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Complete evaluation in NEOED

Note: For optimal performance, use Chrome or Edge to access NEOED, and make sure that pop-ups are
enabled before printing an evaluation.

Step 1. Access the evaluation by clicking the provided link in the notification email (sent 60 days before due
date) the link directs you to log in with your MySWC credentials or by accessing the NEOED card and
locating the tasks section on the left-hand side.

NeoEd Notification: Performance Evaluation Created for Elmo Employee (Support) inex »

® donotreply@neced.com 9:24 AM (7 hours ago)

@ toswchrtestsemployee ¥

This email serves as a notification that a performance evaluation has been created for the employee listed below. A subsequent email will arrive shortly giving
access to the evaluation.

Employee: Elmo Employee (Support)
Evaluation: 3 month probationary evaluation for Elmo Employee (Support) (due 06 / 2025 ) @
Due Date: 6/14/2025

5
i SW(C  DASHBOARD

Home Tasks People Performance Recruiting Onboard Forms Reports

Southwestern College (CA)

V'

Tasks View All (1)

To-Do (1) Overdue (0)

View my tasks related to: ~ All Myself My Direct Reports Others

% PERFORMANCE - RATING Due 06/07/25

E( Rating For Elmo Employee (Support)'s 3 month probationary evaluation for Elmo Employee (Support) (due 06 / 2025)

or Elmo Employee (Support) - 3 month probationary evaluation for Elmo Employee (Support) (due 06/ 2025
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Step 2. The evaluation will open to the Notes & Attachments section, where you can review the rating rubric.
To get started, click on Evaluation Categories or Next Section.

_5}](?_’ DASHBOARD O, Search.. ® H Qa ® oM Oscar Man...
Home Tasks People Performance Recruiting Onboard Forms Reports
< Back
Go to Evaluation Details Overall Rating Net Available
= Eimo (<) 3 month probationary evaluation for EImo Employee (Support) (due 06 /
Employee  \_/ 2025 )
(Support)
TEST STAFF
POSITION
OQNLY)
SECTIONS
Notes & Attachments
Notes &
Attachments
PURPOSE
Evaluation o
Categories This appraisal is designed to assess the employee's past work performance and to establish future work
objectives. The major benefits of this approach include:
Overall
Evaluations @ + The employee receives individual feedback concerning work progress and accomplishments.
and Goals + Potential deficiencies and self-improvement needs are identified.
+ The employee and supervisor regularly clarify the responsibilities and expectations of the position.
Employment 0 _ )
Recommendation CSEA Article 1V: Evaluations
Classified Employee Evaluation Rubrics
Overall Rating 0]
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Step 3. The Evaluation Categories will appear in order; if you prefer to finish later, click Back to return and

resume the evaluation at another time.

Go to Evaluation Details

Elmo Employee (Support) N
= ployee (Support) (<)
TEST STAFF POSITION (TRAINING ONLY) N

> Collapse Supplemental Resources

Annual Evaluation for Elmo Employee

Evaluation Categories
(Support) (due 05/ 01/ 2026)

COMPETENCY SECTION | CLASSIFIED 4 PT SCALE
Not Available

SECTIONS * Fields are required
Notes & Attachments
ITEM 1 OF 12

WORK KNOWLEDGE-CLASS

Evaluation Categeries

Overall Evaluations and Goals Demonstrates understanding of work practices, procedures and methods, including equipment maintenance

and operation; current knowledge of applicable laws, rules and regulations.
Employment Recommendation

RATING SCALE *

© 06 0 ©

Overall Rating

[l summary N
() Exceeds Expectations

(v satisfactory
(+) Needs Improvement

() Unsatistactory

@ -

() na

[Show descriptions >

< Previous Section ] [ Next Section > ] | Submit Evaluation |
J (q Search Supplemental Resources )
a
' Reviewer Entries v
Journal Entries (1 entries) v

i. If an evaluation was previously completed for the employee, you can view your previous evaluation
comments by clicking on Reviewer Entries. A dropdown list will appear for each of the categories in
the evaluation. Select the category you are working on, and it will display the comments.

(C'\ Search Supplemental Resources

=
l Reviewer Entries

COMMUNICATION-CLASS

DEPENDABILITY-CLASS

INITIATIVE -CLASS

~
Item: ‘ Select an Evaluation ltem . ‘
ATTENDANCE-CLASS
ATTITUDE-CLASS
Journ

ii. By clicking on Journal Entries, it will display journal entries submitted by you or shared by the

employee.

(x’_}; Search Supplemental Resources

Reviewer Entries

Journal Entries (1 entries)

Filters: Author: All ~ ‘ ‘ Date: Past 12 Months

om FRIMAR 27,2026 10:20 AM | OSCAR MANAGER

WORK KNOWLEDGE-CLASS
Completed the Web AIM training.

