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Overview

Perform is a component of NEOED that manages performance evaluations for full-time employees. The module
automates the evaluation process by sending notifications and reminders, providing easy access to evaluation forms,
displaying all steps associated with the process and tracking progress made toward completion. In addition, the journal
entries, reviewer entries and writing assistants serve as tools to conveniently recall and include performance-related
items that has been documented throughout the year.

Performance Evaluation Programs

Lee College assigns an “evaluation program” to every full-time employee. Full-time instructors are assigned the
Teaching Faculty program evaluation. Everyone else is assigned to the Non-Teaching Employee program evaluation, this
includes employees classified as non-teaching faculty (e.g., librarians, counselors, lab coordinators, etc.).

Performance Evaluation Steps

1. Employee completes a self-evaluation form.

2. Supervisor completes a supervisor evaluation form.

3. Supervisor meets with employee to discuss the employee’s performance during the evaluation period.
4. Electronic signatures are obtained - supervisors in the chain of command and the employee.

Getting Started: Log In to NEOED

To access Perform, log into NEOED. Employees who have been assigned network access through IT (i.e., have a Lee
College username and password for logging into devices) will log in using the College’s Single Sign On (SSO) website
(https://leecollege.onelogin.com/launch/1566527). When logging in to the SSO site, use the username and password IT
created for you. If you need assistance logging into SSO, contact the Help Desk at helpdesk@I|ee.edu or (281) 425-6952.

an
s
LEE COLLEGI
Username
Remember my username

Forgot Password

Employee Perspective

Completing Your Self-Evaluation

1. The system will send you an automated email making you aware that a task has been assigned to you (i.e., “Your
evaluation is ready for your “rating.”) This means your self-evaluation form is available and ready to be completed.
Click the link embedded in the email to log into NEOED to access your self-evaluation form.
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Evaluation Annual Teaching Faculty v2 (due 08/ 31/2024) for TEST Mike Wazowski is now
ready for rating inbex =

donotreply@neoed.com Feb 13, 2024, 5:30 PM (4 days ago)

tome v

Dear TEST Mike Wazowski,

TEST Mike Wazowski's evaluation is ready for your "rating." Click here to access NEOED's
Perform module to complete the performance evaluation forms that have been assigned to you.

Employee: TEST Mike Wazowski
Evaluation: Annual Teaching Faculty v2 (due 08 / 31/ 2024)
Due Date: 2/13/2024

If you do not receive an email, you can access the Perform module anytime by logging into NEOED using the
directions provided in the Getting Started: Log In to NEOED section.

2. From the Dashboard, select the Performance link on the left. Under the Overview tab, in the My Tasks box, click the
appropriate evaluation link.

#. Journal Entry

# Dashboard Performa nce
S Tasks @ Overview My Evaluations Journal Hub
&% People
¥ Performance
My Current Evaluation My Evaluations
My Tasks N
=] Recruiting Y
e va
[E] Onboard - Annual Teaching Faculty v2 (due 08 / 31/ 2024)
= RATING Due 07/31/24 = = a0
D Forms W ue o A Due Tuesday, February 13, 2024
N L]
n|]|]” Reports &' Rating For TEST Mike Wazowski's Annual Teaching Facu\t...] Rating

For TEST Mike Wazowski - Annual Teaching Faculty vZ [due

3. The Self-Evaluation Form will appear. The different sections of the evaluation will populate on the left. If you click
on a section, it will open and display in the main part of the page. In the example below, the SACS Requirement
section (on the Teaching Faculty Evaluation Form) was selected and is displayed. You may move between the
sections and complete them in any order.

Employees Library ~ Reports ﬂ] E| + @
¢ Go to Evaluation Details Submit Evaluation
) TEST Mike ("« ) Annual Teaching Faculty v2 (due 08/ 31/ 2024)
] ‘Wazowski ‘\\J
PT HR ASSISTANT (TEST)
COMPETENCY SECTION | YES / NO
Acﬂor«ﬁ \ SACS Requirements
SACS 10
ReqiRements SACS Requirements - Syllabi Completion ( )
Performance & no comment 4
Factors - Faculty
O]
Duties &
Responsibilities
P SACS Requirements - Office Hours
Employee/Supervisor 0] B no comment >
Comments
[El summal
\ ar j SACS Requirements - Curriculum Vita
E no comment >
| S
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o Click the > on the right to view a specific question and type a response.

° Click the journal icon on the right to access the Journal Hub.

