NEOGOV

NEOGOV Employee Manual

Neogov houses multiple modules for the State of Wyoming. This manual is designed to help
employees understand each module and their roles and responsibilities within them. Please
note: This manual is subject to change as updates to the system become available.

This manual covers

Logging Into Neogov
Neogov Dashboard

Recruit

Onboard

Perform

Learn

eForms

Analytics and Reporting

Helpful Links
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Please use the navigation along the left-hand side to jump to the content you need to review. If it
is not visible, click the below icon in the upper left corner:



Logging into Neogov

NeoGov can be accessed either through the traditional login page or using single sign-on. The
traditional login page will require that you enter login credentials. Employees with a wyo.gov
email can use this as their username and reset their password using the “Forget Your
Password?” link on the login page. Employees without an active state email will need to contact
their HRD representative to obtain their specific username and have a password manually reset.
The link to access Neogov with login credentials is below:

https://login.neogov.com/

If you are an employee with an active wyo.gov email address and are connected to the state
network, you have the option to bypass a login screen utilizing the below link. State of Wyoming
security settings will require you to download the Microsoft Authenticator app to a separate
device for 2-Factor Authentication. The first time you connect via single sign-on, there will be
instructions to link your Authenticator app to your NeoGov account. This will only need to be
completed once. From then on, you'll be able to easily login to NeoGov without the hassle of
remembering a password. The link to access Neogov with single sign-on is below:

https://login.neogov.com/authentication/saml/login/wyoming

If you normally utilize single sign-on, but try to login to the system when you are not connected
to the wyo.gov network (i.e. if you wish to login from home), you will be prompted to login to the
State domain. Please note that this is not your NeoGov password. The username will be your
email address and the password will be your domain password, i.e. the password that unlocks
your computer. If prompted, the Employer Code is Wyoming.

Main Self-Service Dashboard
Unified Dashboard

Upon logging in with your NEOGOV account, you will see your Dashboard. This is a single
central hub for you to manage tasks, see your direct reports, and update your personal details.


https://login.neogov.com/
https://login.neogov.com/authentication/saml/login/wyoming

Your Dashboard is made up of widgets that organize information and actions for your staff and
yourself. These widgets allow you to take action right from this page and include important
metrics, filters, and key information so you can focus on the highest-priority tasks.
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Dashboard

My Tasks

Tasks across all Neogov products are accessible in the Tasks widget. This means that instead
of switching products to see various tasks, you can see all types of tasks in one spot. Your
Dashboard displays your first five upcoming tasks with the earliest due dates. You can use quick
filters to get instant visibility on tasks that are Overdue, Due This Week, and Due Later. To see
more than the five earliest tasks, the Tasks page in the left side navigation shows a complete
listing of the user’s tasks across OHC, Onboard, Perform, Learn, and eForms.

People

The People widget allows you to view your manager and any direct reports. For each direct
report, there will also be a message to show how many overdue tasks that person has been
assigned with a link to a list of the relevant tasks. There is also a link to take the user to the My



Team page where you can take action on their direct reports. The My Team page is described in
more detail in the My Team section below.

Quick Actions

Based on which NEOGOV products your organization has, you’ll see a predefined list of Quick
Actions. For example, you might see quick actions browse the training catalog, write a journal
entry, or create a requisition.

Side Menu

On the left side of your Self-Service page, you will see a side navigation menu. This menu
includes quick links to specific pages for product and user role-specific actions. The options you
will see here will vary based on your user role.
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Selecting one of the Side Menu options will open the chosen page. The Side Navigation menu
will still be available from each of these pages for easy navigation between different work
processes. You can also choose to minimize the menu using the arrow icon near the top. Even



when minimized, you will still be able to select the page options using the icons. You can
expand the menu by selecting the arrow at the top again.

Tasks

The Tasks page allows users to see all of your NEOGOV product tasks in one place. You have
tabs for both To Do and Completed Tasks with quick metrics and task due dates on each.
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You can search for specific tasks, or filter the tasks assigned to you by Due Date, Product, Task
Type, or For Whom.

You can take action on tasks directly from this page. Simply select the name of the task and the
system will take you to the task.

People

The People page gives you visibility on the other employees and managers within your
hierarchy.
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People Page

Performance

This page shows all information related to performance evaluations including your own
evaluations, your team’s evaluations, and the journal hub.

You can add a Journal Entry directly from any of the Performance page tabs.

From the Overview tab, you can see your Performance Review related tasks, and your current
Performance evaluation.

The My Evaluations tab allows you to see your current and past evaluations. You can filter your
evaluation list between Active, Completed, Archived, or Canceled evaluations.

The Journal Hub allows you to see all of your journal entries, including Current, Pending, and
Draft entries. This page allows you to see at a glance who an entry is about, who created it and
when, and if the entry has been shared or is private. Select the View More button to read the full
content of any journal entry.
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This page shows all your training information including your courses, available courses on the
course catalog, and your training activity report.

You can View the Learn Calendar from any of the Training tabs.

The Overview tab allows you to see your training related tasks, upcoming classroom courses,
and access your Course Transcript.

You can view your past and current enrollments on the My Courses tab. This page lists vital
information on your Learning Plans and Courses, including the type of course, its completion
status, and whether it is an online or classroom course. You can toggle this list between card
and list view, or filter and search the list to see specific enroliments. You can select the
individual courses to see more details about the course, review course materials, or take course
surveys.

The Course Catalog tab is where you can view and enroll in available courses. This page can
be searched or filtered by topic, course type, duration, or category.



The Training Activity Report tab gives you detailed metrics and reporting on your Course and
Learning Plan activity. Interactive charts allow you to quickly drill down on your progress to see
Overdue or Pending class information. This lets you know right away where to focus your time in
completing your workplace learning.
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Training Page

Recruiting

This page shows all information related to recruitments you are involved in, including
requisitions, job postings, interviews, and hires. If you don’t participate in hiring processes, you
will not have the Recruiting page available.

You can adjust the View Settings from any tab on the Recruiting page.

On the Overview tab, you can view your Tasks, Recent Hires, Open Job Postings, and
interactive metrics. The widgets visible on this page will vary depending on your role and
responsibility in hiring. You can click directly on the name of your task, requisition, or hire to
open up additional information and actionable steps.

On the My Requisitions tab, you can see any requisitions where you are a hiring manager and
the requisition status is Draft, In Progress, Approved, or Open. You can click on the name of the
requisition to go to it and perform whatever actions are needed.



On the My Job Postings tab, you can see all open job postings you have permission to see.

On the Hires tab, users will see a list of all hires you are involved in. You can click the hire’s
name to go to OHC and see more details about the hire.
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Recruiting Page

Forms

This page shows all your eForms-related processes including your in-progress processes,
completed processes, and your team’s forms.

On the Overview tab, employees can see their tasks and available forms. Managers will also
see interactive metrics on their Team’s Forms.

Users can view their Overdue and In-Progress processes related to the logged-in employee. By
clicking on the “View All” link, the user will land on the My Forms & Processes tab.
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Reports

The Reports tab is available for all Unified Self-Service users. This page shows reports across
all products you have access to.

The report options available to you on the Reports page will vary depending on your
permissions and scope, and your past activity. You can select a report name, or the arrow

beside it to navigate to the Report Generator for that report. You can then filter or sort the report,

as well as export it to CSV, PDF, or Excel format.
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Performing Advanced Tasks

Sometimes to accomplish tasks or navigate to more detailed visibility, the Unified Self-Service
will take you to the NEOGOV Product that the action is tied to. When this happens, the Unified
Self-Service will prompt you with a Navigating window or loading screen.

Navigating to Performance...

Please don't refresh this page

Navigating to the Loading Screen
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Recruit

Unified Self-Service Dashboard

Neogov Recruiting for Hiring Managers

Applications that meet the Minimum Requirements (MQs) for the job’s Class Spec will be

passed on to the assigned SME Hiring Committee for review. You will receive a task notification

and email when an application(s) is ready for your review. Click the requisition title in the My

Tasks section to see more details.

i m DASHEOARD

Recruiting

My Tasks

(& REVIEW

\ 4

M Job: Administrative Assistant 2025-00930 (2025-00930)
D Department Of Health

Overview My Requisitions (0) My Job Postings (0) Hires

Class Spec

Home  Tasks  People  Performance  Training Onboard ~ Forms  Reports

Print Application:

A Due 04/11/25

& My Requisitions

0 0 0
Drafts In Progress Approved

& Open Job Postings

No records available.

% RecentHires

This list is temporarily unavailable. Use the 'View All'link to see a list of recent hires.

View All

View All

View All

Select the candidate's name to view more information on their application and to complete the

scoring.
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Max Raw Scort Application Questions
100 .
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Weight QO General Information

100% SCORE -
Contact Information This section has not been rated yet

3 @hotmail com = 3073 ‘
a & -
f=] Cheyenne. WY 82009 Testing Joe Manager
Candidates s =
25 Personal Informiation
& Date of Birth Driver's License
06/ Yes 9

€O, Class A
Notification Preference

Emat Highest level of education
High School

Inactivation Reason

Have proof of your legal right to work In the

Make a selection ~
us?
Yes
Overall Comments
Preferences

What is your minimum compensation requirement?
$20.00/hr $45,600.00/yr

(MR = Wl = N
X X P P

Are you willing to relocate?

B st Pevin No
Submit
Relocation Comments
| own 8 home in Cheyenne. | moved here three years to be with my family
NEOGOV

You will now see the Candidate dashboard has changed after submitting the score.
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SME Review
3 ) Last Comploted 05/12/2025 0106 PM
/  Administrative Assistant 2025-00930 (Job Number: 2025-00930)

Exam Plan Number CURRENT STATUS

Exam Plan At Step
Administrative Assistant 2025-00930 Agency HR Review 2025-00930
Review In Pregress

Max Raw Score Evaluate On Passing Score
100 Scored NiA
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Weight
100% Job Pasting

Candidates S Print IT

1
weviewed o
n e S| :
08 62573637 051572025 STEFANIE STACK Joe Manoger 061212025 v:oca
0o 2 62684993 0511812025 STEFANIE STACK m
(m] 52545253 STEFANIE STACK [ 1 |
(M 62359268 STEFANIE STACK m
U4 o — STerESTACK [

Once all candidates are reviewed and you have selected Complete Review, To see an
applicant after this, click on View All in the Tasks section. Select Completed and then the task

title to view previously scored applications.