Add to comment box
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Step 4. Once you have completed all sections of the evaluation, proceed to the Next Section. Screenshot
highlighting Next Section when all ratings are completed.

Go to Evaluation Details

EE

(Support) (due 05/ 01/ 2026)
Not Available

SECTIONS
Notes & Attachments
Evaluation Categories

Overall Evaluations and Goals
Employment Recommendation
Overall Rating

[E] summary

Elmo Employee (Support)

TEST STAFF POSITION (TRAINING ONLY)

Annual Evaluatien for Elmo Employee

© © 0 0

l < Previous Section ] [ Next Section » l l Submit Evaluation l
Py % Collapse Supplemental Resources | —
(&) Q_ Search Supplemental Resources
\_/ a
. . ' Reviewer Entries v
Evaluation Categories
Journal Entries (1 entries) v
COMPETENCY SECTION | CLASSIFIED 4 PT SCALE

* Fields are required

ITEM 1 OF 12

WORK KNOWLEDGE-CLASS

Demonstrates understanding of work practices, procedures and methods. including equipment maintenance
and operation; current knowledge of applicable laws, rules and regulations.

RATING SCALE * [Show descriptions >

(v') Exceeds Expectations

() satisfactory

() Needs Improvement

(V) Unsatisfactory

Step 5. For probationary employees only, if this does not apply skip to Step 6. Employment Recommendation

Section - Recommend an employment action by selecting the appropriate rating. Then, click Next Section
to proceed to Overall Rating.

Go to Evaluation Details

Elmo Employee (Support)

TEST STAFF FOSITION (TRAINING ONLY)

EE]

Annual Evaluation for Eimo Employee
(Support) (due 05/ 01/ 2026)

Not Available

SECTIONS

Notes & Attachments
Evaluation Categories

Overall Evaluations and Goals
Employment Recommendation
Overall Rating

[El summary

© 6 0 o

(«)

* Fields are required.

I < Previous Section l [ Next Section > l [ Submit Evaluation l
» Collapse Supplemental Resources l
(Q Search Supplemental Resources )
-
. Reviewer Entries ~
Employment Recommendation
Journal Entries (1 entries) v

COMPETENCY SECTION | 2022 EMPLOYMENT RECOMMENDATION

ITEM 10F 1
It is recommended that the following action be taken

Check appropriate box

RATING SCALE ™ Show descriptions »

() 3-Month: Continue Employment

3-Month: Discontinue employment

5-Month: Continue Employment

(v ) 5-Month Evaluation: Discontinue Employment
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Step 6. In the Overall Rating section, provide your final rating. After you have made your selection, click the

Submit Evaluation teal button.

< Previous Section

Submit Evaluation

» Collapse Supplemental Resources I

(Q Search Supplemental Resources

)

° Satisfactory -

TN
[ v ) Needs Improvement
S/

N
| v ) Unsatisfactory
N/

COMMENTS Reviewer Entries (1)

Last saved on 04/09/2026

B i U A = T = T & — 3 2

Reviewer Entries (1 entries)

Journal Entries (1 entries)

v

i. If the Submit Evaluation button is a light gray color, this indicates a rating is missing. Click the
Submit Evaluation button and a red circled exclamation mark with Rating Required will appear for
the corresponding section. Complete missing rating(s) and click the Submit Evaluation teal button.

Go to Evaluation Details

< Previous Section

Elmo Employee (Suppert) » Collapse Supplemental Resources

Submit Evaluation

EE [« )
TEST STAFF POSITION (TRAINING ONLY) S

Annual Evaluation for Elmo Employee
(Support) (due 05/ 01/ 2026 )

Overall Rating

EVALUATION OVERALL SECTION | CLASSIFIED 4 PT OVERALL RATING
Exceeds Expectations

SECTIONS * Fields are required.

Notes & Artachments

Overall Rating

Evaluation Categories

Overall Evaluations and Goals

RATING SCALE * Show descriptions »
Employment Recommendation ~

° Exceeds Expectations
Overall Rating v
B Summary |~ ) Satisfactory

(~) Needs Improvement

(v ) Unsatisfactory

l (q Search Supplemental Resources
-

)

Reviewer Entries (1 entries)

Journal Entries (1 entries)

v

< Previous Section

Submit Evaluation

((_‘{ Search Supplemental Resources

Reviewer Entries (1 entries)

Journal Entries (1 entries)

DEPENDABILITY-CLASS

0] Rating Required

INITIATIVE-CLASS

0] Rating Required

3 ATTITUDE-CLASS

© Rating Required

QUALITYOFWORK-CLASS

0] Rating Required

VOLUMEOFWORKCLASS

0] Rating Required

ATTENDANCE-CLASS

0] Rating Required

WORKORGANIZATION-CLASS

© Rating Required

COMMUNICATION-CLASS

(@ Ratina Reauired
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Step 7. Once you click Submit Evaluation, you will be prompted to certify that your rating is complete and

accurate. Click Continue, then Close when you are ready to proceed.