° ik Click the upload icon on the right to add documents to your profile.
e Click the Go to Evaluation Details on the left to view the steps, assignments and deadlines associated with

your performance evaluation.
e Click Submit Evaluation on the right when you are finished filling out the self-evaluation and ready to submit

it electronically to your supervisor.

4. Tofill out your self-evaluation form, click the > to the right of each question. The question and a comment box will

appear. Answer the question.
o Select the Next > link on the right to proceed to the next question or < Prev to return to the previous

question/response.

o Select Done to return to the self-evaluation’s home page.

e If available, the Reviewer Entries, Journal Entries and/or Writing Assistant tabs will populate on the right.
They are resources to help you develop content for your evaluation. Learn more about the options in the

appropriate sections below.

d 8 + O

Employees Library Reports
{ Go to Evaluation Details Submit Evaluation
TEST Mike Q) Annual Teaching Faculty v2 (due 08/ 31/ 2024)
Wazowski .
PT HR ASSISTANT (TEST)
COMPETENCY SECTION | YES / NO
CEELE SACS Requirements
SACS
Requirements ©
ed SACS Requirements - Syllabi Completion
Performance B 1o comment
Factors - Faculty 10}
Duties &

Responsibilities .
SACS Requirements - Office Hours

Employee/Supervisor ® & no comment

Comments

& Summary
SACS Requirements - Curriculum Vita

= no comment

COMPETENCY SECTION

@ SACS Requirements

> [%l [ Search Feedback Entries J
SACS Requirements - Syllabi Completion
Reviewer Entries 1entries Expan ~

i 2
Were your syllabi completed by the first day of the semester? e . Ex -
* Fields are required.
RATING SCALE * E COMMENTS

Show descriptions >

B i U A FT T =T
©) v
or
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COMPETENCY SECTION
Performance Factors - Faculty Duties & Responsibilities | Done |

» @ [ Search Feedback Entries ]
Learner Success
Reviewer Entries 1entries Expand
Enable success among all learners. L N P, Expand
Writing Assistant 6 entries Expand

- Directs and evaluates the learning experience of students

« Provides learning support to all students

- Provides students with a complete syllabus at the beginning of the term

- Posts syllabus to Blackboard by the first day of the semester

« Maintains required number of office hours per week for student access

- Counsels/provides guidance to students as necessary and as appropriate

» Maintains Lee College online learning standards in online classes

« Assists in advising and registering students as appropriate

- Advises students in regard to college policies relevant to classes or programs

* Fields are required.

[E] COMMENTS *

5. After you have completed the self-evaluation form, click Submit Evaluation on the right of the main page.

Employees Library ~ Reports ﬂ'l % + @
< Go to Evaluation Details
- TEST Mike @ Annual Teaching Faculty v2 (due 08 / 31/ 2024)
Wazowski
PT HR ASSISTANT (TEST)
COMPETENCY SECTION | YES / NO
SECTIONS SACS Requirements
SACS
Requir: t ®
equirements SACS Requirements - Syllabi Completion
Performance & no comment ’
Factors - Faculty 10
Duties &
Responsibilities . .
SACS Requirements - Office Hours
Employee/Supervisor 10 B no comment 4
Comments
Summary
SACS Requirements - Curriculum Vita
>

E no comment

6. You will be asked to confirm that you want to submit your self-evaluation form.
e If yes, click Continue to submit your form. You will receive a message letting you know that your self-
evaluation was successfully forwarded to the next level supervisor. Once you submit the form, you cannot

make changes.
e C(Click Cancel to go back and make changes.
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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.

Mike Wazewski

Do you wish to continue?

Success!

©

Your evaluation for TEST MIKE WAZOWSKI has been
submitted.

Close

7. The evaluation summary page will display.
e C(Click Print to print a copy of your self-evaluation form.
e Under the Process tab, you can view the steps, assignments, associated deadlines and current status for the
performance process.
e Under the Content tab, you can view the sections of the self-evaluation form and click Add Notes and
Attachments if applicable.

. B8 Dashboard Q. Search B = @ TEST Mike Wazowski

Employees Library ~ Reports + ﬁ % + @

Annual Teaching Faculty v2 (due 08 / 31/ 2024)
Due Date: Tue. Feb. 13, 2024

TEST MIKE WAZOWSKI

. EVALUATION DETAILS EMPLOYEE DETAILS
Position:

PT HR Assistant (TEST) Current Status: Rating Position: PT HR Assistant (TEST)
Division: Type: Periodic Division: President's Office

) , )
President's Office Department: Human Resources

View Org Chart

® 0]
Process Content -+ Add Task
Manager(s) —
ﬁ *Steps are required.
Evaluation Due Date Tue, Feb 13, 2024
Ratings
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Process Content

*‘Steps are required.

