How To Document Check-In Notes in NedEd - For Supervisor to Share With Employee

Log in to your YC Portal

Welcome to myYC Experience

The student and employee portal that keeps
you connected to Yavapai College.

Trouble logging in?

« Connect to Canvas

Keep connected to
Yavapai College

» Regqister for classes
s Access Payment Center
+ Connect to Office 365

+ Update your information and view your
courses

« And more

Select NEOED from your Employee Resources card

Employee Resources N

Quick Access to Employee Services
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Click Performance on the top navigation bar.
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You have zero tasks to do!

Check back |ater for any new tasks.
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Click the "Who is this entry about?" field.

Choose which employee the entry will be about.
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Write a Journal Entry

Whe is this entry about?

Start typing here 1o find an employee

Close

Journals can also be created by sending an email to
Journals@neced.com. The emall subject should be the employee’s
full name. One attachment can be included (SMB max and
supported types: pdf. xls, xlsx, ppt. pptx, potx, doc, docx, xt, rf,

bmp, gif, |pe. jpeq. jpg, png, tf, tiff, wp, wpd, csv, Zip.)

Write a Journal Entry

Wha is this entry about?

Close

[Start typing here to find an employee

Mame

Edward
Employee

Tabitha Fedina

Employee #

Departrment

Marketing

Human

Resources

Division



Type your notes from the check-in or reflective conversation in the comment box.

Write a Journal Entry Close

Whe Is this entry about?

W Edward Employee (X) R

New Entry Past Entries
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Press Alt + F10 to move to the toalbar.

Did you know? You can tag your journals with Competencles
and Goals from recent/upcoming evaluations by typing "&”
along with the name of the item. Tagging |s only applicable for

9  Click the "Employee" box so this entry can be shared with the employee. All
journal entries that are about that employee should be shared with them for

transparency.
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Document your check-in and meeting notes here

Press Alt + F10 to move 10 the toalbar.

Draft Autosaved on F28/2026, 4.0627 PM

Did you know? You can tag your journals with Competencies
and Geals from recent/upcoming evaluations by typing "8"
along with the name of the item. Tagging Is only applicable for
one user at a ime.

Who do you want to share this entry with?
| Employes
Manager(s) (O

[l Manager's Manager

(i ] s

4



10

Click "Submit Journal Entry"
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Document your check-in and meeting notes here

Press Alt + F10 to move 10 the toalbar.

Draft Aubosieed on 2B 2025, 40533 PM

Did you know? You can tag your journals with Competencles
and Goals from recent/upcoming evaluations by typing "8
along with the name of the item. Tagging Is only applicable for
one user at a time.

Who do you want to share this entry with?
B Employes
Manageris)

Manager's Manager
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