Home Tasks People Performance Training Recruiting Onboard Forms Reports

Tasks

Al (100+) Completed (1879)

The previously scored applications will be shown in the Reviewed column.
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Administrative Assistant 2025-00930 (Job Number: 2025-00930)
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Review In Prograss
Max Raw Score Evaluste On Passing Score
100 Scored NA
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Weight
100% = Job Posting
Candidates Print Q
5 4 1
Total Unreviewe: Reviewed
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Attracting Applicants

The Attract module of NEOGOV is available to HR staff to support your recruitment needs. This
tool is designed to streamline hiring efforts and connect with top talent. Here’s how Attract can
assist:

e Job Posting Optimization: HR can create engaging and effective job postings tailored
to your needs.

e Targeted Advertising: Reach the right audience through advanced targeting options to
maximize visibility.

e Career Site Integration: Enhance career pages with customizable templates that
showcase your agency’s benefits and culture.

e Analytics and Insights: Access valuable data to refine recruitment strategies and
improve hiring outcomes.

If you need recruitment assistance, HR is here to help!
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Onboard

Overview

Once a new employee is set up by HR, you will be able to access the Onboard Overview page
by clicking on Onboard on the left-hand menu. The Overview page will give quick access to
tasks that need to be completed, forms that are completed or in progress, and any other
attachments that have been added to your profile.

la

—
e m DASHEOARD O, search o = g@ @@ M JoeManager
Home Tasks  People  Performance  Training  Recruiting Forms  Reports
Onboard
Overview My Onboarding Portal Forms  Downloads  Notes & Attachments
My Tasks View All (502) My Forms View All (4)
Complete (0)  Archived (0)  InProgress (0) e (4)
[ rorm /> Due 010100
L €0 forms
i Completeto Y.
[ rorm \ Due 01/04/00
My Notes & Attachments View All (0)
s AgIEmployee Driver
For you
There are 0 notes and attachments to display.
[ rorm \ Due 01/04/00
IDiCard Access Agreement
Foryou
[ rorm A\ Due 01/11/00
0 s WYDOT Employee Fuel Access Form

Portals

Selecting My Onboarding Portal will take you to the main State of Wyoming Onboarding

Portal. Here you will find a welcome message, useful information for new employees, as well as

a list of checklist items. The checklist will include the same tasks on the My Tasks list on the
Overview page. Employees can access portals for up to one year from their date of hire.
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e m DASHBOARD O, sesrch ® B 0% @9 wm loeManager

Onboard

Overview My Onboarding Portal Forms Downloads Notes & Attachments

State of Wyoming Onboarding Portal

Welcome to the State of Wyoming Checklist

99
Welcome to the great State of Wyoming! We hope this is just the start of your journey and long, meaningful career — 2L
The State of Wyoming, itself, is one of the largest employers in this state. The Executive Branch has more than 50
different agencies who support the needs of Wyoming’s greatest attribute, it's people. As an employer, we pride O complete 1-9 @ 4 309 months past due
ourselves in offering stability, promotional opportunities, work-life balance, competitive compensation and benefit
packages, and many other things. We are proud to serve the state in ways that cannot be measured. We are [ A&l Employee Driver Information Form @© /A 309 months past due
thankful and excited that you have chosen to do the same!
[J ID/Card Access Agreement © A 309 months past due
.
D M ”%/ ) WYDOT Employee Fuel Access Form @® A 309 months past due
I [ complete 1-9 for employee @ Pending

Some agencies will have their own onboarding portal, which can be accessed here as well.

Onboard

Overview My Onboarding Portal Forms Downloads Notes & Attachments

C.co”Ad
WYOMING DEPARTMENT
OF FAMILY SERVICES

Recruiting e RS ORSEE 3 = : = — ™7
Onbkoard

State of Wyoming Onboarding Penall Department of Family Services |
D Forms

il Reports

Dashboard

s @)

People

Wi »

Do

Performance

© 8

Training

B @

Welcome to DFS Welcome to DFS

KATRINA PRICE, we are really pleased by your decision to join our department. This is a great
place to work and we are confident that you will be a good fit for this organization. Please use
this portal as a resource to help you with your employment here at DFS

Checklists

The Checklist items will include all tasks that need to be completed to fully onboard an
employee. These items will have different due dates, based on the employee’s hire date. The
Checklist progress bar will track an employee’s overall progress. Supervisors will have tasks
related to their new hires. Onboarding tasks for direct reports will be listed and accessible from
the Unified Dashboard as well.

)  Welcome to DFS 06:43

To complete a task, simply click on the task that needs to be completed. Form fields that are
required will be marked with a red asterisk.
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Home Tasks People Performance Trainin g Recruit iting Onboard Forms Reports
Onboard
Overview My Onboarding Portal Forms Downloads Notes & Attachments
Standard I9 Form Save For Later m
Complete I-9
+
Please provide Human Resources with either an item from list A or an item from lists B and C.
100%

*Fields are required

Employment

nd Att
not before accepling a

Once a form has been completed, scroll back to the top and click Submit. Partially completed
forms can also be saved for later. Some forms will have the option to Skip if it is not relevant to
you.

i m DASHEOARD O, Search.. @ =]
Home  Tasks  People  Performance  Training  Recruiing  Onboard  Forms  Reports
Onboard
Overview My Onboarding Portal Forms Downloads Notes & Attachments

Standard 19 Form e I

Complete |-9

Some tasks will not have a form attached to them. For example, hiring managers are required to
complete New Employee Orientation. This will show as a task in their task list. Clicking on the
task will open a description of the task. Once the task is completed, simply click Complete.
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Update Task  Overdue

HR Orientation

HR will cover the following with the new employee: - Organization and hierarchy - Benefits and EGI form
completion - Statewide Policies, Executive Orders, Personnel Rules - Timekeeping, pay, and leave
protocols - EAP - PMI - Other misc items - Answer any questions

Due Date: 9/2/17

Comment (optional):

Forms can be accessed either from the Overview tab or the Forms tab. From the Overview tab,
clicking on any form will open a copy of the form in a new window. From the Forms tab, use the

=

icons on the right to view or download & any form.

Onboard

Overview My Onboarding Portal Forms Downloads Notes & Attachments
Forms
A Dashboard
% People
Form Name = Updated On B Status B
? Performance Q_ Search Q_ Search Q search
2 Training
ID/Card Access Agreement 09/03/2024 11:39:47 Incomplete 8 ®B
g Onboard
053 - DWS - Computer Access Security Acknowledgment 09/03/2024 13:01:49 Complete
3 Forms
]I]ﬂ Reports 053 - DWS Confidentiality Acknowledgement 09/03/2024 13:06:10 Complete ﬁ @ @ &1 E‘_]

Employees and supervisors may not have permission to view all form types. In these cases, the
View and Download icons will not appear.

Onboard

Overview My Onboarding Portal Forms Downloads Notes & Attachments

Forms
A Dashboard
£ People

Form Name = Updated On = Status )
@ Performance Q_ Search Q Search Q Search
2 Training
O ID/Card Access Agraement 09/03/2024 1139:47 Incomplate 8 (e @,D

8 Onboard
- 053 - DWS - Computer Access Security Acknowledgment 09/03/2024 13:01:49 Complete B ol yB
=) Forms
Wl Repors 053 - DWS Confidentiality Acknowledgement 09/03/2024 13:06:10 Complete 8 e by B
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Multiple forms can be exported at once using the Export To feature. Select the checkbox next
to all of the forms that you wish to export, then click Export To. You can choose to export to PDF
or to Collated PDF to have all of the forms appear in one document.

Forms

Exportto .. v

Export to PDF
Export as Collated PDF

- - Updated On
() Search () Search
ID/Card Access Agreement 09/03/2024 11:39:47
053 - DWS - Computer Access Security Acknowledgment 09/03/2024 13:01:49
053 - DWS Confidentiality Acknowledgement 09/03/2024 13:06:10

Once a form has been downloaded, it will appear in the Downloads tab for seven days.

i m DASHEOARD O, Search ® B OF @ M JoeManager

Home  Tasks  People  Performance Training  Recruitng  Onboard ~ Forms  Reports

Onboard

Downloads

Downloads will be avallable for 7 days. (data will refresh every 10 seconds)

Q Search

Q_ Search Q search Q_ Search Q Sesrch

No records available.

Accessibility Tools
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Perform

Perform is the module utilized for performance evaluations. The evaluation program consists of
steps and tasks. The module also includes journal entries and employee profiles.

Navigating Perform

From the unified dashboard tasks for Performance will be visible on the front page. If they are
not immediately visible, click view all. For more information regarding navigating the dashboard,
go to the Neogov Dashboard section of the manual.

To get to the Perform module, click on Performance in the dashboard. From there scroll down to
the Perform Links section and click Performance Evaluation List. This will go to a page that
looks like this:

e
HH m PERFORMANCE Q, Search... @ B [:1@ @@ v Joe Manager
Employees Performance Evaluations v Libraries Reports v Upload Journals Recent ltems Add
Evaluation List
ﬂn - - mm

Q_ Search Q_ Search Q Search Q_ Search Q Search Q, Search Q Search Q, Search

Chriz Manager
[ 2025-2026 ... ™ Joe Manager 004-Unclaimed Periodic 05/15/2026 Before Ratings
(Joe's Manager)

1 10 ~ | hems per page Showing -1 of 1items

The top right of the page will have navigation tools for uploading a document to your profile,
navigating to the journal hub, creating a journal entry or task, and recent items.