Evaluation Due Date

Ratings

Rating *
TEST Mike Wazowski

Rating *

Amanda Summers

After Ratings

Amanda Summers

Release to Employee

3 Signature *
TEST Mike Wazowski

Process Content

{§ COMPETENCY SECTION | YES { NO ©

SACS Requirements

_ Sesereen

SACS Requirements - Syllabi Completion

SACS Requirements - Office Hours

SACS Requirements - Curriculum Vita

0 COMPETENCY SECTION | TEXT ONLY ()

2 Meet with Employee to D... *

Tue, Feb 13, 2024

P = S N

Status
Due

Completed Weight
Sun, Mar 31,

on 0%
2024

02/17/2024
Due

Status Weight
Wed, Jul 31,

Current 100 %
2024
Due

Status
Wed, Jul 31,

Pending .
2024
Due

Status
Thu, Aug 15, Pendi

endin
2024 9
S o AT 3 J

Were your syllabi completed by the first day of the semester?

Have you posted your office hours?

Is your curriculum vits up to date?

Performance Factors - Faculty Duties & Responsibilities

Employee Self-Evaluation: In the text box for each performance factor, provide details on your success
and challenges relating to the factor. Supervisor Evaluation of the Target Employee: In the text box for
each performance factor, provide a comment relating to the employee's perfarmance.

_

Learner Success
Employee Success
Community / College Enrichment

Institutional Effectiveness

[[] NARRATIVE SECTION | TEXT ONLY @

Employee/Supervisor Comments

Answer the following questions.

Ensble success smong all learners. - Directs and svaluates the leaming experience ..

Model persistence, completion, and excellence in learing. » Meets classes on time

Faculty Is expected to participate In seme kind of Community / College Enrichment ...

Foster a culture of adaptabllity and continuaus improvement. - Provides for the care...

hems Description

Strengths
Areas In Need of Improvement
Supervisor Assistance

Overall Job Performance

Add Notes & Attachments

What are your strengths? List any job accomplishments.,

What areas of your job performance need improvement? List ideas to help you improve.

Haw can your supervisor assist you in your performance?

How would you assess your overall job performance during the evaluation period?

-+ Add Notes & Attachments
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Check the Status/Progress of Your Evaluation
Follow these steps to check the status of your performance evaluation:

1. Loginto NEOED.

2. Select the Performance link on the left, under the Overview tab, in the My Current Evaluation box, click the link to

open your evaluation.

Dashboard

>

Tasks

B0

People

¥ Performance

Onboard
[ Forms

@l Reports

Performance

Overview My Evaluations Journal Hub

My Tasks

You have zero tasks to do!

Check back later for any new tasks.

# Journal Entry

My Current Evaluation My Evaluations

- (Annual Teaching Faculty v2 (due 08/ 31/ 2024))

Rating

3. Your evaluation summary will be displayed. The next step in your evaluation process and the status of completion is
available under the Process tab. In the example below, the employee completed his self-evaluation. The next step is
for his manager to complete the supervisor’s evaluation form and meet with him to discuss his performance.

- a8 Dashboard

Employees Library ~

TEST MIKE WAZOWSKI

Position:
PT HR Assistant (TEST)

Division:
President's Office

View Org Chart

Manager(s)

0

Perform Module User Guide

Q

Reports +~

Search @ TEST Mike Wazowski

+ O

th

Annual Teaching Faculty v2 (due 08 / 31/ 2024)

Due Date: Tue. Feb. 13, 2024

EVALUATION DETAILS

Current Status: Rating

Type: Periodic

Process

Content

*Steps are required.

Evaluation Due Date Tue, Feb 13, 2024

Ratings

EMPLOYEE DETAILS

Position: PT HR Assistant (TEST)
Division: President's Office

Department: Human Resources

o)

+ Add Task
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Process Content
—

*Steps are required.

@ Evaluation Due Date

Ratings

° Rating *

TEST Mike Wazowski

& Rating *

Amanda Summers

After Ratings

2
Amanda Summers
Release to Employee
3 Signature *

TEST Mike Wazowski

Locate Your Completed Evaluation(s)

Meet with Employee to D... *

Tue, Feb 13, 2024

Due

Sun, Mar 31,

2024

Due
Wed, Jul 31,
2024

Due
Wed, Jul 31,
2024

Due

Thu, Aug 15,

2024

Follow these steps to locate and view your evaluation(s).

