NEOED PERFORM:
Staff Evaluation Guide

The intent of this guide is to assist employees in the process of carrying out the evaluation.

As you carry out the evaluation, please visit the Perform webpage on the HR website for
additional information and resources or contact employment@andrews.edu if you have any
questions.

Due Dates

Annual Evaluation: March 31t

e 35 days before Evaluation Due Date: Employee & Direct Reports Evaluation

e 21 days before Evaluation Due Date: Supervisor (Manager) Evaluation

e 14 days before Evaluation Due Date: Next Level Supervisor (Manager’s Manager)
Approval & Signature

e 7 days before Evaluation Due Date: Supervisor (Manager) Approval & Signature

e Evaluation Due Date: Employee Signature

The exact dates can be viewed under the Process tab in the evaluation

Creation of the Evaluation

Once the system creates the evaluation, whether it is the initial review or the annual review,
the supervisor will have received an email notifying them that your evaluation has been
created. At the same time, you will have received an email notification from
donotreply@neoed.com to complete your self-evaluation, specifying the evaluation due
date. This will generally be the first task of the evaluation. However, this first year of
implementation you will need to enter your previous year's goals first.

An Evaluation Setup Task is Ready: Add prior year goals for 000147938 Annual Evaluation for Staff HUMAN RESOURCES ADMINISTRATION (5500) 2026 (due: 2/9/2026).
Q donotreply@neoed.com © | © Reply | © Repiyall | = forverd | | @ || -+

To © Raquel lllingy

Fri 1/30/2026 4:11 P

JcAUTION:

Atask titled "Add prior year goals” related to "000147938 Annual Evaluation for Staff HUMAN RESOURCES ADMINISTRATION (5500) 2026" and due on 2/9/2026 is ready for Raquel llingworth’s attention.

To Complete This Task:

Click or copy/paste this link into your web browser: https:/login.neoed.com:443/redirect/US/e2f7b7a547af09a1285e824dc05b29fe/perform/evaluation/b723079c5d0a02cde8147bd4b8ace2a2/addEditContent
/b96b953164cd3345474689c2c8dc3dc2c42ae5c0abb830f9? i -89c8d0f6-eff5-43c5-b1c3-53ba74dadc84

Once there, click on the following link to view/copy the goals from last year's review: https://www.andrews.edL formance;

Please add all goals (3 minimum).

Note: the NEOED supported web browsers are Google Chrome and Microsoft Edge



https://www.andrews.edu/services/hr/mgrs_supv_tools/neoed/neoedperform.html
mailto:employment@andrews.edu

Click on the first link to go to the evaluation
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Y GOAL SECTION | 4 POINT RATING SCALE

Add/Edit Content

Task Due Date: Prior Year Goals

Mon, Feb 9, 2026

r Employee:

Raquel lllingworth

Position:

The second link will take you to the previous evaluation system. Look for the evaluation
from last year and click on "view" to access the information.

Employment/Benefits

Manager

Annual completed Mar 27,
2025

Locate and copy the Future-Focused goals from here into the new one

FUTURE-FOCUSED

Agreed-upon goals for the next year (3 minimum):

1.

Go to NEOED perform and click on Add Goals then select New Goal

Kg} GOAL SECTION | 4 POINT RATING SCALE

Prior Year Goals

—+ Add Goals

From Development Plan
From Last Scheduled Evaluation
Roll Over Geoals From Previous Evaluation

New Goal




Enter the goal name, copy the description from the old system, and paste it into the new
system under the description. Select the category and click save and Add Another to add
the next goal until all goals have been transferred. Click Save when you have transferred
the last goal:

Cancel Save and Add Another

8, Add Goal

1. GENERAL

*Fields are required.

* Goal Name

o

Goal Due Date * Category

Individual v } ar

s

Select date (MM/DD/

Description

Goal 1

Your goals will be visible under the Prior Years' Goal section

‘E’ GOAL SECTION | 4 POINT RATING SCALE + Add Goals
3

Prior Year Goals

B
H #1 Goal 1 7 X
#2 Goal 2 7 X
#3 Goal 3 7 X

Click on submit content to continue with your evaluation. This option will appear at the
bottom of the left side of the evaluation:

Evaluation Due Date: Submit Content
Tue, Mar 31, 2026

Are you sure you are finished with adding content for this evaluation ?

D Prior Year Goals: ) ltem(s) Added
[~ Submit Content
No, Let's Go Back Yes, I'm Finished




You will receive a new email in your mailbox that will direct you to the evaluation system to
complete your evaluation.