Employee Profile

At the top right corner is the user's name. When selected, the options for My Profile, Change
Password, and Sign out appear. Select My Profile to navigate to the user profile.

Joe Manager
JM TEST (MANAGER) POSITION State Tresurer Office-HR Manager DDEREL | 004-Unclaimed Property

Employee Details Evaluations Additional Info Tasks Development Plans Documents

& Employee Details
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Here, employees have the option to add information on work history, education, skills,
certificates, licenses, supplemental info, languages and an “about me.”

The page also includes employee evaluations. Employees can view current and previously
completed evaluations from this page.

Tasks are also visible from the employee profile. They can be edited here by clicking on the edit
action button. For more information on tasks, visit the Perform Tasks section.

If an employee has a development plan, it can also be accessed on the profile.

Finally, any uploaded documents can be accessed by clicking the Documents section on the
profile. Here employees can view or upload documents.

Evaluation Process

To review the evaluation process, go to Training on your unified dashboard. Go to the Course
Catalog, search for PMI and enroll in the course, State PMI Evaluation Process Quick Course
(from planning to evaluation).
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Training

Overview My Courses Course Catalog Training Activity Report Certifications/Licenses

Course Catalog

Dashboard

Tasks °

People

Communication

@ You're unlikely to see a job description without these |

Performance But have you ever found yoursg

Training Communi
-

Onboard

Forms

(QPMI x) { Categories v H Type v \ { Duration v H Tags v l 3

Reports

STATEWIDE POLICY PERFORMANCE MANAGEMENT

Performance Management State PMI Evaluation Process
(PMI) for Supervisors Quick Course (from planning ...

(D 1Hoom (D 25H 0oM

@ PRE-BUILT ONLINE @ PRE-BUILT ONLINE

Enroll

Steps

Each step in an evaluation process includes multiple components:
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Step Settings

* Fields are required.

* Assignee

‘ Manager v |

* Title

‘ Step 1- Planning - Competency and Target Range Review |

Description

Please review the competencies & their respective target ranges. Reach out
to your HR representative if you have questions or concerns regarding the
target range.

Once you determine the target ranges are appropriate, sign-off. The next step
will require you to meet with the employee to discuss expectations for the

upcoming performance period.

Step Due

() Relative

June R H 15 v ‘

Specific

Assignee: The employee, supervisor, or HR Representative the task is assigned to.
Title: The title of the step. This will show up on a notification email to the assignee.

Description: The description of the step. This will show up on a notification email to the
assignee.
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Due Date: The date a task is due. While tasks may be overdue, all tasks have a final due date
of the end of the evaluation (May 15th).

Task: The task of a step is what must be completed. This could be reviewing target ranges,
signatures, or approvals. Most tasks have a space for comments to be added by the task

assignee.

Tasks

Tasks are available in the steps of an evaluation. There is also the option to utilize tasks within

the system outside of the evaluation program. Tasks can be a great way to track or manage

work as supervisors or employees. Supervisors can submit tasks to employees on specific jobs
or duties they would like completed within a defined time period. Employees can also
self-assign tasks to help keep track of their own work.

To create a task, the employee/supervisor must be in the perform module, not the unified

dashboard. This is most easily accessed through clicking Performance on the top tab, and
utilizing the performance link Performance Evaluation List.

Performance

Overview My Evaluations

My Tasks

5]

.: NEOGOV

Home  Tasks  People  Performance

Perform Links
& Performance Evaluation List
& GoallList
& Competency List

& Development Plan List

At the top right of the page there will be an “add” button. Click there and choose “Task”
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Upload Journals Recent ltems -~ Add -~

[ Task

2] Journal Entn
|| v

Once that is selected, the task can be created:

Add Task Cancel

* Fields are required.

* Assignee Type Priority

l Employee ~ l None ~ ]
Employee * Status

l Q ] Myself Current ~ ]
* Subject * Due Date

| | 0

* Associate Task With

l Myself v Joe Manager
Description
REMINDER SETTINGS ~
Reminder Notices Overdue Notices
OFF (:) ON OFF (:) ON
() Every Week
[] 30 Days Before — v
[] 2 Weeks Before @ Every 2 Days
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Assignee Type: This will remain Employee

Employee: Tasks can be assigned to an employee by typing in an employee's name, or
self by clicking myself. Tasks can only be assigned to employees under the task
creator’s hierarchy.

Subject: The title of the task. This will be what shows up on the dashboard and task notification

Associate Task With: This gives permissions of the task to someone. Supervisors should keep
it as myself if they would like to remain informed of task completion. If the task should be
monitored by someone else, clicking the dropdown and selecting employee will allow for an
employee to be chosen. The association can only be assigned to employees under the task
creator’s hierarchy.

* Associate Task With * Employee

Employee s ‘ ‘Q

Description: Include a description of the task if necessary. This will show up when the task is
clicked on as well as the task notification.

Priority: Setting a priority will help in maintaining workflow for employees or self. The priority
can be none, low, medium, or high.

Status: The status of a task. When created it should be current. If it needs changed, the task
associator or assignee can change it to completed, canceled, pending, or skipped. These
changes can only be made from the Perform module in the employee profile, not the dashboard.

Due Date: The due date of a task. This can be adjusted after the task is assigned.

Reminder Settings: These can be tailored to each specific task per the task creator's
discretion.

Journal Entries

Journal entries are a feedback vehicle for employee performance. They can include notes or
attachments that can be utilized during the evaluation or just remain on the employee profile.
For the training video regarding Journal entries, click here.
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https://www.youtube.com/watch?v=BOKV5xGYNRY

Creating a journal entry

There are five ways to create a journal entry

1.

In the perform module, click on the “journal hub” at the top right corner.

Journals Recent ltems -~ Add ~

w

From there you can click Write a new journal entry. Type and select the employee’s
name you wish to write an entry for. Once selected, the journal entry will be available to
type notes or add attachments. Attachments can include a link, document, or image by
clicking the appropriate tool listed below, respectively:

» 0

When the journal entry is complete, select who the entry should be shared with. This can
be the employee, manager, and/or manager’s manager. Once the sharing settings are
selected, click Submit Journal Entry to complete the entry.

Go the the employees profile page and click on the Journal Entries icon in the top right

s
()

‘ 5| Journal Entries | 3
»

N

Upload Document

Follow the same procedure as step 1 to complete a journal entry.

Send an email to journals@neogov.net. The subject line should be the employee’s name
as it is in Neogov ONLY. Type the journal entry in the body of the email, and put “end
journal” at the end. Attachments can be included as well, just as a normal email
attachment.

Please note: The email address the journal is being sent from must match the email
address in Neogov. If an employee is unsure what email address is in Neogov, they
should reach out to their HR Representative.
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mailto:journals@neogov.net

=" |
Journals@neogov.net

Maya Jin
Great job presenting on the upcoming quarter! Let's hit all of our proposed objectivesl
end journal

Ryan Horne
Implementation Consultant

4. Respond to a task email requesting a journal entry. Simply reply to the email and follow
the steps outlined in step 3.

Recurring journal task Write a journal entry assigned on Classified Custom Evaluation for Ryan Horne (due & &
03/2020) D fnboxx

journals@neogov.net 1:15 PM (6 minutes ago| -

tome =

Reply above this line to create a journal entry for Ryan Horne. You can include one attachment per reply

NEOGOV &

Dear Ryan Horne,
The following recurring journal task (due every month) was assigned to you on the Neogov PE system:

Subject: Write a journal entry

Due Date: 1/13/2019

Priority: Low

Task status: Current

Evaluation: Classified Custom Evaluation for Ryan Horne (due 03 / 2020
Comment

| accept this assignment Assignment received. Sorry, | can't do it.

5. Managers only - From the dashboard click on the People tab on the left. Under your
team, select the action dropdown and select Write a journal entry. Follow the procedure
from step 1 to complete the journal entry.

Finding Journal Entries

To find a journal entry go to the dashboard and click “Performance” on the left tab. From there
click “Journal Hub” in the top tabs.
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=]
Performance
Overview My Evaluations Journal Hub
Journal Hub for \
Myself v l
Current (10) Pending (Q) Archived (0) All Drafts (9)
Tl Sort v [
Journals can also be created by sending an email to journals@neogov.com. The email subject should be the employee’s full name. One attachment can be included (SMB max
@ and supported types: pdf, xls, xlsx, ppt, pptx, potx, doc, docx, txt, rtf, bmp, gif, jpe, jpeg. jpg. png, tif, tiff, wp, wpd, csv, zip.)

Then, in the box below “Journal Hub for”, type in the employee you wish to review journal
entries for. It is limited to your hierarchy or if the journal entry was shared with you.

To view your own journal entries, scroll down to the “Current” journal entry tab below “Journal
Hub for.” Here your journal entries are available to review.

To view any Pending, Archived, or Draft journal entries, click on the appropriate tab.

Tagging Competencies

To tag a competency in the journal entry, type @ and type in the competency you wish to
include. Make sure the competency is the correct target range for the employee. The system will
pull any/all competencies attributed to an employee, including previous evaluations.

* Who is this entry about?

52 Sally Employee @

New Entry Past Entries

B /i U AA = — = M e O = —

Sally is an excellent @ Team

Item Evaluation

Team Player (Target Range D) 2024 - 2025 Evaluation for Sally

Employee
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Development Plans

Performance Improvement Plans

e The Performance Improvement Plan (PIP) is utilized to help employees who receive an
overall “Unsatisfactory” score in their evaluation. The process works as such:

o Supervisors add tasks related to the unsatisfactory performance competencies
for the employee to work on
The employee and supervisor meet to discuss expectations of the PIP
The employee completes tasks and checks-in with the supervisor regularly
throughout the PIP period

o After tasks are completed, or the 60 day requirement is met, the supervisor
evaluates the overall progress made with either “Satisfactory” or "Unsatisfactory,"
and includes a comment to support their evaluation of the employee’s PIP

o The employee signs off on the PIP and is able to leave a comment if they desire.
Then the PIP is completed.

