An employee will follow the process steps below when they want to “Deny” their
Employee current rated review and submit a Request for Higher Review to their manager.
Requesting
Higher Review of Before following the steps below, check immediately with your HR Representative
to obtain the policy and/or procedure requirements for a Request for Higher

Rated Evaluation .
Review.

1. Login to the Perform

System. N EOG OV

Username

rogerrocket@mail.maricopa.gov

Password

-.......q

All fields are required

Login using Azure

Forgot username?

Forgot your password?

2. Click on the task to
Approve and Sign

Annual ploy Per ~ Library -~ Reports -  Help ~ %] + @
..

My Tasks viewall >

[\ [JelcedT) PE Perform Q search B [ @ Roger Rocket v

— v
3 2 1 0 0 0 0
Total Rating Approve An... Sign Approve Other Overdue
hide table ~

= For Employee Related To Due Date
v Rating For Ricky Shuttle's Annual (duel061/13012019]) 1833456789 Ricky Shuttle Annual (duelO6l/I301.  06/16/2019
Approve and Sign Annual (duel061/130120191) 1811345678 for Roger Ri Roger Rocket Annual (duelO6l/I301.  06/27/2019
B2 Periodic Check-In with Employee Ricky Shuttle Annual (duelO6l/I301..  07/15/2019
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v
1|Page

Employee Requesting Higher Review Version 1.0 02/03/2019




You havejust NEOGOV FBE Perform ~ Q_ Search : = 0 Roger Rocket

reVIewed your rated Employees Performance Evaluations Library ~ Reports Help ~ %l i ®
Performance

: Ratings
Evaluation, and g
determined that you
W0u|d I|ke tO requeSt Roger Rocket EVALUATION NAME DUEDATE @
h' h . Payroll Supervisor Annual (duel06l1/130120191) Sun. Jun. 30, 2019 arprove® tian i
a nigner review y 1811345678

(Deny).
Rating Summary
DO NOT CLICK DENY 7
UNTIL YOU FOLLOW P EEEE e G e b5
THE PROCESS STEPS
BELOW. Rating Details i Rating Chart

SECTIONS Collapse all sections A
Employee Performance 2 GOAL SECTION | GOAL AND COMPETENCY RATING SCALE | SECTION WEIGHT 40 %
—_ ‘ Employee Performance Goals
e Collaboratively developed baseline perfermance/productivity expectations that align the employee’
OUTOF 3 contributions to department and County success. Performance goals must be SMART (i.e., spe
Employee Development measurable, attainable, relevant and tme-bound).
v
Goals

Return to the NEOGOV | B8 perform ~ Q_ sesrch BB & ) roserrocker v

DaShboard by ClICkIng Employees Performance Evaluations ~ Library ~ Reports ~ Help ~ EI & o] ®
the NEOGOV label.

Ratings
Note:
If necessa ry /Ogout Roger Rocket EVALUATION NAME DUE DATE @
. £ Payroll Supervisor Annual (duel061/130120191) Sun. Jun. 30, 2019
until you have the S sporove & sgn deny

opportunity to check
with your HR

Department to see _
what documentation @ O i e i s

is required.

SECTIONS Collapse all sections

Rating Summary

GOAL SECTION | GOAL AND COMPETENCY RATING SCALE | SECTION WEIGHT 40 %
Employee Performance

Employee Performance Goals

Goals
e Collaboratively developed baseline performance/productivity expectations that align the employee’s
contributions to department and County success. Performance goals must be SMART (ie., s
Employee Development OUTOF3 measurable, attainable, relevant and time-bound).
Collapse Section LVl
Goals
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Under My
Evaluations, click on
your current
evaluation to open
the page.

Scroll down the page
to locate and click
the +Add Notes and
Attachments.

NEOGOV e

Perform ~

Employees  Performance Evaluations

Library ~

Reports Help ~

For Employee

Q Search

w7 Feedback | £5)

Related To =

Roger Rocket v

Due Date

¥ Rating For Ricky Shuttle's Annual (duel061/30120191) 1833456789

Approve and Sign Annual (duel06/130120191) 1811345678 for Roger Rocket

EZ Periodic Check-In with Employee

My Evaluations view all of my evaluations >

Due: Su 30, 2010
Sratus: Approval

NEOGOV [FE

Employees Performance Evaluations -

ROGER ROCKET

PAYROLL SUPERVISOR

My Dashboard
Employee

Org Chart

Manager

Perform

Library

~

Ricky Shurtle Annual {duel06/13012019)) 183_..
Roger Rocket Annual (duel061/130120191) 1B11...
Ricky Shuttle Annual (duel061/13012019)) 183...

