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ENTERING NEW 
EMPLOYEE INFORMATION 

IN PERFORM



Navigate in your web browser to 
https://www.neogov.com/ and sign in.

To access employee’s profile, 
navigate to the Perform section.
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In Perform, select 
Employees
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Begin adding a new employee manually 
by selecting the “+” button in the upper 

left of the table.

Temporary employees should never be entered into NeoGov.
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Always 
enter 

information 
in all CAPS

This screen will appear

Fill out all 
fields that 
have an 
asterisk (*) 
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Enter employee’s 
First Name then 

Last Name
Enter 
Employee 
Number 
including 
all zeros

Select Choose Position
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Position 
information will 
auto-populate 

once position has 
been selected.

Search position number 
by Position Code
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Select Position

Select Save

Never select “Add new,” contact DAS if position is not listed
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Search and select the 
employee’s Direct Manager

Add Hire 
Date

FTE should 
always be 1.00

Add Position 
Start Date

Never list additional managers, only 1 manager should be listed.
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Do not enter employee’s address – leave blank
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Enter employee’s State 
assigned email address

Online Access User 
Account, Send Account 
Activation Email should 
be selected

Select 
Save
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Where can the new hire’s NeoGov 
activation link be found?

The activation link is sent to the new hire’s email.                           
(Activation link may go to Spam folder)

DIVISION OF ADMINISTRATIVE SERVICES

14



TRUE OR 
FALSE

ENTERING NEW 
EMPLOYEE 

INFORMATION IN 
PERFORM



True False

Employee’s name should be entered in 
all CAPS.
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The employee’s name should be in 
entered in all CAPS.
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True False

Use an asterisk (*) when entering an 
employee number.
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Do not use an asterisk (*) when 
entering an employee number. Always 

input all 10 digits (including zeros).

0000012345
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True False

Employee’s information should be 
entered during the first month of 

employment.
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Employee’s information should be 
entered into NeoGov during 

orientation.
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True False

Temps should never be entered in 
NeoGov.
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Only full-time/permanent employees 
should be entered into NeoGov.
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True False

Activation link should be used within 72 
hours of entering employee information 

in NeoGov.
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Activation link will expire after 24 
hours of entering the employee 

information.
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CHANGING 
POSITION NUMBERS 

IN PERFORM



When does an employee change 
position numbers?

Every time they move into a new position.

With the exception of moving through the 
CO1-CO3 or CC1-CC2 series.
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Search for 
employee, either 
by Employee # or 
Employee Name

DIVISION OF ADMINISTRATIVE SERVICES

28



Select Edit, (pencil) 
under Employee 
Information box
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Select Change Position
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Enter employee’s new 
Position Number

Select Position 
Number

Save

Never select “Add new,” contact DAS if position is not listed
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CHANGING 
POSITION 
NUMBERS IN 
PERFORM

FACTS 



When changing 
the Position 
Number, always 
remember to 
change the Direct 
Manager
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Position titles for Correctional Officer’s (1-3) and 
Correctional Counselor’s (1-2) are interchangeable and can 

be updated in Perform under the Positions tab. 
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CHANGING 
POSITION 
NUMBERS IN 
PERFORM

TRUE OR 
FALSE 



True False

If a position number cannot be found in 
NeoGov, you can create a new one in 

Perform.
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Never enter a new position number; if 
a position number cannot be located, 

contact DAS.
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True False

A position number can be assigned to 
multiple employees.
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A position number can only be 
assigned to one employee at a time.
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True False

The facility will make the necessary 
changes in NeoGov when an employee 

is reallocated or promoted.
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The facility HR is responsible for 
updating position changes.
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TERMINATING 
EMPLOYEES IN 

PERFORM



Search for 
employee, either 
by Employee # or 
Employee Name
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Select Edit (pencil) 
under Employee 
Information box
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Scroll down and 
remove the Direct 
Manager from the 
Employee’s Profile
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Remember to 
select Save
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Select the settings wheel

Select Terminate
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Enter 
Termination 
Date

Check the box to 
“Cancel all 
evaluations and 
tasks…”

Select 
Terminate
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TERMINATING 
SUPERVISORS IN 

PERFORM



Search for 
employee, either 
by Employee # or 
Employee Name
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Each direct report must be reassigned to a new manager.