Perform FAQ/Tips and Tricks

e |f you have any questions regarding your PMI, Perform, or Neogov in general, please
reach out to your HR representative.

e Password issues

o If you have difficulty logging in using a traditional login (username and password),
click on the “Forgot your username or password” link below the login area.

o If you do not receive a password reset email, check with HR to ensure your state
email address is accurate in your Neogov account.
If your email is correct, request HR to send you a password reset email.
If none of the above methods work for access, please submit a Neogov Help
Ticket.

e Position changes (for example, a reclassification or employee transfer) will require an
updated evaluation starting from step 1. This ensures proper expectations are set for
each employee.

e If you have any errors or issues with the system, please fill out a Neogov Help Ticket and
provide screenshots if possible.

o Screenshots can expedite resolution to any issues, especially when it requires
assistance from Neogov’s engineer teams.

e Supervisors Only - Do not complete ratings/evaluations for termed employees.

o Especially with a 0 score. This disrupts reporting, particularly reports based on
division and agency scores.
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https://drive.google.com/file/d/1PCU3_Id179hh5FR1NsKZquA778vGG-vp/view?usp=sharing
https://ai.wyo.gov/divisions/human-resources/staff-directory
https://docs.google.com/forms/d/e/1FAIpQLSdTdVc30u5MEbdhRLg4RHfkb7IMPJYQNsKzElmKc9ab5G7HPw/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSdTdVc30u5MEbdhRLg4RHfkb7IMPJYQNsKzElmKc9ab5G7HPw/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSdTdVc30u5MEbdhRLg4RHfkb7IMPJYQNsKzElmKc9ab5G7HPw/viewform?usp=sf_link

o When an employee terms, wait for that employee to be pulled out with the weekly

term process.
e Coming Soon: Writing Assistants!

Learn

When logging into Neogov, you will automatically land on the Dashboard. The Dashboard shows
all tasks you need to complete across NEOGOV. To go to your training-specific page, click

Training in the menu on the left.

32



Dashboard

Tasks o

People

>

Do

Performance

2=

§ Training

Onboard
[ Forms

il Reports

Training Navigation

If you’re in any other area of the system, you can navigate to the Dashboard by selecting
Dashboard from the menu bar located at the top of the page.

NEOGOV a8 Dashboard Q Search

Dashboard Button

Training Overview

The Training Overview page gives details of the employee’s enrolled courses. It also displays
extra information for managers to have oversight into their team’s courses.
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® © ® [ Training Overview X 4 -

< @ = unified.neogov.comftraining/overview ¥ © 0 @ Relaunchtoupdate
[ Eleaming % Bookmarks [E] Time 4 FacetWealth Login ./ Premiere Proand... @ Colorschemer - O ETS Customer Por.. @ Employee Self-Ser. Winter Tralls Groo.. @ Customer Porta:... wt SignIn » | [3 Al Bookmarks
NEOGOV a8 Dashboard | Q search Get the Mobile App [ @ Joe Manager v

ini
Training
Overview My Courses Course Catalog Training Activity Report Certifications/Licenses
My Task e Course Transcript
asks
# Dashboard 4
& View Course Transcript >
= Tasks °
&) COURSE A\ Due 07/17/23
&, People
JM  Coaching Crash Course o [El My Enrolled Classroom Courses View all
Y Performance For you
8 n a No upcoming classroom courses
@ Onboard ) COURSE A Due 07/17/23 ” ‘
D) Forms
JM  Defining Useful Workplace Feedback
il Reports For you
&) COURSE /\ Due 12/05/23

JM_ Performance Management (PMI) for Supervisors
For you

° 4l My Team's Training Activity View All

Training Overview Page

1. My Tasks: Access all training-related tasks like courses and approving course
enroliments
2. Course Transcript: View/print your course transcript (for more information see page 20)
3. My Enrolled Classroom Courses:
a. View upcoming classroom classes you're enrolled in to ensure you never miss an
important class Select the title of a listed class to be directed to the Class Details
Page
4, My Team’s Training Activity: View a summary of your team’s In Progress and Not

Started courses

My Courses

The next section is My Courses. This is where you can see all the courses associated with your
account. Here, all courses are displayed as course cards in a grid format that makes it easy to
see everything at once. You can use this page to filter, organize and get a quick overview of
your courses.
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To navigate to the My Courses page, select My Courses from the menu bar located at the top
of the Training page.

Training

Overview My Courses Course Catalog Training Activity Report Certifications/Licenses

My Courses

From here, you can see all courses that are in progress, completed, requiring approval,
pending, not started, or canceled.

P View Calendar
Training
Overview My Courses Course Catalog Training Activity Report Certifications/Licenses
My Courses

OCoursss Learning F‘\anse

3 (5 )
? All Courses o ‘Q Seareh Courses
oy oo I

LEADERSHIP AND MANAGEMENT HUMAN CAPITAL PERFORMANCE ... +2 MORE PERFORMANCE MANAGEMENT
Coaching Crash Course Defining Useful Performance State PMI Evaluation
Workplace Feedback Management (PMI) fo ... Process Quick Cours ...
(O oH 30M
@ PRE-BULT ONLINE (D oH20m (© Hoom (D 25H 0oM
O DUE DATE D7/17/23 @ PRE-BUILT ONLINE @ PRE-BUILT ONLINE @ PRE-BUILT ONLINE
OVERDUE
O DUE DATE 07/17/23 DUE DATE 12/05/23
OVERDUE OVERDUE

1 20 ~ | Items per page Showing 1-4 of 4 items

My Courses Page

Courses: View all in progress and completed courses
Learning Plans: View all in progress and completed Learning Plans
View Type: Select between the card view (displayed) or table view
Filters: Change the view of the course cards by specific parameters
a. View by: All Courses, Current or Pending, Completed, or Not Completed
b. Current Filters from table view: Course Name, Delivery Method, Type, Enrolled
Date, Progress, Due Date
5. Search for Courses: Use the type field to search by course title

Pobnp=
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6. Course Cards: A graphic display of the important details of a particular course

Course Card Detalils

OJJ. 2aLe

BUSINESS SKILLS + COMMUNICATION

oA Guide to Empathy at
Work

o@ OH 40M
e@ PRE-BUILT OMLINE

[~ |O

Course Card Features

1. Header: A visual representation of the course
a. Includes a red Required label if the course is required, helping you stay compliant
2. Course Category: Specifies what category the course belongs to
3. Course Name: The title of the course
a. Click on the course for the full title (see Course Detail Page)
4. Duration: How long the course takes to complete
5. Type of Course: Whether the course is a Pre-Built Online, Custom Online, or a
Classroom Course
6. Course Actions: Available options to interact with this course
a. Options include: Enroll, Start, Drop, Resume, or View Classes (for upcoming
Classroom Courses only)

View Classes

View Classes Button for Classroom Courses
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b. A Drop option is available to allow users to drop courses they enrolled
themselves Into
i.  This permission must be enabled by NEOGOV, and does NOT allow
users to drop courses their manager or HR enrolled them in

‘ Start H Drop ‘

Drop Button

c. A Check-In option is available if configured by an Admin (for upcoming
Classroom Courses only). Classroom check-in allows employees attending in
person training class to be able to check-in from a mobile device or desktop,
saving administrators time by removing the need to manually mark attendance
from the roster.

| | I-;.-I' " ‘

Check-in Button

d. A Review button is available if an Admin has enabled the ability for users to
review the course once they’ve finished it.

Review \

Review Button

e. A Take Survey button is available if an Admin has configured a survey to be
assigned after the course is completed.

Take Survey Button

f. A More Actions button is available if there are multiple actions available
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--- More Actions

Review

if 4 items

Take Survey

More Actions Button

g. These icons provide a straightforward way for users to take action on their
courses with one click as soon as they sign in.
7. (i) lcon: Flip to the backside of the card for more information

0: ©0

© Sexual Harassment...
€ © rassine score: 03

@ 2 ~rerovAL NOT REQUIRED
° This shorter version of Sexual

Harassment Prevention is for employees

and focuses on sexual harassment...

Course Card Back Information

Course Code: The code associated with the course

Course Name: The title of the course

Passing Score (If Available): The minimum score required to pass/complete the course
Approval Required: If enroliment in the course needs to be approved by another user
(i.e., manager, instructor, specific employee, etc.)

Description: Brief explanation of the course

6. (x) lcon: Flip back to the frontside of the card

howb=

o
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After viewing the course card, you can find even more details about the course by clicking on
the course title. This brings up the Course Details Page.

Course Details Page

When you click on the title of a course from its course card, you pull up the Course Detail
Page. This page displays comprehensive information about a single course. Each Course
Details Page is broken up into smaller sections to make it easy to digest information.

{ Back to My Courses

Course Details

Internet Usage and Blogging in the Workplace

Attachments

Course Details Page

Course Catalog

The next section is the Course Catalog, which is a larger inventory of courses in the system

that are available to you. Learners may enroll into new courses from this section if permissions
allow. Please note that some courses may require a manager’s approval before the enroliment

process is complete.

Course Catalog Overview

To navigate to the Catalog, select Course Catalog from the menu bar located at the top of the

Training page.
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Training

Overview My Courses Course Catalog Training Activity Report Certifications/Licenses

Navigating to the Course Catalog

This page provides a number of tools to help ensure learners find their desired course(s). Each
course is organized by a specific category determined by your system administrator.

