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Overview

This job aid provides the steps for supervisors to add goals in the online performance evaluation
product, PERFORM, from NEOGOV. Action steps are indicated by bold text. Example: Click on Submit
Task when finished.

Employee Goals
There are multiple actions that may be needed within the Goals component of an employee
evaluation.
Individually assign tailored goals to each employee;
Bulk assign the same goal to multiple employees; or
Pause an evaluation. This action would be taken if you selected Complete Task prior to
assigning all goals or editing an assigned goal.

Please Note

Do not select the Submit Task button until goals for each of your direct reports are entered
and accurate.

If you select the Submit Task button prematurely, you will be required to individually
pause each evaluation to make edits.

It is recommended you have well scripted/defined goals before you begin

Only the creator of a goal can edit the goal. Submit Task will be the final step in the

goal process. Instructions for Submit Task are provided at the end of this document.

Start Here

To access NEOGOV PERFORM to assign employee goals:
Click on the hyperlink, Manager Add Goals For The Current Evaluation Period, within the email
you received from NEOGOV PERFORM then login into NEOGOV or
Access NEOGOV at https://login.neogov.com/. Click on the task Add Employee Goals from My
Tasks on your Dashboard
Login credentials will be sent via email by Human Resources

Adding Goals Individually from Email Notice (screenshots below)

1. Upon receiving a task email from NEOGOV PERFORM (both in your WLU email and within
NEOGOV) click on the hyperlink Manager Add Goals for the Current Evaluation Period.
2. Upon successfully logging into PERFORM you will see your Dashboard where you will click


https://login.neogov.com/

on Manager Add Goals for the Current Evaluation Period under Task.

Within Current Employee Goals click + Add Item on the right.

4. Add the Goal Name, select a Category, add the goal description and the due date. You
may also add reminder settings. Click Save. “Goal created for employee successfully”
will appear in a green box.
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Step 1. Email notification within NEOGOV- click on Manager Add Goals for the Current Evaluation Period in the subject line.
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Step 2. NEOGOV PERFORM Dashboard- click on Manager Add Goals for the Current Evaluation Period under Task
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Step 3. Within Current Employee Goals click + Add Item on the right.
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Step 4. Add the Goal Name, select a Category, add the goal description and the due date. You may also add reminder settings.
Click Save. “Goal created for employee successfully” will appear in a green box.
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To Edit a Goal (screenshots below)

1. Within the current employee goals page, click the pencil icon under Actions and a window
of the goal detail page will appear

2. Make any necessary changes and click Save

Step 1. Current Employee Goals page- Click the pencil icon across from the goal you wish to edit
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Adding Goals via Bulk Actions (screenshots below)

If employees share the same goals, supervisors have the ability to bulk assign the same goal.
The Performance Evaluations List is a comprehensive list of your evaluations and your direct reports’
evaluations. From the list, you can bulk assign goals to multiple evaluations.

1. On the dashboard menu, hover over Performance Evaluations and select Performance
Evaluation List.

2. Check the box next to the name of the employee evaluation(s) to whom you want to

assign goal.

Select Bulk Actions from above the list once all appropriate evaluations have been selected

Select Assign Goals from the bulk actions fly-out.

5. You are then re-directed to Step 2 of 3: Goals Assignment. Click + Goal on the right side to
add new goals as needed for the employees selected. Click Save, then Next.

6. On the Step 2 of 3 Confirmation page, review the information and click Submit.

7. Onthe Step 3 of 3 Bulk Actions Status page, you will see the action process. 100% is
success. Failed records will appear in the Failed Records section. Repeat steps for other
bulk actions.
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Step 1. PERFORM Dashboard- Hover over Performance Evaluations and select Performance Evaluation List.




Steps 2 and 3. Check the box next to the evaluations to which you want to assign the same goal then click on Bulk Actions.
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Step 4. Select Assign Goals from the Bulk Actions fly-out.
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Step 5. Goals Assignment- Click + Goal on the right side to add new goals as needed for the employees selected. Click Save, then
Next.

Step 2 of 3: Goals Assignment
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Step 6. Confirmation Page- Review the information and click Submit

Step 2 of 3: Confirmation Page




Step 7. Bulk Actions Status- Review and click Submit. 100% is success. Failed records will appear in the Failed Records section.
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Submit Task

This is the final step in the Add Employee Goals process. Once you have added all goals and/or updated
existing goal(s), you must complete the task of Add Employee Goals.

1. Go directly to the Submit Task button

2. Click the Submit Task button. You will notice a Task Detail screen appear appears.
Enter comments relative to the goals then click save. You will receive the
confirmation, “Step is completed!”

The Submit Task step removes the Add Employee Goals task from your dashboard and triggers an

email to your direct report to acknowledge the goals. If you do not click on the Submit Task button

the task will remain on your dashboard and the employee WILL NOT receive notification to acknowledge
goals assigned.



Step 1. Click on Submit Task
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Step 2. Task Detail screen -Enter comments and click Save. You will see the confirmation message.
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If you have a need to edit goals after the complete task button has been selected and the task is
removed from your dashboard, you can only do so by Pausing the evaluation.

Pausing an evaluation (Screenshots below)

1. To pause an evaluation to edit a goal that has been assigned to an employee, go to the

evaluation details page. You can get to the evaluation details by clicking Performance

Evaluation and selecting Performance Evaluation List from the menu. Click the evaluation

name of the evaluation you want to pause.

Click the Pause button.

You will receive a message asking if you wish to continue. Click Continue.

The evaluation is now in Draft status and available for you to add additional goals and/or edit goals.
Follow the appropriate steps to add and/or edit goals previously documented. Once all goals

have been added/edited you must start the evaluation

6. Click the Continue button to resume the evaluation process
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Step 1. Evaluation Details page- Click Performance Evaluation and select Performance Evaluation List from the menu. Click on the
name of the evaluation you want to pause.
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Step 2. Click Pause.
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Step 3. Pause Evaluation screen- Click Continue.

Pause Evaluation

You are about to place this evaluation into Draft status, and

Process will be paused

Do you wish to continue?

Cancel |GGG -

Step 4. The evaluation is in Draft status and available for you to add additional goals and/or edit goals.
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Step 5. Follow the appropriate steps to add and/or edit goals previously documented. Once all goals have been

added/edited you must restart the evaluation
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Step 6. Activate Evaluation - Click Continue.
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