1. Loginto NEOED.

 a—

Status
Completed
on
02/17/2024

Status

Current

Status

Pending

Status

Pending

, S

Weight

0%

Weight
100 %

2. Select the Performance link, My Evaluations tab. A link to your active evaluations will automatically display. To
search past evaluations, select the evaluation status you want to search from the drop-down menu (i.e., Active,

Completed or Archived). Click the link for the evaluation you want to open/view.

Dashboard

>

Tasks

o

People

Performance
Onboard

[ Forms

Jil Reports

Perform Module User Guide

Performance

Overview

My Evaluations

My Evaluations

Current (1)

B [Annual Teaching Faculty v2 (due 08 / 31 /2024)]

Due Tuesday, Feb 13th 2024

Status: Rating
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3. The completed evaluation form will be displayed. Scroll down the screen to view the entire document.
e The check box options under Settings on the left allow you to select the sections of the form that you would

like to view/include.
e  Click Print to print the document.
e Click Go to Evaluation Details to view the evaluation summary page.

TEST Mike Wazowski
PT HR Assistant (TEST)

Settings
General Information
Raters
TEST Mike Wazowski
Amanda Summers

Content

Part |: SACS Requirements

Part Il Performance Factors -

Faculty Duties &
Responsibilities

Part Il Employee Comments

Part lll: Supervisor Comments

Current Goals

Future Goals
Check-ins
Notes & Attachments

Process

Print Preview

LEE COLLEGE
TEST Mike Wazowski

Teaching Faculty Test Eval
Due Date: Thu, Aug 31, 2023

General Information

Position

PT HR Assistant (TEST)

Division

President's Office

Ratings Summary :

4. From the evaluation summary page:

e C(Click Print to print a copy of your evaluation form.

[ Go To Evaluation Details m]

Direct Manager:
Amanda Summers

Department Evaluation Type
Human Resources Periodic

Job Description

Type

e Under the Process tab, you can view the steps, assignments, assigned deadlines and completion dates.

TEST MIKE WAZOWSKI

Position:
PT HR Assistant (TEST)

Division:
President's Office

View Org Chart

Manager(s)

o

Perform Module User Guide

Teaching Faculty Test Eval

Due Date: Thu. Aug. 31, 2023
Archived: Yes

EVALUATION DETAILS

Current Status: Completed

Type: Periodic

Process Content

*Steps are required.

T Evaluation Due Date

EMPLOYEE DETAILS

Position: PT HR Assistant (TEST)
Division: President's Office

Department: Human Resources

+ Add Task

Thu, Aug 31, 2023
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Manager’s Perspective

Completing the Supervisor Evaluation Form
1. There are two ways to log into NEOED to access the Supervisor Evaluation Form:
a. The system will send you an automated email making you aware that a task has been assigned to you. Click
the link embedded in the email to log into NEOED to access the form.
b. If you do not receive an email, you can access the Perform module anytime by logging into NEOED using the
directions provided in the Getting Started: Log In to NEOED section provided above.

2. From the Dashboard, select the Performance link on the left. Under the Overview tab, in the My Tasks box, click the
appropriate evaluation link.

2 Joumal Entry

# Dashbosrd Performance
T Tosks @ Overview My Evaluations My Tea’s Evaluations  Journal Hub
&, People
¥ Performance )

) ¥ i View all
) My Tasks 7 My Team's Evaluations View all
[E] Recruiting
. ACTIVE EVALUATIONS
%) Onboard

Y¢ RATING Due 07/31/24
[ Forms 0 0 1 1
Draf Before Ratings Rating Approva

4l Reports ﬁ I Rating For TEST Mike Wazowski's Annual Teaching Faculty v2 (due 08 / 31/ 2024) ]

3. The Supervisor Evaluation Form will appear. The different sections of the evaluation will populate on the left. If you
click on a section, it will open and display in the main part of the page. In the example below, the SACS Requirement
section (on the Teaching Faculty Evaluation Form) was selected and is displayed. You may move around the sections
and complete them in any order.

i T I
¢ Go to Evaluation Details
9 TEST Mike Wazowski /- Annual Teaching Faculty v2 (due 08/ 31/ 2024)
gt PT HR ASSISTANT (TEST) &)
@mo"s \ COMPETENCY SECTION | YES / NO
SACS Requirements
SACS Requirements v
Performance Factors - Faculty v SACS Requirements - Syllabi Completion
Duties & Responsibilities >
= no comment
Employee/Supervisor Comments v
Future Goals v SACS Requirements - Office Hours
QSummary / v~ no comment >
SACS Requirements - Curriculum Vita
& 1o comment >

e C(Click the > on the right to view a question and make a comment.