Course Catalog

Bulldozer Safoty

Buidater opereior (o Bl Gl BuB3G e past vafirly snsiure, i malmienance s IMgEcBan

Pprotedured, PPE, satc Operations, and Wit own proce
-
. i
DarvEd !l'ﬂ‘?-

© 000

Q Q B 3 £ e
e - INEEFEE b ol
12 Essential Leadership 12 Tips for Ensuring 18 Simple—but 6 Tips for Parents
Skills GDPR Compliance Effective—Ways to Re... Waerking From Home

0 o

1. Featured Courses: Displays courses featured by Admins to promote new or upcoming
courses. Select the featured course for more information or to enroll
Search Bar: Type into this bar to look for a specific course title
Categories: Narrow courses down by their associated category
Type: Narrow courses down by if they are a required course or an elective
Duration: Narrow courses down by the expected duration to complete a course
Tags: Narrow courses down by associated tags or keywords
a. If learners are looking to improve on a specific competency, such as
communication, then this is the best way to find those types of courses

o0k WM
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7. Filters: Limit the course view in the Course Catalog with specific requirements
a. Filters available include course name, course code, category, delivery method,
type of course (required or not), number of classes (Classroom only), duration,
last updated by, last updated on, passing score, and approval required
b. Multiple filters can be active at once
8. Custom Views: Customize your grid view and save your applied filters
a. Aslide out appears. Select Create New View to save your view for later use
b. You can also set the newly saved view as your default view
9. Course Card: Bite-sized information about a particular course
10. Catalog View: Toggle the Course Catalog view by either the default grid view or column
view

All of these available filters give you the ability to find any specific course needed in the easiest
and fastest way possible.

Training Activity Report

The next tab is the Training Activity, which can be used to track your progress on all your
courses. To navigate here, select Training Activity from the menu bar located at the top of the
Training page.

Training

Overview My Courses Course Catalog Training Activity Report Certifications/Licenses

Navigating to Training Activity

This page can be neatly divided into three sections: your Overall Training Activity, Overdue
Course Enrollment Metrics, and your Enroliment List.

The Overall Training Activity section contains a pie chart that displays the total statistics for
courses you are enrolled in. This shows you a detailed look at all of the courses associated with
your account. Select any of the chart sections to display more information about that particular
course status.
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Course Activity

| Mot Started
B In Progress
B Completed
[ Mot Completed

[ Pending Enroliment

Not Completed
In Progress —0.(0%)

1(13%)

~ Pending Enrollment
0 (0%)

Completed
1(13%)

1
Y

Not Started
6 (75%)

Training Activity Pie Chart

Next to Overall Training Activity is the Overdue Course Enrollment Metrics. This pie chart
displays courses that have a past due date.

OVERDUE COURSE ENMROLLMENT METRICS

Overdue Not Started Overdue In Progress

7

Total Overdue

il

1

Overdue Course Enrollment Metrics
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Beneath the above two metrics sits the Enrollment List. The data within this list is populated by
any selected data from aforementioned pie graphs, and changes instantly with any selection.
This allows learners to easily filter between associated courses in order to find the tasks that
need additional work. It also allows managers to filter between employees.

@ Default @ m n

D e e e e e e N
Q Sea Q Sea Q Sea Q, Sea Q Sea Q Sea Q Sea Q Sea Q, Sea Q, Search Q) Search

D Sally Employee TE TEST(E... 003-Stat.. Coachin. BV12 05/0%/20.. 06/30/2. Enrolled Not Started

D Sally Employee TE TEST (E... 003-Stat... Coachin. SVL_102.. 05/01/20.. 06/30/2., Enrolled Not Started

D Joe Manager ™ TEST (M. 004-Uncl Coachin. SVL_102 05/18/20 07720 Enrolled Not Started

Il Joe Manager ™ TEST (M. 004-Uncl. Defining ... Bv33 05/18/20. 07A17/20. Enrolled Not Started

D Delbert Derelict {... MANAGE... TEST (M.. 004-Uncl.. Performa... 006-HR... 09/06/2... 12/05/20... Enrolled Not Started

D Joe Manager ™ TEST (M... 004-Uncl.. Performa... 006-HR... 09/06/2... 12/05/20... Enrolled Not Started

1 10 ~ | ltems per page Showing 1-6 of 6 items
Enrollment List

Certifications/Licenses

The next tab is the Certifications/Licenses area. To navigate here, select
Certifications/Licenses from the menu bar located at the top of the training page.

Training

Overview My Courses Course Catalog Training Activity Report Certifications/Licenses

Navigating to Certification/Licenses
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This page shows both your assigned certifications/licenses and those that you have earned.You
can add certifications and licenses that you have earned by clicking on the “Add” button.

Training View Calendar|

Overview My Courses Course Catalog Training Activity Report Certifications/Licenses

Assigned Certifications/Licenses

There are no certifications/licenses found

Earned Certifications/Licenses

Drilled Shaft for Inspectors
=]

ISSUED: 08/04/2024
ISSUED BY: AASHTO Technical Training Selutions EXPIRES: 08/04/2025 5

N

Q Best Practices for High Friction Surfaces ISSUED: 08/06/2024

b 7
ISSUED BY: AASHTO Technical Training Services EXPIRES: 08/06/2025 _

1 10 ~| ltems per page Showing 1-2 of 2 items

Assigned and Earned Cettifications/Licenses page

Calendar

On the Training page and in the upper right corner is the Calendar, which gives you a visual
view of courses you are currently enrolled in and classroom courses from the Course Catalog.

To navigate to the Course Calendar, select Calendar from the very right of the menu bar,
located just underneath your profile dropdown.

0 Joe Manager ~

‘ View Calendar

Navigating to the Calendar
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The color coded format makes it easy to track upcoming available classes and avoid missing
important tasks.

The Calendar Legend displays to the left of the Calendar and lets you see at a glance what
types of courses you are either enrolled in or are able to enroll in.

Calendar
CALENDARS
August 2024 < > Week  Month
Classroom catalog
My courses Sun Mon Tue Wed Thu Fri Sat
28 29 30 31 1 2 3
Classroom
Online
4 5 3 7 E: 9 10
* 02:00 pm Fixed Ass
1 12 ® 14 15 16 17
* 09:00 am FIN104 - | * 09:00 am PAYROLL  * 09:00 am Advancec
* 02:00 pm Introduct | ® 02:00 pm PAYROLL
18 19 20 21 22 23 24
25 26 27 28 29 30 31
* 09:00 am FIN 210 - | * 09:00 am Active Sh| * 08:30 am FIN 101-)
* 02:00 pm Travel Re | * 09:00 am FINALPA| * 02:00 pm Schedule
* 02:00 pm PAYROLL

Calendar View

You can edit your view of the calendar by clicking on any of the legend items. Focus on classes
to enroll in by unchecking the My Courses legend option or use the Calendar to focus on
upcoming classes by unchecking the Classroom Catalog.

The Calendar view can be changed from the default month view to a week view if desired.
Navigate between date periods by using the left and right arrows beside the month title.

Week  Month August 2024 |« >
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My Profile Training Information

In addition to these pages, you also have access to your My Profile, where you can access
training information related to your specific account. To navigate to your profile, select the
dropdown beside your name in the very right corner of the screen, then select My Profile.

o Joe Manager

My Profile

Change Password

Sign Out

My Profile Dropdown

The My Profile page is a hub for all course information related to your NEOGOV account.
Navigate to the Training tab to see all Learn-specific information. Learners can view course
certificates, course transcripts, progress across recently enrolled courses, and action items for
other enrolled courses.

People / Joe's Profile

. Joe Manager

TEST (MANAGER) POSITION State Tresurer Office-HR Manager DDEREL
004-Unclaimed Property

Job Talent Performance Documents Training
Training Activity View All Course Transcript
.5 View Course Transcript >
OVERALL STATUS
Certifications/Licenses + Add Certification/License
Gverdue Not Started In Progress Completed
_ Drilled Shaft for Inspectors S 7
DATE ISSUED EXPIRATION DATE
RECENT ENROLLMENTS
08/2024 08/2025
Best Practices for High Friction Surfaces N
ONLINE - PERFORMANCE MANAGEM +2 MORE
Performance Management (PMI) for Supervisors /\ Due 12/5/23 DATE ISSUED EXPIRATION DATE
® oth 0om 08/2024 08/2025
ONLINE « HUMAN CAPITAL
Defining Useful Workplace Feedback A\ Due 7117123 External Learning + Add External Learning

@© oohzom

Add any conferences, webinars, eic. you've attended

The My Profile Training Page
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People

The People page contains important information and actions pertaining to your direct reports in
one centralized and easy to access place. Select People from the left side menu.

# Dashboard

.= Tasks o

B Peaple

W Performance

People - Menu Option

The My Team page shows your direct reports’ information and various actions including:
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My Team

E]E ‘ T, Sort » ‘ ‘ = Filters b \\ Q, Search by Name or Position Title

4 Overdue Tasks 0 Overdue Tasks 1 Overdue Tasks
#L‘?
é\@ﬁ = 5
& .
W Vel i
Hugh Bet (G & A Coordinator) Andy Day (Agency HR 004) Delbert Derelict (Supervisor 004)
TEST (HRADMIN) POSITION A&l HRD Grievance Coordinator HBET TEST (EMPLOYEE) POSITION State Auditor's Office Intern TEST (MANAGER) POSITION State Tresurer Office-HR Manager DDEREL
| Actions ™ Actions ™ Actions v
7 Overdue Tasks 0 Overdue Tasks 5 Overdue Tasks
%
o 5,
SE TE oy o
% ;'mw
Sally Employee Test Employee Sally May (Agency HR 006)
TEST (EMPLOYEE) POSITION State Auditor's Office Intern TEST (EMPLOYEE) POSITION State Auditor's Office Intern TEST (HRUSER) POSITION A&I Directors Office Agency HR SMAY
Actions ~ ONBOARDING PROGRESS: 0% | Actions ~ | Actions ~

Employee Information Section

Employee’s Name: Click to view their profile

Filters: Click to filter the list view, employee type, or position

Search: Search your employees by name or position title

Overdue Tasks: Click to view the employee’s overdue tasks

Onboarding Progress Bar: If the employee is going through onboarding, view a high
level summary of their progress

aokrwbd-~

Employee Training Profile

Click an employee’s name to go to their profile. The Profile has the same information you see in

your own Profile page. The Training section of the Profile also contains the same insights into
your direct report’s training history as you see in your profile.
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People / Sally's Profile

Actions v

Sally Employee

TEST (EMPLOYEE) POSITION State Auditor's Office Intern
003-State Auditor's Office

SE

Job Talent Performance Documents Training

B Training Activity

OVERALL STATUS

View All

Course Transcript

«§ View Course Transcript

Certifications/Licenses + Add Certification/License
Overdue t Started Completed
DATE ISSUED EXPIRATION DATE
RECENT ENROLLMENTS

05/2023 No Expiration
ONLINE + LEADERSHIP AND MANAGEMENT
Coaching Crash Course /\ Due 6/30/23

- .
© 00h 30m 2 External Learning + Add External Learning
Add any conferences, webinars, eic. you've attended

ONLINE « HUMAN CAPITAL
Coaching to Build Skills A\ Due 6/30/23
© 00h 20m

1. Managers can track certificates and licenses earned by employees on the Training
section of the profile using the Certifications/Licenses section. Here you can also add
any relevant certifications or licenses as long as they have been added to your agency’s
library by an administrator.

