring and tracking performance.  
– Documenting all aspects of performance and 

behavior.  
– Providing feedback.  
– Completing and delivering the evaluation.  

 



Evaluating Performance 
Documents to review/help you write the evaluation:  

– Job description (essential functions of the job).  
– Last performance evaluation. 
– Any disciplinary action taken during the review period, 

including written and oral reprimands.  
– Praise, compliments, and/or awards received in the 

review period.  
– Complaints received during the review period.  
– Training received during review period. 
– Work and competency goals and their result.  
– Any applicable policies or contracts (CBAs; master 

agreements).  
– Coaching session notes.  



Evaluating Performance 
• Everyone has strengths, as well as opportunities 

for improvement 
• Everything you discuss, with exception of new 

goals, should sound very familiar to the 
employee – No surprises! 

• DO NOT INFLATE RATINGS 
– If you have a majority of “Meets Expectations”, your 

employees are doing what is expected of them 
– “Meets Expectations” is a good rating and should be 

communicated as such 



Evaluating Performance 
• Be factual and accurate 

– Make sure you can back up your rating with data 
– Focus on performance or behaviors and not 

personality, unless that is an issue 
– If personality is an issue, identify behaviors affecting 

the workplace 
– Identify the behavior; Don’t attack the person 



Evaluating Performance 
Schedule the evaluation meeting in advance: 

– Select a private location  
– Be on time 
– No interruptions 
– Discuss specifics  
– Be professional 
– Focus on the future 
– Obtain feedback 



Questions? 
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