
Employee Instructions for Adding Goals to a Performance Evaluation 
*Adding goals is the responsibility of the employee* 

 
1. Log into NeoGov Perform (PE).  

 
2. Click on the name of the evaluation for which you are adding goals under “My Evaluations” on 

your dashboard.  
 

 
3. After you click on the evaluation name, the evaluation will open and you will see the “Goals” 

section. 
 

4. To add a new goal, click the “+ Add Items” button.   
 

 
 

5. Select “New Goal” from the drop down menu. 
  

 
 

https://login.neogov.com/?siteCode=PE


 
 

6. Enter the following information in the “Add Goal” box: 

 Goal Name 

 Description – Add SMART goal information 
o If you have this information in a Word document, you can cut and paste the 

information into the description box. 

 Select a category  

 Click “Save” 
 

 
 

7. Once you click save, the system will save the goal and you will be directed back to the goals 
section of the evaluation. You should see the goal you entered.  

 

 
 

8. Once all of your goals are entered, contact your direct supervisor and advise them you have 
completed the process of entering your goals. Your supervisor will review the goals for accuracy, 
communicate if changes need to be made, and activate the evaluation. You will not be able to 
modify or change your goals once the evaluation is activated.  