2. Managers can track training that is completed outside of the organization using the
External Learnings section. Here you can also add External Learnings such as
Seminars, Conferences, or additional training to the employee’s profile. Managers can
only add external learning if they have the ability to enroll others into courses.

Course Enrollment

Enrolling Via the Course Catalog

Learners can enroll in any available course from the Course Catalog page if self-enroliment
has been configured for that course. There are 3 different enroliment methods associated with 4
different course types. For Pre-Built Online and Custom Online courses... identify the course
desired and either select Enroll from the course card or from the Course Detail Page. (Click
the course title to get to the details page)
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TRANSPORTATION

AASHTO Equipment

@ -

@ THIRD PARTY ONLINE

OF TRANSPORTATION

WORKPLACE SAFETY

Active Shooter Training -

Maintenance, TC3 eLearning District 3

(D 8H oom

[E] cLassrooM

View Classes

& IR

LEADERSHIP AND MANAGEMENT

Becoming the Boss: A Guide
for New Managers

(D) oH aom

@ PRE-BUILT ONLINE

Enroll

Course Card Enroll Button

Leadership and Management

Becoming the Boss: A Guide for New Managers

As a first-time manager, you likely feel a mixture of excitement and apprehension about your new role. What changes should you expect?
How can you build rapport and make a good first impression with your new team? And above all, how can you become an effective boss?
This guide will help you transition seamlessly from employee to manager. First, you'll learn about your new responsibilities and key
differences between employee and manager roles. You'll then explore the first steps every new manager should take, followed by some top
tips to help you thrive. Finally, you'll examine a few common challenges new managers face and how to overcome them.

Course Details Page Enroll Button

When you select Enroll a popup appears asking to confirm your enroliment. To confirm your
course selection, click Enroll in Course.

®

Are you sure you want to enroll in this

course?

Cancel Enroll in Course

Enrollment Popup

Once enrolled, the course will be associated with your learner account and can be accessed
from the Dashboard page. Learners must successfully enroll in a course before having the

option to view its content.
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For Classroom courses, click on View Classes, choose the desired course and then click
enroll. (See below)

© 0@ [ Cousecatlog x o+ =

« € % unified.neogov.com/training/learner/catalog * 0 0 ®

[0 Eleaning & Bookmarks [] Time 4 FacetWealth Login ./ Premiere Proand... @ ColorSchemer -0... () ETS Customer Por... @ Employee Self-Ser. Winter Trals Groo... @ Customer Portak:.. < Signin [ Linkedin Learning » | 3 AllBookmarks

Select a Class Cancel

Select one of the available classes to enroll in:

Active Shooter Training - Rock ... 045-SAFETY-014-20240911
September11,2024 () 9:00 AM-5:00 PM
©  Rock Springs DOT-B...  [] Enroliment: 4/30

2, Instructorts); CLINT CHRISTENSEN, LEO FERGUSON

Active Shooter Training - Afton... 045-SAFETY-014-20240925

[] September25,2024  (3) 9:00 AM-5:00 PM

©  Afton Civic Center [2] Enroliment: 2/30

2, Instructor(s): CLINT CHRISTENSEN, LEO FERGUSON

Enrolling in Classroom Courses

For Third Party Online courses, click on the Go To Course button and you will be taken to the

website that hosts that course. (See Below)

TRANSPORTATION

AASHTO Equipment
Maintenance, TC3 elLearning

@-

@ THIRD PARTY ONLINE

Go to Course

Third Party Online Course Enrollment
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Course Catalog Enrollment for your Direct

Reports

Managers Only - Managers have an additional tool to enroll direct reports from the Course
Catalog. To do so, select the course name to be taken to the Course Details Page.

HEALTH & SAFETY

5-Day Challenge to Improve
Your Mental Health

@ OH 40M

EE) PRE-EUILT OMLIME

Y-S 8.5 3

BUSIMNESS SKILLS + COMMUNICATION

A Guide to Empathy at Work

@ OH 40M

@ PRE-BUILT ONLINE

Select Course Name

To enroll your direct reports, select Enroll Others.
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Business Skills+ Communication
A Guide to Empathy at Work

Empathy—the ability to understand and share other people’'s emotions—is critical in the workplace. Customers want to feel appreciated for
their business and acknowledged when they have a problem. Employees want to feel valued and for their coworkers and managers to
notice when they're happy or in distress. In this course, you'll first learn what empathy is and why it's an essential business skill. Then, you'll
uncover how to communicate with empathy and overcome roadblocks. Finally, you'll work on strategies to help you build empathy.

Roster
All Enrolled Pending (& Print Roster H Og Enroll Others I

| -

Enroll Others Button

Enrolling Via the Calendar

Learners can also enroll themselves in courses directly from the Calendar page.

All available courses to enroll in are displayed in orange. Click on any time and title of an orange

class to open its Course Details Page.

27

®* 09:00 am FIN 210
®* 02:00 pm Travel R

Available Courses In Calendar
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< Back to FIN 210 - PAYING ENCUMBRANCES°

FIN 210 - PAYING ENCUMBRANCES - 8/27/24

This virtual class teaches participants how to successfully reference encumbrance transactions with a payment transaction in Advantage 4.
Users will build PRC payments that reference MSCs and POs. Further, users will learn special tips on fixing payments that didn’t reference an
encumbrance, but should have.

Sessions °

@ Virtual Classroom Enrolled: 6

i Aug 27,2024 (© 09:00 AM - 11:00 AM

~ Instructor(s): LEESHA MCINTIRE

eClass; Details

(© 2+ oom

(©) REQUIRED SCORE: N/A

[ CLASS CODE: FIN210-082724
(@) CLASS SIZE: -

SELF ENROLL: ON

© LOCATION TYPE: VIRTUAL

=, APPROVAL REQUIRED BY:

1 INSTRUCTOR

TAGS

WOLFS Advantage Financial

Procurement Encumbrances.

Attachments

no attachments

Course Class Page

1. Back: Click here to view general information about this specific course

a. Here you can access other course dates and enroll in one that is more
convenient if the current course time from the Calendar is not compatible with

your schedule
2. Course Details: A general explanation of the course
3. Class Details: View specific information for this class session

a. Administrators may configure class dates differently depending on the situation
which makes this area convenient for updates. This section outlines the basic
administrative attributes as well as tags that can be useful when searching for

this course in the future.

4. Information (Sessions): Details specific for this class occurrence in terms of where to

complete the training (i.e., date, time, instructor, location)

5. Enroll: Select this button to enroll yourself in the course if you’ve decided to take this

class

a. Administrators must enable the self-enroliment feature in order for this button to

appear on Learner accounts

b. Same as previously addressed, when you click on the Enroll button a
confirmation popup appears to confirm your enroliment in the course.

TIP: You can only enroll in Classroom Courses from the Calendar
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Enrolling your Direct Reports through the

Calendar

Managers Only - Managers are also able to enroll their direct reports from the Calendar. Click
on a classroom course to view the class details page. This displays information about the
course such as the duration, required score, whether approval is required, and the class size.

Below the description, you can view who in your hierarchy is enrolled in the course, pending
approval, or on the waitlist. Enroll your direct reports in the course by selecting Enroll Others.

< Back to PAY300 - OFFBOARDING

Roster

All Enrolled Pending

PAYROLL: OFFBOARDING- 11/6/2024

This course is for payroll specialists who will be using the State of Wyoming's payroll system on a daily or regular basis. After completing this
class, users will understand the basics of offboarding employees in the ADV4 payroll system. Attendees will acquire the skills necessary to

process the termination of employees within the ADV4 system.

[ [ Print Roster v ] [ 22 Enroll Others

um

Q Search Q, search

Class Details

@® 1+ oom

() REQUIRED SCORE: N/A

[E3) CLASS CODE: 003-PAY-300-7
(@ cLass sIZE: -

[2] sELF ENROLL: ON

() LOCATION TYPE: VIRTUAL

[, APPROVAL REQUIRED BY:

1 WENDY CROISSANT

TAGS

Advantage payroll Off Boarding

Terming Employees

Attachments

no attachments

1. Enroll: Enroll yourself in a course

Course Details Page

2. Enroll Others: Useful for Managers looking for courses on specific dates/times to enroll

their team (or anyone in their direct report hierarchy)

After selecting Enroll Others, a popup appears to complete the enrollment.
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Employee
um e m e
Q Search Q Search Q Search Q, Search Q Search

D Hugh Bet (G & A Coordinator) HRADMIN 006 HBET TEST (HRADMIN) POSITIO.. 006-Human Resources Di...