. &z Click the journal icon in the upper right to access the Journal Hub.

e C(Click the Go to Evaluation Details on the left to view the steps, assignments and deadlines associated with
this performance evaluation.

e (Click Submit Evaluation when you are finished and ready to forward the evaluation to the next step.
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4. To fill out your Supervisor Evaluation Form, click the > to the right of each question. The question and a comment
box will appear. Answer the question.

COMPETENCY SECTION

’l SACS Requirements

> EJ [ Search Feedback Entries ]
SACS Requirements - Curriculum Vita
Reviewer Entries 1entries Collapse ~
Is your curriculum vita up to date? TEST Mike Wazowski Yes

* Fields are required. Self rater

Yes, my CV is updated.
[E] COMMENTS

Journal Entries 4 entries Expand v

o Select the Next > link on the right to proceed to the next question or < Prev to return to the previous
question/response.

e Select Done to return to the home page for the Supervisor Evaluation Form.

e If available, the Reviewer Entries, Journal Entries and/or Writing Assistant tabs will populate on the right.
They are resources to help you develop content for your evaluation.

o Reviewer Entries — Displays how the employee responded to this question on his/her Self-Evaluation
Form.

o Writing Assistant — Displays text to help you draft your response to the question. Click the Add to
Comment Box to copy the entry into your response to the question. Once copied, be sure to edit
the comment to ensure it is applicable and reads appropriately.

o Journal Entries — Displays journal entries pertaining to this employee that you made or that were
shared with you. Use the filters to search for entries by author or date. Click Add to Comment Box
to copy the entry into your response to the question. Once copied, be sure to edit the comment to
ensure it is applicable and reads appropriately.

-

» EJ [ Search Feedback Entries

Reviewer Entries 1entries Expand ~
Journal Entries 4 entries Collapse ~
Filters: | Author: Myself v l l Date: Past 12 _ v

a. WED JUL 26, 2023 06:51 AM | AMANDA SUMMERS

Mike had a great idea to host monthly NEOED training for
managers and committee member's to help them become
more familiar and comfortable with the site and required
tasks. The events have been well attended! Mike did a
great job presenting the information and creating valuable
resources the employees can use.

EI Add to Comment Box

a. WED JUL 26, 2023 06:50 AM | AMANDA SUMMERS

Mike showed initiative by participating in a NEOED training
series to better understand Insight. He said he was trying
to learn more to make improves for our applicant
experience.

I EI Add to Comment Box I
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5. Inthe Future Goals section, click + Add Item, then select New Goal to add a goal for the employee to work on next

year. The Add Goal flyout page will appear on the right.

& TEST Mike Wazowski (<) Annual Teaching Faculty v2 (due 08/ 31/ 2024)
s PT HR ASSISTANT (TEST) &)

GOAL SECTION | FUTURE/LIST
SECTIONS

Future Goals
SACS Requirements o
Add at least one goal to be achieved by the target employee by the next evaluation.

Performance Factors - Faculty

v
Duties & Responsibilities

Employee/Supervisor Comments o
Future Geals N

[El summary

+ Addltem

Type a name for the goal. Select a category for the goal (i.e., Organizational, Departmental or Individual). Type the
goal in the Description field. Itis not required, but you have the option to assign a due date, priority level and

reminder notices. Click Save when you are finished entering the goal.

% Add Goal

Cancel

Fields are required

* Goal Name
Goal Due Date * Category
[ sotoct e pwmorver [ 2 S v
Description
ADDITIONAL SETTINGS ~
Priority Level
Medium v

REMINDER SETTINGS

Reminder Notices + Overdue Natices

o (o e B

The goal(s) will appear in the Future Goals section.
e Click Z to edit a goal.
e Click I to delete a goal.
e C(Click + Add Item, New Goal to add a goal.

« )
\_/

? TEST Mike Wazowski () Annual Teaching Faculty v2 (due 08 / 31/ 2024)
L e assisant aesn

GOAL SECTION | FUTURE/LIST
SECTIONS

Future Goals
SACS Requirements v
Add at least one goal to be achieved by the target employee by the next evaluation.