*
*

*
*
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Select Edit (pencil) 
under Employee 
Information box
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Delete and reassign 
a Direct Manager to 
each employee 
assigned to 
departing manager.
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Once the employees have been 
assigned a new manager,

you can now go in and terminate the 
departing manager.
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Select 
Terminate

Select the settings wheel
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Enter Termination Date

Check box to 
“Cancel all 
evaluations and 
tasks…”
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If direct reports 
have not been 
reassigned, 
NeoGov will 
remind you in 
the termination 
screen.
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ACCESSING EPA 
REPORTS



In Perform, 
select the Reports tab
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The “Reports 
Dashboard” screen 

will appear
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Select 
Task Status
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Select Default

Scroll down
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This side panel will 
appear and display 
several filter options.
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Select 
Upcoming Tasks 
(due this month) 
to view your current 
month’s EPAs that 
are due. 
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Select 
2024 EPA-2 Completions 
(Standard PY, Not Draft, 
Not Canceled) 
to view outstanding EPAs 
in the current cycle.
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You can also run a report 
to view ONLY Manager’s 
tasks due, OR to view 
ONLY employee 
signature tasks due.
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Task Assignee(s): 
the person responsible for 
the next step in the EPA 
process.

Subject: EPA level 

Status: Completed or 
Current (still pending)

Task Assignee(s) Department Department 
Code

Related to Subject Priority Status Due Date

Sharon Hayes DHS - Division of Administrative 
Services

0623 AUTUMN GARDNER: Performance Evaluation 
(PY2024)

EPA-2: Mid-Year Check -In Low Completed 3/1/2024

Autumn Gardner DHS - Division of Administrative 
Services

0623 AUTUMN GARDNER: Performance Evaluation 
(PY2024)

Sign Autumn Gardner: Performance Evaluation 
(PY2024) for AUTUMN GARDNER

Low Current 3/1/2024
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Task Assignee(s) Department Department 
Code

Related to Subject Priority Status Due Date

Sharon Hayes DHS - Division of Administrative 
Services

0623 AUTUMN GARDNER: Performance Evaluation (PY2024) EPA-2: Mid-Year Check-In Low Current 3/1/2024

Autumn Gardner DHS - Division of Administrative 
Services

0623 AUTUMN GARDNER: Performance Evaluation (PY2024) Sign Autumn Gardner: Performance Evaluation (PY2024) for AUTUMN GARDNER Low Completed 3/1/2024

“Mid-Year Check-In” if status is current, 
this means the EPA is at the supervisor’s 

level.
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Task Assignee(s) Department Department 
Code

Related to Subject Priority Status Due Date

Sharon Hayes DHS - Division of Administrative 
Services

0623 AUTUMN GARDNER: Performance Evaluation (PY2024) EPA-2 Mid-Year Check-In Low Completed 3/1/2024

Autumn Gardner DHS - Division of Administrative 
Services

0623 AUTUMN GARDNER: Performance Evaluation (PY2024) Sign Autumn Gardner: Performance Evaluation (PY2024) for AUTUMN 
GARDNER

Low Current 3/1/2024

“Sign (Employee Name): Performance 
Evaluation (PY2024) for (Employee Name)”

If status is current, this means EPA is 
at the employee’s level to sign.
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TYPES OF 
EVALUATIONS



Probationary Evaluation

Probationary Performance Appraisal – A formal 
performance rating completed 30 days prior to the 

end of a 6-months or 12-months probationary period.
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EPA 1 : Setting goals and performance 
expectations.

EPA 2 : Mid-year check-in; gives feedback on how 
the employee is doing and how they can improve.