Annu3l (duel06l/130120191) 1I81134....

Q Search

v Reports - Help ~

Notes & Attachments

Process

Before Ratings

Manager Add
Goals For The

Period
Rachel Splane

Signature
Roger Rocket

Current Evaluation

¥/ Feedback

06/16/2019
06/2712019
071512019

1-3of 3items

Roger Rocket

g 4+ O

-+ Add Notes & Attachments

Y]

Due Status Step is

Thu, Jan 31, Completed required
2019 01/29/2019 Yes

Due Status Step is
Sun, Feb 3, Completed required
2019 01/29/2019 Yes

-+ Add Task
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When you are
attaching your Add Note/Attachment Cancel
justification keep in
mind the following
requirements:
a.Valid file types Note
include; pdf,
Excel,
1= .=
PowerPoint, B 1 v - - | 9
Word, Image files
and more (see
image to the
right).
b.Max file size is
5MB.
(Optional) Valid file types: pdf, xIs,
xlsx, ppt, ppix, potx, doc, docx, txt,
rif, bmp, gif, jpe. jpeqg. jpg. png. tif,
tiff, wp, wpd, csv, zip. Maximum file
size: 5 MB
Attachment @ + Attachment
Nothing selected
* imit one attachment peér note.
Under the Note NEOGOV @ rororm ~ B Add Note/Attachment Cancel w
section type in T T
Requesting Higher A N N ote

Review, then click + elrlulelel=
Items will be -
Attachment.
| Requesting Higher Review.

ROGER ROCKET
EVALUATION OVERALL SECTION | OVERALL RATING SCALE (
PAYROLL SUPERVISOR

Overall Rating

My Dashboard Notes & Attachments

Employee
Org Chart Attachment © + Aitacﬁg'em

Requesting Higher Review for Roger Rocket. [Requesting Highet

Nothing selected
Manager
. + limit one atiachment per note.
Process
Private Note
Direct Reports
. . s Before Ratings
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9. Browse to the
location of the
document file, select
it, then click Open to

attach the document.

(2 Choose File to Upload

T « 2018_2019_N.. * Employee Requesting Higher Review of Rated Evaluation

Organize ~ MNew folder

W This PC
m Desktop
[Z Documents
% Downloads
& Music
= Pictures
B Videos
Local Disk (C:)
shepardd (\\cs2data\home) (H:)

=3

public (\\cs2data.enterprise.mar|
hr$ (\\dacrsphrxfsO1.enterprise.n
sigma4$ (\\cs1app.enterprise.m:

N T

hr$ (\\cs1data.enterprise.marico|

¥ Network

~  Name

v O

Requesting Higher Review for Roger Rocket - Justification

EEMpPIOY

=] 31
=| 30
=| 29
=) 28
=| 27
= 26
= 25

Type: Microsoft Word Document
Size: 11.0 KB
Date modified: 1/30/2019 1:38 PM

File name: |Requesting Higher Review for Roger Rocket - Justification

x

Search Employee Requesting .. R

v[ﬁe

Date modified Type i
.;’30/2019 1:38 PM Microsoft Word D
rEvatgaaon o 1/30/2019 1:58 PM Microsoft Word D
/31/2019 814 AM  JPG File
1/31/2019 8:12 AM  JPGFile
1/30/2019 1:56 PM  JPG File
1/30/2019 1:56 PM  JPGFile
1/30/2019 1:54 PM  JPG File
1/30/2019 1:54 PM  JPG File
1/30/2019 1:53 PM  JPG File
1/30/2019 1:50 PM  JPG File
/30/2019 1:48PM  JPG File
1/30/2019 1: 46 PM  JPG File
1/30/2019 1:45PM  JPG File
/30/2019 1:45PM  JPG File .
>

V"M‘I‘I‘F‘i‘lerf*‘.")_

l

Cancel

10. Once it is attached
click Save.

NEOGOV PE  Perform

Employees Performance Evaluations

Library

Reports

Q 5

Help ~

A | I

ROGER ROCKET

PAYROLL SUPERVISOR

Items will be

EVALUATION OVERALL SECTION | OVERALL RATING SCALE |

Overall Rating

Add Note/Attachment

Note

B I U =

i
]

Requesting Higher Review.