D Mark Time (Attorney) HRUSER Attorney MTIME TEST (EMPLOYEE) POSITI.. 003-State Auditor's Office

D Rhonda Rotten (Employee Discipli.. EMPLOYEE 006 RROTTE TEST (EMPLOYEE) POSITI.. 006-State Library

D Susie Stubborn (Employee Griev.. EMPLOYEE 004 SSTUBB TEST (EMPLOYEE) POSITI. 004-Investments

D Delbert Derelict (Supervisor 004) MANAGER 004 DDEREL TEST (MANAGER) POSITI... 004-Unclaimed Property

D Sally May (Agency HR 006) HRUSER Agency HR 006 .. TEST (HRUSER) POSITION.. 006-Director's Office - Ad.

D Andy Day (Agency HR 004) HRUSER Agency HR 004 TEST (EMPLOYEE) POSITI. 003-State Auditor's Office

D Martin Mover (Employee Griever ... EMOLOYEE 006 MMOVER TEST (EMPLOYEE) POSITI. 004-Administration

D Sally Employee TE TEST (EMPLOYEE) POSITI.. 003-State Auditor's Office

D Joe Manager ™ TEST (MANAGER) POSITI... 004-Unclaimed Property

1 2 Next Last 10 v| Items per page Showing 1-10 of 13 items
2
Close Enroll Employees
Enroll Employees Steps

1. Select the employees you wish to enroll
2. Select Enroll Employees

TIP: You can only register for Classroom Courses from the Calendar.

Course Approvals

Some courses may require approval from a manager, instructor, or administrator before the
enroliment is complete. The enroliment process changes slightly in this situation.

If the course requires an approval the enrolilment message changes to reflect that requirement.
A confirmation message appears after the course approval has been sent.
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0,

This course requires approval. Request
approval?

Cancel Yes, Request Approval

Request Approval Popup

The enrolled course displays Pending Approval until the course has been approved by a
manager, instructor, or administrator. The “Online Course Enrollment Approved Request
email notification is sent to the learner after the course has been approved.

HEALTH & SAFETY
Behavior-Based Safety
Training

©

@P PRE-BUILT ONLINE

Pending Approval

Pending Approval Status Label
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Course Waitlist

You may enroll in a course that has reached maximum capacity. This functionality is course
specific and may not apply to all courses. You will see a Join waitlist button instead of an Enroll
button when enrolling for one of these courses.

Select a Class Close

CPR Training-5 CPRT101-4

DA RETRUCTOR 6“'

Aug 07, 2018 Evan Oderman 11

0120 PM - 02:30 PM Police Station

Join Waitlist Button

1. Join Waitlist: This message appears rather than Enroll Me when the desired class is full
a. Select the icon to be placed on the waitlist. If there are approvals required, the
approval will need to be completed before you are added to the waitlist.
2. Enrollment: Within the Course Details section is the Total Course Capacity for this date
along with the current number of Learners already enrolled

Completing Different Course Types

The Learn system contains three course types: Classroom, Pre-Built Online, and Custom
Online. This section outlines how to open each type of course and complete it.

Classroom Courses

Classroom Courses are courses completed outside of the system at a physical location with a
live instructor. After you’ve attended the class, you may check the status of your completion via
the Learn system. However, you cannot complete a classroom course directly in the system the
same way an online course is completed. For classroom courses, an administrator must
process the completions on the roster.

58



Let’s take a look at a Classroom Course. |dentify one by the Delivery Method Type on a
course card — accessible from either your Dashboard or My Courses. You can see below that
after being enrolled in a classroom course the only available Action buttons are Drop and
(sometimes) Check-in. (Your instructor will explain how to use “check-in”) Drop is the only
selection because classroom courses can’t be completed online.

When it comes to completing a course, most of the work is done outside of the system. Ensure
that you attend the class at the designated date, time, and location. Once you attend the
physical class, the rest is up to the Administrator. For classroom courses with required scores,
Administrators also enter scores on their end of the system once the course has been
completed.

Crucial Influence

COMMUNICATION +5 MORE

Crucial Influence

(5) 8H 30M

[£] cLASSROOM

Sep 11, 2024 (08:30AM - 05:00PM)

‘ Check-in H Drop ‘

Classroom Course Card
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Communication+5 MORE

Crucial Influence

Please note that this course has a materials fee of $300 per learner. You supervisor must approve your
enroliment and an interagency funds transfer for that amount to A&l HRD.

Based on five decades of social science research and work with successful leaders around the world,
the Crucial Influence course reveals why people do what they do and how leaders at every level can
influence behavior for lasting results. Crucial Influence reveals the personal, social, and environmental
sources that shape human behavior and teaches a method for engaging these sources to change
behavior. Learners will leave class with a complete plan for applying six sources of influence to help
others change their behavior in positive ways.

Crucial Influence-1

© Herschler W-52  Enroliment:

fd sep 11,2024 (© 08:30 AM - 05:00 PM

~ Instructor(s): CARL BOSSELMAN

CLASS INFO

Class Details
@ 8H30M

(9) REQUIRED SCORE: N/A
[¥] CLASS CODE: 006-HRD-21-1

() CLASS SIZE: 20

~ NO APPROVAL REQUIRED

Attachments

rD Crucial Influence Course Attachment L

Classroom Course Details page

Pre-Built Online Courses

Pre-Built Online Courses are one of two online courses available (the other being Custom

Online Courses) for learner enrollment.

Let's take a look at a Pre-Built Online Course. Identify one by the Delivery Method Type on a

course card — accessible from your My Courses.
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HUMAMN CAPITAL

Defining Useful Workplace
Feedback

@ OH 20M

@5 PRE-BUILT ONLINE

DUE DATE 07/17/23
OVERDUE

‘ Start ‘ Drop ‘

Pre-built Online Course Card
Click on the Start button to launch the course.

NOTE: Starting a course in Learn removes the ability for the user to drop the course later. After
a course is started it is then required that the user resume the course to complete it.

TIP: Courses open in a new browser tab, so ensure your browser’s popup blockers are disabled
for NEOGOV websites.

Custom Online Courses

The third type of course available to you are Custom Online Courses. These are created by
administrators, who have the ability to create custom online courses for learners to complete
online via the Learn system. This allows for administrators to create their own course content.
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HUMAN RESOURCES

Wyoming Department of
Health Telework Applicati ...

@ CUSTOM ONLINE /

‘ Start ‘ Drop ‘

Custom Online Course Card

Custom Online Courses complete just like the Pre-Built Online Courses above. Click the
start button to take the course.

NOTE: Starting a course in Learn removes the ability for the user to drop the course later. After
a course is started it is then required that the user resume the course to complete it.

After the Course

When you start completing courses within the system, you can see your accomplishments
reflected within your profile statistics and you can view transcripts of all the courses you’ve
completed. All of this information is easily accessible from your My Courses.

One way Learn allows you to keep track and show off all the courses you’ve completed is via
your Transcripts.

Transcripts

The Transcripts page is a list of all your courses, sorted by total versus completed. This page is
especially useful for learners who want to export a transcript of all completed courses at once.

You can find your transcripts by clicking on Training on the left hand side of your Dashboard
and then making sure you are on the Overview page. Next, click on View Course Transcript.
(see below)
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B o @e M Joe Manager

i m DASHBOARD Q, search
Home  Tasks  People Reports

Training/ (===

My Courses Course Catalog Training Activity Report Certifications/Licenses

Course Transcript

My Tasks
¢ View Course Transcript >

A Due 07/17/23

fz) COURSE
JM  Defining Useful Workplace Feedback My Enrolled Classroom Courses View all
For you
No upcoming classioom courses
&7} COURSE A Due 12/05/23 c classioo =

JM  Performance Management (PMI) for Supervisors

For you
D &3} COURSE A\ Sent 08/26/24
7N i D Lo Tl b Az i Deroce
b— S — e —

You can also find your Transcripts by going to your Profile, then Training. (see below)

B o ®° UM Joe Manager

i m DASHBOARD O, search.
__My Profile

Home  Tasks  People  Training  Reports

People / Joe's Profile

Joe Manager Actions v

TEST (MANAGER) POSITION State Tresurer Office-HR Manager DDER!
004-Unclaimed Property

JOb
View All

[E Training Activity Course Transcript

JM

& View Course Transcript

OVERALL STATUS

2 3 0 1

Overdue Not Started In Progress Completed
Certifications/Licenses +Add Certification/License

O Z

Drilled Shaft for Inspectors

RECENT ENROLLMENTS
DATE ISSUED EXPIRATION DATE
08/2024 08/2025
E ONLINE - HUMAN RESOURCES
NI

Wyoming Department of Health Telework Application Process sent 8/26/24 Best Practices for High Friction Surfaces

@ -
Terms | Privacy
—

NEOGOV
How to access your transcripts

Certificates

After completing a course you're also given the ability to see the results of your course in the
form of Certificates! This display of achievement instills a sense of accomplishment in Learners

by acknowledging their efforts to improve their skills.
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You can access Certificates from Training > My Courses > Course Title. The View Certificate
button can be used to view and print the course certificate.

Certificates open in a new browser tab, so ensure your browser’s popup blockers are disabled

for NEOGOV websites.

i m DASHBOARD
Home Tasks  People Reports

Training {

My Courges

Courses

‘E = AJ Courses v

Learfing Plans

LEADERSHIP AND MANAGEMENT

Coaching Crash Course

(@© oH 30Mm

@) PRE-BUILT ONLINE

O, search

Training Activity Report Certifications/Licenses

@ Crucial Influence

COMMUNICATION +5 MORE
Crucial Influence
(© s&H30Mm

[£] cLassroom

[ Sep 11, 2024 (08:30AM - 05:00PM)

EO@e

M Joe Manager

fi] View Calendar

HUMAN CAPITAL

Defining Useful Workplace
Feedback

(© oH20m

@ PRE-BUILT ONLINE

PERFORMANCE ... +2 MORE

Performance Management
(PMI) for Supervisors

(© 1Hoom

@ PRE-BUILT ONLINE

D () DUE DATE 07/17/23

I NEOGOV

(D DUE DATE 07/17/23

(D DUE DATE 12/05/23
OVERDUE

OVERDUE

Terms | Privacy,

Navigating to the Certificate

Leadership and Management COURSE INFO )
H Course Details
Coaching Crash Course o o

Welcome to the “Coaching Crash Course” intended to give you a foundational understanding of what (2) REQUIRED SCORE: 80%

coaching is and how you can coach your employees effectively at every skill level. This video course [5) COURSE CODE: SVL_1020306
comprises six video lessons, covering everything from the readiness stairs to coaching best practices. You'll

. R . X /~ NO APPROVAL REQUIRED
learn about the steps of readiness—including novices, doers, performers, and experts—and how to coach
employees at each step to help them become the most productive. Plus, you'll learn pro tips to help all of your
coaching conversations go smoothly.