Performance Factors - Faculty

v
Duties & Responsibilities T

Employee/Supervisor Comments v For next year. | would like for Mike to participate in training.
Future Goals .4

[l summary

Perform Module User Guide

+ Addltem ~

DUE DATE: 05/01/2025
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6. Select the Summary section on the left to review your comments before submitting the Supervisor Evaluation Form.
e  Click Print Current State to print a draft of the document.
e Click Submit Evaluation to forward the Supervisor Evaluation to the next step in the evaluation process.

L

{ Go to Evaluation Details Submit Evaluation

q TEST Mike Wazowski Annual Teaching Faculty v2 (due 08/ 31/ 2024)
yt} PT HR ASSISTANT (TEST) —~
[«
SECTIONS T Expand all cards ~
SACS Requirements v COMPETENCY SECTION | YES / NO
Performance Factors - Faculty y SACS Requirements
Duties & Responsibilities
Employee/Supervisor Comments v SACS Requirements - Syllabi Completion = This is a test. N
Future Goals v
SACS Requirements - Office Hours = This is a test. N
) Summary

SACS Requirements - Curriculum Vita
Mike showed initiative by participating in a NECED training series to better

7. You will be asked to confirm that you want to submit your Supervisor Evaluation Form.

o Ifyes, click Continue to submit your form. You will receive a message letting you know that your document
was successfully forwarded to the next level supervisor. Once you submit the form, you cannot make
changes.

e Click Cancel to go back and make changes.

8. The evaluation summary page will display. The next step in the evaluation process is to meet with the employee to
discuss his/her performance (see screenshot below). During the meeting, you will discuss the comments made on
the employee’s Self-Evaluation Form, your Supervisor Evaluation Form and if applicable, whether changes need to
be made to the employee’s job description.

e After the meeting, click Go to Task, then Complete Task to document the date and time you met with the
employee. You have the option to add comments about the meeting in the Comments field.

Task Detail Cancel

Title
Meet with Employee to Discuss Evaluation

Related to
Annual Teaching Faculty v2 (due 08 / 31/ 2024)

Due Date
07/312024

Description

Schedule a meeting to discuss the evaluation with the target employee.
Mark this task as complete once the meeting has concluded (add
comments to the task completion comment box as needed to describe how
the meeting went, if the employed had questions or concerns, etc)

Comments

Perform Module User Guide Page 15



e Click Print to print a copy of the combined evaluation forms.

e Under the Process tab, you can view the steps, assignments, associated deadlines and current status for the
performance process.

e Under the Content tab, you can view the sections of the self-evaluation form and add notes and
attachments if applicable.

2 Annual Teaching Faculty v2 (due 08 / 31/ 2024) » Cancel
e Due Date: Tue Feb 13, 2024 »
i

TEST MIKE WAZOWSKI

Position: EVALUATION DETAILS EMPLOYEE DETAILS
PT HR Assistant (TEST) Current Status: Approval Position: PT HR Assistant (TEST)
Division: Type: Periodic / Division: President's Office
President’s Office Evaluation Program: Teaching Faculty v2 Department: Human Resources
View Org Chart 0) D]
Process Content

“Steps are required.

p Evaluation Due Date Tue, Feb 13, 2024
Ratings
i Status
Rating = Due v Weight
Completed on N
TEST Mike Wazowski Sun, Mar 31, 2024 o094 0%
. Status
Rating Due : Weight
Cempleted on .
Amanda Summers Wed, Jul 31, 2024 P, 100 %
02/19/2024
4 After Ratings

Meet with Employee to Discuss Evaluation * Due S
o
Amanda Summers Wed, Jul 31, 2024 Current

Release to Employee

Signature * Due

Status

TEST Mike Wazowski Thu, Aug 15, 2024 Pending

9. Forthe last step, the system will ask for your signature.

Track the Status of Your Employees’ Evaluations
From the Dashboard, select the Performance link, Overview tab. The My Team’s Evaluations box on the right displays a
brief overview of the various evaluation statuses and overdue tasks.

e C(Click View All on the right to open the My Team’s Evaluation tab or click one of the colored boxes to see the
evaluations currently in each state (e.g., Draft, Before Ratings, Rating (i.e., employees are completing the Self-
Evaluation Form and managers are completing the Supervisor Evaluation Form) and Approval (i.e., waiting on e-
signatures).
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# Journal Entry

Dashboarc Performance

>

Tasks €@ Overview My Evaluations My Team's Evaluations  Journal Hub.

People

Performance a
o] U i i
My Tasks [} My Team's Evaluations View all

Recruiting

o

<)

ACTIVE EVALUATIONS

0 0 0 2

)

Onboard

Forms

a

o : I

You have zero tasks to do!