000147938 Annual Evaluation for Staff HUMAN RESOURCES ADMINISTRATION (5500) 2026 for Raquel lllingworth is now Ready for Review
@ donotephy@nsocccom © © me |  reyaa | > pomas | 8] [

To © Raquel lllingworth Sat 1/31/2026 10:14

Jow this message is isplayed, dick here to v
ures. To help protect your privacy, Outlook

000147938 Annual Evaluation for Staff HUMAN RESOURCES ADMINISTRATION (5500) 2026 for Raquel lllingworth is Ready for Review. Please log into Perform to view the performance evaluation and tak

the appropriate action

There are 2 links, the first one that contains your ID will direct you to the page where you
can begin your self-rating.

000147938 Annual Evaluation for Staff HUMAN RES|

RI ADMINISTRATION (5500) 2026
Due Date: Tue. Mar. 31, 2026

Rate Copy ] [ Print ~ ]
RAQUEL ILLINGWORTH { D @

Position:
Employment/Benefits EVALUATION DETAILS SCORES
Manager .
g Current Status: Before Ratings TOTAL SCORE OVERALL RATI...
Department: Type: Periodic Pending Pending

D HUMAN RESOURCES

Evaluation Program: Evaluation
ADMINISTRATION

The second link will direct you to the Perform Dashboard, where you can view your tasks
and enter information for your journal entries. You will also find the link to start your current
evaluation there:

Performance
Overview My Team’s Evaluations Journal Hub

My Evaluations

Current (1) Upcoming (0) Completed (0) Other (0) All (1)

000147938 Annual Evaluation for Staff HUMAN RESOURCES ADMINISTRATION (5500) 2026

Due Tuesday, Mar 31st 2026 . Type: Periodic




Click on Rate to start rating yourself and add comments as necessary or use the writing
assistance option available. Please note that there is a required comment if you select the
options “Does Not Meet Expectations, Needs Improvement, and Exceeds Expectations”.

ry

000147938 Annual Evaluation for Staff HUMAN RES

RI ADMINISTRATION (5500) 2026
Due Date: Tue. Mar. 31, 2026

Rate Copy l ‘ Print ~~ ‘
RAQUEL ILLINGWORTH l rD . EE]

Complete the 5 items under Competencies:

* Fields are required.
SECTIONS

Competencies 0] ITEM 1 OF 5
Brior Year o Job Knowledge
Goals
RATING SCALE * Show descriptions
Proposed .
optional
Future Goals

Once you have provided an answer for the 5 items, click on Next Section to continue

Training Recruiting Onboard Forms Reports

Home Tasks People Performance

Go to Evaluation Details

You can now see the previously entered Prior Years' Goals. Please enter a rating for each

evaluation listed.

Job Description Prior Year Goals

SECTIONS
GOAL SECTION | 4 POINT RATING SCALE

Competencies
* Fields are required.

Prior Year '0)
Goals

ITEM 1 0OF 3
Proposed optional #1

Future Goals




Click "Next Section" to enter the Proposed Future goals for review with your supervisor.

Job Description ITEM 1 0OF 1

Proposed Future Goals
Competencies v COMMENTS

Prior Year g Last saved on 01/31/2026

Goals B i UA===Taoo
Proposed o

Future Goals Goal 1:

H , Goal 2:

Click on Next Section to complete the Employee Feedback section. You will be required to
enter a comment on the two items listed under this section. The system will not allow you
to go to the next step until this section is completed:

Job Description ITEM 1 OF 2
SECTIONS How can your supervisor support y...
Competencies v *
COMMENTS
Prior Year o
Goals Comments Required
Proposed v Last saved on 01/31/2026
Future Goals
B i U A =T =0T & =
D sloyee 0]
reedback
Type something

You can also click on the Summary section to review the completed parts before
submitting your evaluation.

SECTIONS

<

Competencies

Prior Year

<

Goals

Proposed
Future Goals

<

Employee
Feedback

<




You will now see that all sections have a check mark, and the evaluation can be submitted.

Home Tasks People Performance Training Recruiting Onboard Forms Reports ‘ E Mentor Chat ‘

< Previous Section Submit Evaluation

Go to Evaluation Details

Click on "Submit evaluation" and then select "Continue" to finalize your evaluation rating.

Once your rating is submitted, you cannot make any changes. Your supervisor will receive
an email with instructions to continue with the process.

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.
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Do you wish to continue?

Cancel| el Y

Success!

©

Your evaluation for RAQUEL ILLINGWORTH has been
submitted.

‘ Close ‘

Your Next Level Supervisor (Manager’s Manager) will be the first one prompted to approve
and sign your evaluation. After they sign, your Supervisor (Manager) will need to approve
and sign. Once both signatures are obtained, you will receive notification to sign your

evaluation. At that time, you will be given the opportunity to provide one final feedback on
your evaluation before signing.



