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Yavapai College Performance Management 

SUPERVISOR Approving Goals in My Perform 

 

1. Log into your YC portal 

2. In your Employee Resources card select NEOED 

3. In the My Tasks box, click on the Performance task titled, “Sign Annual – [Employee     
Name](due [date]) for [Employee Name]” 

 

Or from your Dashboard select Performance then My Team’s Evaluations 
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To review the Goals that the employee has entered, scroll down to the Current Employee 

Goal Section 

 

Select each goal to view them in a popout window 

 

If you approve these goals, click on the blue Sign button at the top left of the page 
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Then the top green Sign button on the top right.  

 

Add any comments and hit Submit on the fly-out page 

 

If you want your employee to edit any of their goals you would click on the Pause button 
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Click on Continue in the pop-up window 

 

Your employee now be able to edit, delete, or add new goals 
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Once your employee has made the changes click on the start button 

 

When viewing the employee’s evaluation, you can click on the process tab to see which 

step is next in the process. The blue circles indicate the step was completed. The green 

circle indicates it’s the current step. 
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