‘OVERDUE TASKS

For all evaluations in all statuses -~

Check back later for any new tasks | Sign (1)
Overdue
10100.0%
[ ALL OVERDUE TASKS (1)
Sign TEST Annual Non-Teaching Employee (due 08 / 31/2023) f... A\ Due 08/15/23
.+ JEST Annual Non-Teaching Employee (due 08/ 31/ 2023)

From the My Team’s Evaluation tab, you can also search for an evaluation by an employee’s name, sort the results via
date, or filter by employee name.

£ Journal En

# Dashboard Performance

S Tasks o Overview My E i My Team’s Evaluati Journal Hub

&, People

¢ Performance My Team's Evaluations (2)

[£] Recruiting

[ Onboard 0 0 0 2

[ Forms Draft Before Ratings Ratng fopro

al repors . ___________|
[ 1L Sort v l I = Filters ~ l Q_ Search by Employee or Evaluation name

All Evaluations

TEST Annual Non-Teaching Employee (due 08 / 31/2023) Abbey M )
/A Due Thursday, August 31, 2023 ﬂ obey Mourer Approval

Annual Teaching Faculty v2 (due 08 / 31/ 2024) i ]
B £ Test Mike Wazowski
/\ Due Tuesday, February 13, 2024 4 Approval

View Completed Evaluations for Your Employees
Managers can access all the evaluations of everyone within their hierarchy by navigating to the employee’s profile.

1. Select the People link on the left. Under the My Team tab, click the name of the employee you want to view.

e Click ato change how you view employee names (i.e., list/grid view (as shown in the screenshot
below) or card/box view).

= Filters v
e Click to filter employees by Direct Reports Only or Entire Hierarchy.

e Click @n to add columns to the data populating on your screen, apply an advanced filter if
applicable or open search fields under each column header.
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# Dashboard PeO pl e

‘S Tasks ° My Team My Team's Tasks Org Chart Employee List
52 People

Q@ Performance My Team

[E Recruiting

Onboard

=] = Filters v
[ Forms
il Repers mm_

. Cinthya Barrios President's Office Manager, Human Resources 09/25/2023 cbarrios@lee.edu
wc Woodrow Crawford President’s Office Part-Time Emergency Management Speci... 07/01/2021 werawford@lee edu
ﬁ TEST Mike Wazowski President’s Office PT HR Assistant (TEST) 02/012023 asummers4422@gmail.com

1 10 v | tems per page Showing 13 of 3 items

2. After selecting the name of the appropriate employee, click the Performance tab. Evaluations saved in NEOED will
populate here. Click the appropriate status in the Performance Evaluations drop down menu to view Active,
Completed or Archived evaluations for this employee. Select the evaluation title or download links to view the

documents.
# Dashboard People / TEST Mike's Profile
= Tasks Q) 2, TEST Mike Wazowski
& People ' PTHR Assistant (TEST)
President’s Office
2 Performance Job Performance Documents Onboarding
[ Recruiting ——
8 Onbeard
Performance
[ Forms
il Reports
Performance Evaluations | Active v + Add Performance Evaluation Performance Documents Upload
The maximum allowed file size is 20MB
Current Employee of the Month.pdf
[
Uploaded on 02/18/2024
B Annual Teaching Faculty v2 (due 08 /31/2024)

\ Due luesday, February 13, ype. Periodic

Approval

Additional Information

Revisions to Self-Evaluation and Supervisor Evaluation Forms

Once an employee submits the Self-Evaluation Form, he/she cannot make revisions. However, if the employee makes
his/her supervisor aware, the direct supervisor may be able to add a note documenting the employee’s change request
on the Supervisor Evaluation Form. Likewise, a manager cannot make a revision to the Supervisor Evaluation Form once
it is submitted.

Journal Entries
Journal Entries are notes that employees and supervisors can enter in Perform to document and recall performance-
related items that occur throughout the year. The entries are intended to be a tool to foster and encourage
communication between supervisors and direct reports and can be used to develop content to include on the evaluation
forms.
e Journal entries are private unless made viewable using the share with feature.
o Asanemployee, Journal Entries can be private or shared with your supervisor(s) and are available for
review when completing your evaluation.
o Asasupervisor, Journal Entries that you enter for your employees can be private or shared with the
employee and are also available for review when completing the employee’s end-of-year evaluation.
e Journal entries can be edited, printed, deleted or archived by the creator only.
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Submit a Journal Entry
There are multiple places to access/submit a Journal Entry:
1. From the Dashboard link, in the Quick Actions box click Write a Journal Entry.