Cancel Save
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My Dashboard Notes & Attachments
Employee
Org Chart Attachment © + Attachment
Process

Requesting Higher Review for Roger Rocket - i}
Manager 1

Justification.docx
. Before Ratings

4 * limit one attachment per note.
Direct Reports Manager Add Goals For The
Current Evaluation Period Due Private Note
. . Rachel Splane Thu, %
v
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11. The file is now

NEOGOV PE Perform v Q. search &' 4 @ Roger Rocket
attached and readily
available for the Emp Per « Ubrary ~ Reports «  Help ~ iE + O
manager to review. 2
EVALUATION OVERALL SECTION | OVERALL RATING SCALE @
Overall Rating
ROGER ROCKET

PAYROLL SUPERVISOR Notes & Attachments -+ Add Notes & Attachments
Note/Attachment Creat... | Show... | Actions
My Dashboard -
Requesting Higher Review for Roger Rocket.. Roger.. No Z ﬁ
Employee
Org Charnt
Process ~+Add Task
Manager
5 v
[ ] Before Ratings b

12. Return to the
dashboard by clicking

PE

NEOGOV

Perform v

v

Roger Rocket

S .
the NEOGOV ICOn Employees Perfmnance Evaluations ~ Library -~ Reports Help ~ H + @
~
Notes & Attachments -+ Add Notes & Attachments
Note/Attachment Creat._. Show... | Actions
ROGER ROCKET .
Requesting a Higher Review. [Employee Req.. Roger.. No Z M ?
PAYROLL SUPERVISOR
My Dashboard Process +Add Task
Employee
Org Chart Before Ratings
Manager Add
° Goals For The Due Status Step is
Current Evaluation Thu, Jan 31 Completed required
Mansger Period 2019 01/29/2019 Yes
v Rachel Splane
N v
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13. Click on Approve and NEOGOV BE Perform ~ Bl Sy &) E @) reserrocket ~
Sign Annual...
Employees Performance Evaluations ~-  Llbrary - Reports Help ~ H + @
My Tasks viewall >
— ¥ T
Total Rating Approve An... Sign Approve Other Overdue
hide table ~
Q
Task % | For Employee - | Related To < | DueDate -
g Rating For Ricky Shuttle's Annual (duel0O61/13012019]) 1833456789 Ricky Shuttle Annual (duelO6l/I30L..  0616/2019
Approve and Sign Annual (duelO61/130120191) 1811345678 for Roger R« Roger Rocket Annual (duel06l/1301...  06/27/2019
EZ Periodic Check-In with Employee Ricky Shuttle Annual (duel06l/130l...  07/15/2019
1- 3 of 3 items
v
14 SeIeCt deny- NEOGOV PE Perform Q. search E.' = @ Roger Rocket v
Empl Per ~ Lbrary ~ Reports ~ Help ~ H —+ @
Ratings
Roger Rocket EVALUATION NAME DUE DATE
Payroll Supervisor Annual Sun. Jun. 30,
approve & sign
(duel061/130120191) 2019
1811345678
mus
Rating Summary
i Rachel Splane Total Score Overall Rating Weight
' Payroll & Employee R..  1.89 outof 3 Successful 100 %
Rating Details Jil Rating Chart v
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Higher Review in the Deny

Cancel
Comments field, e SRR R S Belp
then CIICk save. Ratings * Fields are required.
Note: this will send 1 EachﬁI&Sé)Iar:e .
ayrol mployee Records Mgr
the plan back to the Roger Rocket e
manager and begin Payroll Supervisor Annual
the process steps for (duel06I/13t Requesting Higher Review]
the higher review. 1811345678
Rating Summary
Rachel Splane Total Score
Payroll & Employee R... 1.89 out of 3
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