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NEOGOV Perform Classified Evaluation  

Step-by-Step Instructions 

 

• Log in to NEOGOV at login.neogov.com 
 (use Chrome or Firefox; Internet Explorer is not supported) 
 

 
 

• After logging in make sure you see PE Perform.  If you see OHC,  use the drop down menu to switch from  
NEOGOV OHC to Perform.  

 

 

•  Manager’s Dashboard First task is Rating the Employee’s Performance Evaluation. 

 

https://login.neogov.com/
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• Another option to access the evaluation is to click on the link in the email notification received.   

 
 

• Click on the first item of the Competency Section to begin rating and entering comments. 
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• Select the rating from the Rating Scale and enter comments, click Next to continue evaluation 
 

 

• Continue entering rating and comments for each competency  

 

• Enter the employee’s accomplishments 
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• Enter additional comments (if applicable). Click To Overall to assign the overall rating. 

 

• Select Overall Rating (Exceeds, Meets, Needs Improvement, Unsatisfactory). Comments are optional. Click Done. 

 

• Once the evaluation is completed, you have the option to Print Current State to discuss with employee before 
submitting the evaluation, otherwise select Submit Evaluation. 
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• Confirmation of manager’s signature

• Next task to complete for the manager is the Evaluation Review Meeting with the employee.  From this
summary page you can select Go to Task or go back to the Dashboard

• Select task Evaluation Review Meeting



6 
 

• Enter comments if applicable, then select Complete Task   

 

• Confirmation that Task has been completed.    

 

• Next step is for the manager to Approve and Sign the evaluation 
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• Select Approve & Sign 

 

• Click Submit 

 

 

• Confirmation evaluation was signed and submitted 

    

 

Note: If after meeting with the employee you would like to 
make edits to the evaluation, click Deny and the evaluation 
will go back to you as the rating manager to make any 
changes. After making your edits you will resubmit. 
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Employee Steps 

• Sample email employee will receive when their evaluation is ready for their review and signature 

 

 

• Employee will log-in to Neogov Perform and select task Sign Employee Performance Evaluation 
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• Select sign 

 

• Summary of the evaluation 
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• Option to Print  

 

• Employee will click Submit, to sign evaluation. If the employee would like to submit a written response they 
must email Nicole Hise, HR Generalist nhise@glendale.edu. 
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• After signing you can see the signed evaluation.  

 

 

• Evaluation status will indicate Completed  
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