
NEOED PERFORM



 Self-Assessment 
 Job Descriptions – Please contact HR 

if changes are needed to job 
descriptions. These are no longer part 
of the evaluation process.

 Resume Template

COMPONENTS OF NEOED EVALUATION

SAME AS BEFORE

• Professional Development Activities – 
SAME / NO CHANGES

• Assessment of Previous Year’s Goals – 
SAME / NO CHANGES

• Professional Development Plan/Goals 
for Next Year – NO CHANGES

NOT REQUIRED THIS YEAR

NeoEd COMPONENT
• Supervisor Rating Tool in NeoEd 

Perform



MY GADSDEN STATE PAGE

 Log onto the My Gadsden State page using the following URL 
https://my.gadsdenstate.edu/group/mycampus/faculty-and-staff

 All the information you’ll need for your evaluation can be found there

https://my.gadsdenstate.edu/group/mycampus/faculty-and-staff




EVALUATION FORM

 This is the one-page form that the blue 
arrow is pointing to on the previous slide
 Section I – PD Activities from last year
 Section II – Assessment of Previous 

Year’s Goals
 Section III – PD Plan / Goals for next year
 Print it. Sign it. Date it.
 Upload it to NeoEd Perform by 5/31 via 

the ‘Upload Document’ tool



UPLOAD YOUR FORM TO NEOED

1. Click in the top right 
corner on your name 
and then ‘My Profile’

2. Click on the 
‘Performance’ Tab

3. Upload your 
completed evaluation 
form to NeoEd by 
5/31 via the ‘Upload’ 
tool 



CHECK YOUR WORK

 Scroll to the bottom of the screen and look for the ‘Documents’ section

 Look to make sure your attachment was uploaded.



FINAL STEPS

 Once your supervisor has completed the ACCS rating tool in NeoEd Perform, you will 
receive an email notification.

 You may click the link from your email to view your rating in NeoEd.

 You will log back into NeoEd Perform to view your rating. After viewing your rating, you 
have two options:
 Acknowledge
 Refuse to Sign



FINAL STEPS – LAST SLIDE FOR EMPLOYEES

 You may scroll down to see 
any comments left by your 
supervisor.

 After viewing comments, 
click the green ‘Acknowledge’ 
or the white ‘Refuse to Sign’ 
button to complete the 
evaluation cycle.

 If you click ‘Refuse to Sign’, 
you will be able to add 
comments, if you wish.

 This is the last step for 
employees!



SUPERVISOR TASKS

 Complete the ACCS Rating Tool in NeoEd

 Electronic signatures by supervisor + supervisor’s 
supervisor

 Send to employee for acknowledgement (in 
NeoEd)

 For faculty only: Upload the Classroom 
Observation form to NeoEd Perform via the 
‘Upload Document’ tool on the employee’s page

 Upload the signed Checklist to NeoEd Perform via 
the ‘Upload Document’ tool

 You’ll receive a notification from NeoEd when the 
employee has completed the acknowledgement



SUPERVISOR TASKS

 Check your portion of the org chart to ensure all of your full-time direct reports are listed

 Click your name in the top right corner, then ‘My Profile’ and then click ‘Dashboard’ in 
the left pane and look for the ‘People’ section and ‘View Team’



SUPERVISOR TASKS

 To begin an evaluation, you may 
pull up NeoEd and click a name 
from ‘View Team’ on the previous 
slide or you may also view them 
as tasks on your dashboard in 
NeoEd.

 NOTE: Instructor evaluations are 
available now. ACCS will release 
non-instructor evaluations on 
May 16. They won’t show up as a 
task until that date.

 On the employee page, click the 
blue ‘Rate’ button to get started 
with that employee’s evaluation 
or you may click the link from the  
tasks menu in NeoEd.



SUPERVISOR TASKS

 On the next page, click anywhere 
in the green box to access the 
rating tools for that category.



SUPERVISOR TASKS

 Once the supervisor completes 
the rating for the employee, it 
goes to the supervisor’s 
supervisor for approval.



NEOED PERFORM – 
REGULAR EVALUATION CYCLE SUMMARY

1. Manager creates goals for the upcoming rating period (July).
2. Employee signs off on goals as an acknowledgement (July/August).
3. Manager completes a mid-year check-in with Employee (December).

5. After ratings, procedures are completed (electronic signatures).
A. Supervisor’s Supervisor
B. Employee’s Supervisor
C. Employee

6. Process begins for next performance cycle.



FULL YEAR CYCLE FOR EVALUATIONS

 Full-cycle begins in July 
each year

 The process kicks off 
with your supervisor 
setting goals for you for 
the coming year

 You will receive a 
notification from 
NeoEd to sign off on 
those goals

 Mid-year check-in 
(December)
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