View Certificate

Attachments

no aitack,

View Certificate Button

Learners can view the certificate and click Print Certificate to print the image shown. This
section is also available to managers who may be reviewing the profile of their direct reports.
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View Certificate Close

Certificate of Course Completion

This certificate is awarded to

Joe Manager

For successful completion of

Coaching Crash Course

Course duration: 30 mins
Course code: SVL_1020306

08/26/2024

Wy

W

Print Certificate View

eForms

Overview

Access the eForms Overview page by clicking on Forms on the left-hand menu. The Overview
page will show your assigned tasks, Quick Links for processes that you have access to, and
current processes that are in progress. In eForms a process is any series of related tasks, which
could include forms, questions, or sign-offs. Processes automatically assign tasks and route
forms in the relevant order.
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Sidebar Header

Dashboard

TS

Tasks

& People

¢ Performance
@ Training
[£ Recruiting
8] Onboard

[0 Forms

il Reports

@ Settings

Forms
Overview My Forms &Processes (0) ~ Documents My Team's Forms & Processes (0)

My Tasks View Al
.
B

You have zero tasks to do!
Check back later for any new tasks.
My Forms & Processes View Al

YOUR PROGRESS ON CURRENT FORMS & PROCESSES

Quick Links

Direct Deposit Change

My Team's Forms & Processes

YOUR TEAM'S PROGRESS ON CURRENT FORMS & PROCESSES

Completing Assigned Tasks

View All

When a task is assigned to an employee, it will appear both in the My Tasks section of the

Overview screen and in the Tasks list on the main dashboard. Completing a task is the same,
regardless of where you access that task. To complete a task, simply select it from the list and
follow the instructions to complete it.

Overview
———

My Forms & Processes (0)

My Tasks

Documents

E Complete Direct Deposit Form

i e g e v v e g L

0% Complete

My Team’'s Forms & Processes (0)

View All (1)

Due 11/08/2024

Quick Links

Direct Deposi

You initiated woday

If the task is a form, required fields will be marked with a red asterisk. Once a form has been
completed, scroll back to the top and click Submit. Partially completed forms can also be saved

for later.
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Overview My Forms & Processes (0) Documents My Team's Forms & Processes (0)

100%

STATE OF WYOMING () -

Governor Mark Gordon

STATE OF WYOMING
AUTOMATIC PAYROLL DEPOSIT

EMPLOYEE NAME! Employee ID#:

AGENCY NAME & NIJMBER[ ]

SUPPORTING DOCUMENTATION IS REQUIRED AND MUST ACCOMPANY EACH
NEW ACCOUNT BEFORE AUTOMATIC DEPOSIT WILL START

CHECKING ACCOUNTS: VOIDED CHECK (Name must be printed on check: deposit slips are not
allowed.) OR FORM 1199A OR LETTER ON BANK LETTERHEAD STATING YOUR NAME, THE ROUTING

Some tasks will simply be a review or approval step, which will open in a fly-out on the right side
of the screen. In this case, simply update the relevant fields and click save.

Edit Task Concel

HR Completes Payroll Action
Mark this task as complete when the direct deposit changes
have been entered Into payroll

Due Date: 11/08/2024

* Fields are required.

* Status.

Completed ~ ]

Approve Status

[ Approved ~ ]

Comments

Once a task has been completed, the next task will automatically be assigned to the correct
person(s) on the route tree.

Self-Initiated Processes

Some processes can be initiated by the employee. To do so, select the process that you wish to
begin from the Quick Links section.
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Sidebar Header

Dashboard

i >

Tasks

& People

¢ Performance
@ Training
[ Recruiting
3 Onboard

[ Forms

al Reports

@ Settings

Forms

My Forms & Processes (0) Documents My Team's Forms & Processes (0)

My Tasks

You have zero tasks to do!
Check back later for any new tasks.

My Forms & Processes

YOUR PROGRESS ON CURRENT FORMS & PROCESSES

View All

View All

+ Assign Process

Quick Links

View All

Direct Deposit Change

My Team's Forms & Processes

YOUR TEAM'S PROGRESS ON CURRENT FORMS & PROCESSES

This will open an overview of that process. To begin the process, click Start Process.

Dashboard

i >

Tasks

People

o

¢ Performance

@ Training

] Recruiting
? Onboard

[ Forms

4l Reports

Overview My Forms & Processes (0) Documents

< Back

QUICK LINKS PROCESS
Direct Deposit Change

OVERVIEW

Complete this process when you need to update your direct deposit information

My Team's Forms & Processes (0)

Start Process

Task Name Assignee
Complete Direct Deposit Form

@ EMLY TOWLES

(2 HR Completes Payroll Action @ Department of Health - HR

From here, you can complete your assigned tasks by clicking on the relevant button—in this
example, the task is a form so the button reads Complete Form. Alternatively, the task can be
accessed from the task list, as shown above. Completing the task will be the same, regardless
of how it is accessed.

View All
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Overview My Forms & Processes (0) Documents My Team's Forms & Processes (0)

< Back

shboard
ks

QUICK LINKS PROCESS Assigned Date:  10/30/2024
ple Direct Deposit Change Assigned By:  EMILY TOWLES

.

0% COMPLETE
formance

OVERVIEW TASKS
ining Complete this process when you need to update your direct deposit information

Task Name Assignee
uiting

board Complete Direct Deposit Form @ EMLY TOwLES pS——
ms

Tracking Processes and Completed
Forms

Processes that are in progress can be accessed by selecting either My Forms & Processes or
My Teams Forms & Processes. These tabs will show a list of both completed and current
processes. The list can be sorted by Due Date, Completion, or Alphabetically.

Assign Process
Forms

Overview My Forms & Processes (0) Documents My Team'’s Forms & Processes (0)
SortBy: | Due Date ~ Q_ Search

Due Date

100% COMPLETE
CEE—

Completion

Alphabetically

e 07/05/24
ET Due 07/05/2

For you

Click on a process in the list to see more details about that process. This screen will show you
which tasks have been completed and what step the process is currently on.
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Overview My Forms & Processes (0)  Documents My Team’s Forms & Processes (0)

< Back

QUICK LINKS PROCESS Assigned Date:  10/30/2024

Direct Deposit Change Assigned By EMILY TOWLES
Manager:  JARED HANSON

50% COMPLETE

(Your process is being reviewed by Department of Health - HR)

OVERVIEW TASKS

Complete this process when you need to update your direct deposit information
Task Name: Assignee
[ Complete Direct Deposit Form @ EMLY TOWLES ®
{2 HR Completes Payroll Action @ Depanment of Heafth ..

If the task includes a form, the task name will show as a link. Clicking on the link will open a
copy of the completed form. From here, the form can be downloaded if desired.

Preview Form

STATE OF WYOMING

Governor Mark Gordon

STATE OF WYOMING
AUTOMATIC PAYROLL DEPOSIT

EMPLOYEE NAME Employee ID#:

AGENCY NAME & NUMBER l

SUPPORTING DOCUMENTATION IS REQUIRED AND MUST ACCOMPANY EACH
W W
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Analytics and Reporting
Analytics Security

All Insight users assigned Insight User security roles have access to Analytics by
default. Only the system administrators and analytics administrator roles have access
to configure the definition of time to hire. Insight Administrators can grant this access to
users assigned to custom roles if necessary.

Note: There is training available for Analytics & Reporting in Help & Training

Navigating Analytics and Reporting

The new version of Report Builder can be accessed in the Analytics & Reporting module in
Insight.

NEOGOV Insight A~

Dashboard

Lists Reports

OHC

Learn

d

Analytics & Reporting

SalaryStudy

Click on the Report Builder menu to access the saved reports page.

NEOGOV AN Analytics & Reporting v

Dashboard Custom Dashboard Report Builder My Exports
W

N\
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On the navigation menu bar, click Favorite Reports, which shows the Reports you starred as
your Favorite reports

Favorite Reports Custom Reports Standard Reports
‘ Product v ’
Recruitment x Clear filters

.

Q_ Search Q_ Search Q_ Searq

Application
* Job Applications ... Applicant]
Statistics by Job

Custom Reports are the saved reports that you created in the past.

Report Builder

Favorite Reports Custom Reports Standard Reports

Sepert e - _m SEReREEE S SosEREn m
), Search () Sesrch O}, Sesrch Y Searek (), Search ), Search Y} Search (Y, Search () Sesrch

V2019 1o 63002020 Requisiion Lifecycle Recrunment LORRAINE ABEYTA TWEV2022 10:04:32 &M W212022 0138:28 PM Private 0@

Below the Actions column, you can edit, run, or copy a report.
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Helpful Links

Emails

Insight/OHC - strecruitment@wyo.gov
Perform - ai-hrd-pa@wyo.gov

Learn - ai-neogov-training@wyo.gov
Onboard

eForms

Other Links

Administration and Information Website

Neogov Login Page
PMI Toolbox
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mailto:strecruitment@wyo.gvov
mailto:ai-hrd-pa@wyo.gov
mailto:ai-neogov-training@wyo.gov
https://ai.wyo.gov/
http://www.login.neogov.com
https://ai.wyo.gov/divisions/human-resources/consultative-services/performance-pmi/pmi-toolbox
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