Quick Actions

# Dashboard
1S Tasks & View my Forms Quick Links >
=2 People

% Write a Journal entry >
@ Performance

&7 View my current evaluation >

[§] Onboard

™ Cocenn

2. From the Performance link, under any of the tabs (i.e., Overview, My Evaluations or Journal Hub), click the Journal
Entry link in the upper right corner.

Dashboard Performance

N
:g Tasks Overview My Evaluations Journal Hub
& People
1
¥ Performance .
My Task My Current Evaluation My, Evaluations
y Tasks
Onboard
L Forms i Annual Teaching Faculty v2 (due 08/ 31/ 2024)
al Reports A Due Tuesday, February 13, 2024

3. From My Profile — Click your name in the upper right corner, My Profile, Actions, Write a Journal Entry.

1

. 28 Dashboard Q Search &= @TESTMikeWazowskiv

Dashboard People / TEST Mike's Profile

Tasks TEST Mike Wazowski | fictions ~

¢ PT HR Assistant (TEST)

>

=5, People -
1< President's Office Write Journal
Entry
" Performance Job Performance Documents Onboarding
Onboard —
[ Forms
Jil Reports Job
General Info = Position
Employee # 9999995 Position PT HR Assistant (TEST)

444
'

4. From your evaluation details page or evaluation forms, click the = journal icon in the upper right to access the
Journal Hub.

Employees Library « Reports & . * e

Annual Teaching Faculty (due 08 / 31/ 2024)
Due Date: Sat. Aug. 31, 2024
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Follow these steps to submit a journal entry:
1. Afly out window opens on the right. Select the name of the person the entry is about. Supervisors have the option
to submit a note for themselves or an employee within their hierarchy.

Write a Journal Entry

* Who is this entry about?

Start typing here to find an employee ~

2. Type your note in the New Entry box.

e Asanemployee, check the box for Manager(s) to share the note with your direct supervisor or Manager’s
Manager to share the note with the supervisors in your chain of command. As a supervisor, you have the
same options, but you can also elect to share the note with an employee.

e If appropriate, select Discard Draft or Keep as Draft.

e Click Submit Journal Entry, then Close when you are finished.

Write a Journal Entry

* Who is this entry about?

™ TEST Mike Wazawskl ()

New Entry Past Entries

Bl/f |U |Aa|=|=|=|T: |20 |R

Did you know? You can tag your journals with Competencies and
Goals from recent/upcoming evaluations by typing "@" along with
the name of the item. Tagging is only applicable for one user ata

time

Who do you want to share this entry with?

O empioyee

O Managers) @

[0 manager's Manager

‘ Discard Draft Keep as'Draft I Submit Journal Entry ]

Journal Hub
The Journal Hub displays your Current, Pending, and Draft journal entries. To access the hub, select the Performance
link on the left and click the Journal Hub tab.

e From the Journal Hub for drop down menu, select who you want to view entries for (i.e., yourself or one of your

employees).

e Select the Current, Pending, Archived or All Drafts tab to view entries in each category.

e Click Sort to organize the entries by creation or update dates.

e Click the blue Journal Entry button in the upper right corner of the screen to submit a new journal entry.
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Dashboard Performance

L]

= e Q Overview My Evaluations My Team’s Evaluations Journal Hub

<= People

@ Performance Journal Hub for

[£] Recruiting Myself o

[E] Onboard

v Current (2) Pending (0) Archived (0) All Drafts (2)

il Reports

Tl Sort v l

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

Sort: Update Date « Newest First

agouT @ eoeinoacastiio Created 08/04/23 « Edited 08/04/22 2t Shared
] a Amanda Summers Mrs. Summers is a great supervisor! She is always willing te help us out if we need assistance with anything.
Executive Director, Hum

Reviewer Entries

Reviewer entries are past evaluation ratings and comments that were completed within NEOED. While completing the
performance evaluations, the past ratings for each criterion will appear on the right side of the screen. It will indicate
who the rater was, the evaluation date, the rating and any comments made for that criterion. Reviewer entries will not
appear until after the first evaluation has been completed within the NEOED platform.

Notifications

NEOED will notify you, via email, when there is a task that requires your action. Within the email will be a hyperlink to
the task.

Questions/Assistance
If you have questions or need assistance, contact the Human Resources Office at hr@lee.edu or (281) 425-6875.
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