EPA 3 : Final review and formal rating of employee 
performance over the entire 12-month performance 
rating period. 

Probationary Evaluation Timeline
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Probationary EPA must be completed 4 
weeks or 30 days before the end of a 

new hire’s probationary period.

Non-uniform probationary period = 6 months
Uniform probationary period = 12 months
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First Year Evaluation

First-Year Performance Rating Period – A 12-month 
performance rating period established by the 

position start date.
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EPA 1 : will be completed within 30 
days of the new hire’s start date.

First Year Evaluation Timeline

EPA 2 : will be completed within 6 
months of the new hire’s start date.

EPA 3 : will be completed within 12 
months of the new hire’s start date.
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Annual Performance Evaluation

Annual Performance Evaluation – The 
regularly scheduled annual performance rating 
period beginning January 1st of every year.
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EPA 1 : will be completed between January 1st 
and March 1st.

Annual Performance Evaluation Timeline

EPA 3 : will be completed between December 1st 
and March 2nd. 

EPA 2 : will be completed between July 1st 
and August 30th.
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MAKING 
CHANGES TO 

EMPLOYEE’S EPA



When an employee is assigned a new supervisor, 
changes must be made under the Process tab.
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Click on the three dots (•••) next to the 
supervisor’s steps
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Select Replace Assignee
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Replace Former Assignee with New Assignee 
and select Save

April Darnell
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Make sure all supervisor’s have been 
updated throughout the remainder of 

the EPA cycle.
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If an employee is changing position 
numbers, their current EPA will need 
to be cancelled. 
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Type “Cancel” 
when prompted,
then select 
Confirm

This will create a new EPA cycle to 
support the new position requirements. 
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EPA – LEGAL 
HOLDS



All legal holds must be submitted by the 
Division of Administrative Services.

Task Assignee(s) Department Department 
Code

Related to Subject Priority Status Due Date

Sharon Hayes DHS - Division of Administrative 
Services

0623 HOLD - AUTUMN GARDNER: Performance 
Evaluation (PY2024)

HOLD - EPA-2: Mid-Year Check –In Low Current 3/1/2024

Autumn Gardner DHS - Division of Administrative 
Services

0623 HOLD - AUTUMN GARDNER: Performance 
Evaluation (PY2024)

Sign HOLD  Autumn Gardner: Performance 
Evaluation (PY2024) for AUTUMN GARDNER

Low Current 3/1/2024

DAS must be able to verify that the 
appropriate documentation has been received 

to support the legal hold. 
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Medical Leave of Absence

FMLA

Military Leave

Workers' Compensation

Parental Leave

Personal Leave of Absence

Suspension Pending Investigation

Unauthorized Leave

A legal hold can be for a:

The Division of 
Personnel will place 

all approved EPAs on 
hold status.
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Step 1: Send the 
request through 

the DAS HR 
Request Form 

(2024)

Step 2: Attach 
the back-up 

documentation. 

Step 3:  DAS will 
submit the 

request to DOP 
on your behalf.

Step 4:  DAS will 
forward the 

email from DOP 
when the request 

is approved.

Step 5:  DAS will 
inform you if 

DOP rejects the 
request.

Steps to request a legal hold:
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https://forms.gle/D5V1P2Gujsm6ps496
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REFERENCES



Performance Improvement Plan (PIP) : it is strongly 
recommended that supervisors develop a written PIP for an 
employee whose evaluation overall rating is less than 3.00 
(Meets Expectations) or in any situation in which the 
employee’s performance is not meeting expectations 
throughout the performance year. 
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“Non-compliance with any section of 
this policy shall result in the employee 
becoming ineligible for discretionary 

pay increases for which an EPA is 
required.”
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CONTACT US
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Please reach out via chat or 
email to 

Melissa.D.Vance@wv.gov  

or 

Autumn.R.Gardner@wv.gov

mailto:Melissa.D.Vance@wv.gov
mailto:Autumn.R.Gardner@wv.gov


QUESTIONS OR 
COMMENTS?
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