Note: The employee gains immediate access to the evaluation as soon as you click Continue.

You're almost done! Success!

By clicking *Continue’, you confirm that your rating is complete

and accurate. Once submitted, the evaluation will be released
to the employee for their review.
Your evaluation for ELMO EMPLOYEE (SUPPORT) has been
Oscar Manager |
submitted.

Do you wish to continue?

Cancel Close

_3}]&‘ DASHBOARD Q, Search.
Home Tasks People Performance Recruiting Onboard Forms Reports
< Back
Process Content

*Steps are required.

ELMO EMPLOYEE (SUPPOR Ratings

Position:
Test Staff Position (Training Onl Rating = Due Status

Completed on
Oscar Manager Sat, Jun 07, 2025 o

Division: 06/02/2025

Test Division (Training Only)
View Org Chart [ Release to Employee

After Ratings
Manager(s)

oM o Review the evaluation with the employee and... = Due Status
Oscar Manager Sat, Jun 14, 2025 Current

Weight

100 %
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Step 8. After you have met with the employee and reviewed the evaluation, log into NEOED (using MySWC)
and locate the Approve & Sign task for the employee finalize the evaluation.

i. The Approve and Sign task will be displayed on the dashboard in the To-Do section. This task allows
you to Approve and Sign or modify the evaluation, if needed.

SWC  DASHBOARD

Home Tasks People Performance Recruiting Onboard Forms Reports

Southwestern College (CA)

Tasks View All (1)

To-Do (1) Overdue (0)
View my tasks related to: ~ All Myself My Direct Reports Others

[ PERFORMANCE - APPROVAL Due 06/14/25

E{ Approve and Sign 2 month probationary evaluation for Elmo Employee (Support) flue 06 / 2025 ) for Elmo Employee ...

Fore = [Suoport) « 3 month probationary evalusliose

= Thployee (Support) (due 06 / 2025 )

ii. If nochanges are needed, click the Approve and Sign button and proceed to Step 9.

y |
mwe DASHBOARD O, Search. @ O ﬂa @ om Oscar Man__.
Home Tasks People Performance Recruiting Onboard Forms Reports

< Back

AppI‘OVEﬂ Form Go to Evaluation Details »

EWALUATION NAME DUE DATE
EE Elmo Employee (Support) 3 month Sat. Jun.
Test Staff Position (Training Only)
probationary 14, 2025

evaluation for

Approve & Sign

Elmo
Employee
(Support) (due
06/2025)

iii. If changes are required, click the Deny button.

iv. You will then be prompted to add a comment before the Submit button becomes active (green).
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Deny Cancel

* Fields are required.

Oscar Manager

Test Manager Position
(Training Only)

oM

* Comments

Write comment here...

v. After clicking Submit, you will be returned to the evaluation to make necessary changes. Click the

Rate button, adjust the ratings as needed.

3 month probationary evaluation for ElImo Employee (Support) (due 06 / 2025)
Due Date: Sat. Jun.14, 2025

l S print v l [ Launch Survey

EE

ELMO EMPLOYEE (SUPPOR

. EVALUATION DETAILS SCORES
Position:
Test Staff Pesition (Training Onl Current Status: Rating OVERALL RATING
Division: Type: Probation Pending
Test Division (Training Only)
View Org Chart ®

EMPLOYEE DETAILS
Position: Test Staff Position (Training Only)

Divisien: Test Division (Training Only)

Depantment: TestDept

vi. Once changes are completed, click the Submit Evaluation button.
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SNWC DASHBOARD Q, Search... ® BH D@ (@) OM Oscar Man...

Home Tasks People Performance Recruiting Onboard Forms Reports
< Back
Go to Evaluation Details Overall Rating Satisfactory
- Elmo ("« ) 3 month probationary evaluation for Elmo Employee (Support) (due 06 / 2025
Employee \__ )
(Support)
TEST STAFF
POSITION
[ < Previous Section J [ Next Section »

(TRAINING ONLY)

SECTIONS
COMPETENCY SECTION | 2022 EMPLOYMENT RECOMMENDATION
Notes & -
Artochments Employment Recommendation
Evaluation
) e It is recommended that the fellowing action be taken
Categories
3-Month: Continue =/ no comment >

Overall Employment
Evaluations hdl

el el

Once you click Submit Evaluation, you will be prompted to certify that your rating is complete and

vii.
accurate. Click Continue when you are ready to proceed and Close to exit the task.

You're almost done!
Success!

By clicking certify and submit, you confirm that your rating is
complete and accurate. Once your rating is submitted, you
will no longer be able to make changes without administrator @
assistance.

