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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. 
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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. 
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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. 

 

 
 

 

 

 

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. 

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

 
 

 

 
 
 

 
 

 

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. 
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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. 

 
 

 

 
 

 

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. 
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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. 
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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. 

ii. If no changes are needed, click the Approve and Sign button and proceed to Step 9. 

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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v. After clicking Submit, you will be returned to the evaluation to make necessary changes. Click the 
Rate button, adjust the ratings as needed. 

vi. Once changes are completed, click the Submit Evaluation button. 
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vii. Once you click Submit Evaluation, you will be prompted to certify that your rating is complete and 
accurate. Click Continue when you are ready to proceed and Close to exit the task. 
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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. 
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Step 10. Then click the Submit button.   
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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. 
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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. 

i. If no changes 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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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. 
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