Your evaluation for ELMO EMPLOYEE (SUPPORT) has been

OSC&’U" Mamge:r submitted.

Do you wish to continue?

Close
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Step 9. An email from donotreply@NEOED.com will indicate to take action on the evaluation. Log into NEOED
(using MySWC) and locate the task for the employee, then click the Approve & Sign button to finalize the

evaluation.

SWC  DASHBOARD

Home Tasks People Performance Recruiting Onboard Forms Reports

Southwestern College (CA)

Tasks View All (1)

To-Do (1) Overdue (0)

View my tasks related to: ~ All « Myself My Direct Reports Others

[ PERFORMANCE - APPROVAL Due 06/14/25

E( Approve and Sign 3 month probationary evaluation for Elmo Employee (Support) lue 06 / 2025 ) for Elmo Employee ..
[Support) - 3 month probationary evallatioog ployee (Support) (due 06/ 2025)

(Support) (due
06/2025)

*))]z" DASHBOARD Q, Search... @ B 0 ®@ oM  Oscar Man...
Home Tasks People Performance Recruiting Onboard Forms Reports

< Back

App roval FOI‘m Go to Evaluation Details »
EVALUATION NAME DUE DATE ;

EE Elmo Employee (Support) 3 month Sat. Jun. ®
Test Staff Position (Training Only) )

probationary 14, 2025 Approve & Sign Deny
evaluation for
Elmo
Employee
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Step 10. Then click the Submit button.

Approve & Sign Cancel m

Comments

Write comment here...

Please sign your name below

Osar Mmyer

Oscar Manager June 02, 2025

Auto-generate Draw signature
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Step 11. The evaluation is finalized and awaiting the employee’s signature. To review the evaluation exactly as
the employee will see it before they sign, select the Print Preview option on the Print button.

5}]{' DASHBOARD O, Search.. ®@ B Qe @) oM Oscar Man...
Home Tasks People Performance Recruiting Onboard Forms Reports
< Back
3 month probationary evaluation for Elmo Employee
EE (Support) (due 06 / 2025)
Due Date: Sat. Jun. 14, 2025
[E] Print ~ *Z| Launch Survey
ELMO EMPLOYEE (SUPPOR
Position:
Test Staff Position (Training Onl EVALUATION DETAILS SCORES EMPLOYEE DETAILS
Division: Current Status: Approval OVERALL RATING Position: Test Staff Position
Test Division (Training Only) Type: Probation Satisfactory (Training Only)
Division: Test Division
View Org Chart (Training Only)
Department: TestDept
)
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*This step only applies to SCCDAA and Unrepresented Academic Administrators, skip to Step 13 if
this does not apply to employee’s position.

Step 12. After the employee signs the evaluation, an email from donotreply@NEOED.com is sent to the next
level manager to complete the next task. Next level manager Logs into NEOED (using MySWC) and locates
the task for the employee, the manager can Approve or Deny the evaluation.

W DASHBOARD

Home Tasks People Performance Recruiting Onboard Forms Reports

Southwestern College (CA)

Tasks View All (1)

To-Do (1) Overdue (0)

View my tasks related to: ~ All Myself Others My Direct Reports

[+ PERFORMANCE - APPROVAL Due 05/25/26

q Approve Annual evaluation for Oscar Manager (due 05 / 25 / 2027 ) for Oscar Manager)
For Oscar Manager - Annual evaluation for Oscar Manager (due 05/ 25/ 2027)

Go to Evaluation Details »

Approval Form

o M EVALUATION NAME DUE DATE

oM scar Manager Annual evaluation for Mon. May. 25,

Test Manager Position (Training Only) 4
Oscar Manager (due 05/ 2026

2572027)

i. If nochanges are needed, click the Approve button and proceed to Step 13.

ii. If changes are required, click the Deny button.

iii. You will then be prompted to add a comment before the Submit button becomes active (green).
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Deny

* Fields are required.
EM  Elly Manager's Manager

* Comments

2\ Field is required

Cancel

Write comment here..

iv. After clicking Submit, the evaluation will be returned to manager to make necessary changes.

Repeat Steps 8-12.
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Step 13. After the employee signs the evaluation, an email from donotreply@NEOED.com is sent to you, the

employee, and Human Resources, confirming completion.

NeokEd Notification: Performance Evaluation Complete for ElImo Employee
(Support) Inbox x

donotreply@neced.com 9:30AM (e minutesaga) ff & &

to swehrtest+mgr

Dear Oscar Manager,

The performance evaluation for EImo Employee (Support) is now complete. Please click the link below to view the
performance evaluation.

Employee: ElImo Employee (Support)
Evaluation: 3 month probationary evaluation for Elmo Employee (Support) (due 06 / 2025 )
Due Date: 6/14/2025
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