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ReviewSnap Procedures for Managers at Dickinson College – Children’s Center 
 

ReviewSnap is a web based performance management system program found in the 

Gateway. Look for the Reviews icon found under the Application Launch Pad, to get 

into ReviewSnap.   

 Create or Complete a Review - To find, read and update an employee’s review. 

 Schedule the one-on-one meeting with the employee. 

 Finalize & Add Signatures to a Review - Requires Signature to complete the 

Review. 

 Journal Entries - Area in ReviewSnap to add details during the year.  

 Logout - Logout of ReviewSnap 

Create or Complete a Review 

Once logged into ReviewSnap you will be on the landing page. Notice the Logout found 

on top right corner, below your name.  

 

 

 
 

 

In order to complete an employee’s review on the Review Process tab, click on the 

Manage Employees link.  

 

  

https://auth.dickinson.edu/cas/login?service=https%3A%2F%2Fwww.dickinson.edu%2Fhomepage%2F613%2Fgateway_home
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In the Manage Employees area, select the user that you want to review by clicking on 

the drop down arrow found on the folder. The names of all employees that report to you 

should appear on this list.  Select the employee you want then click on Create or 

Complete a Review. 

 

 

 
 

You are now starting the Complete an Existing Review evaluation process after the 

employee has filled out their details about their Review in ReveiwSnap. 

 

Click the View link to open the review and read details the employee has added. 

 

Click the Continue link to look at the review, see the details the employee has added and 

add your details to the review. This is done after an employee has Finalized their review. 
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Each Review template is different depending on the campus division. The example below 

is for the Children’s Center division.  

Clicking Continue (shown above) brings up the General Work Habits section.  

The Review process is opened as shown below for an employee that has filled out their 

review details. To see what the employee has chosen or added, click on the little plus sign 

to open up and see all the choices. Notice the employees name found to the left of the 

selection.  You, as a manager will click above the employee’s question to complete it. 
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You, as a manager will click above the employee’s question to complete it. Then 

employees name appear beside their selection to each description. 

 

 
 

The Comments/Suggestions area is opened up to include any details the employee has 

added below where the manager would type their details 

 

 
 

        
 

Click the Save Only button to save your review at any time during the review process.   

Click the Save and Exit button will save your review for later and exit the program. 

The Next button will take you to the next section or Previous button to go back as you 

move forward into each section of the Review. 

 

Spell Check and AuthoriCheck dialog boxes flash and appear for each section. Correct 

any errors it finds and click OK. 

 

 
 

Click the Next button to go to the next section which is Interactions with Children as 

shown below, with the plus sign clicked on to open up the employee selection & details. 
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Click the Next button to go to Classroom Management section. Notice I opened each 

question by clicking on the plus sign and I gave this employee a higher rating that she 

gave himself.  

Click the Save Only button to save your review at any time during the review process.   

Click the Save and Exit button will save your review for later and exit the program. 

Spell Check and AuthoriCheck dialog boxes flash and appear for each section. Correct 

any errors it finds and click OK. 
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Click the Next button to go to Working with parents section. 

Click the Save Only button to save your review at any time during the review process.   

Click the Save and Exit button will save your review for later and exit the program. 

 

Spell Check and AuthoriCheck dialog boxes flash and appear for each section. Correct 

any errors it finds and click OK. 
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Click the Next button to go to Working with Co-workers section. 

Click the Save Only button to save your review at any time during the review process.   

Click the Save and Exit button will save your review for later and exit the program. 

 

Spell Check and AuthoriCheck dialog boxes flash and appear for each section. Correct 

any errors it finds and click OK. 
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Click the Next button to go to Professionalism and Growth section. 

Click the Save Only button to save your review at any time during the review process.   

Click the Save and Exit button will save your review for later and exit the program. 

 

Spell Check and AuthoriCheck dialog boxes flash and appear for each section. Correct 

any errors it finds and click OK. 

 



9 

 

 
 

 

Click the Next button to get to the final section called Professional Development 

Record.  

 

Click the Save Only button to save your review at any time during the review process.   

Click the Save and Exit button will save your review for later and exit the program. 

 

Spell Check and AuthoriCheck dialog boxes flash and appear for each section. Correct 

any errors it finds and click OK. 
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NOTE: The PDR Check Date & # of training hours do not need filled in. 

 

Once all sections are completed click the Next button found at the bottom. 

 

Spell Check and AuthoriCheck dialog boxes flash and appear for each section. Correct 

any errors it finds and click OK. 

 

At the Complete an Existing Review page you can edit the review by clicking on the 

Continue link, View the review as a pdf to either save or print it.  
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At this point, you need to schedule a meeting to review the employee’s performance 

review with them.  If you want to send a copy of the review by going into the View link, 

doing a File Save As, this is a pdf, and can be sent to them as an attachment by email. 

You can also print the review to go over during the one-on-one meeting or look at it on a 

computer together.  If you go back to the Manage Employees tab on the left, select the 

employee and Create or Complete a Review, select View; you will be able to print 

and/or view or Save As a pdf the Review evaluation you just completed.   

 

Note: The link to Finalize the review is also found here.  Select this only when you have 

finished the review and are ready to send to the employee for review and signature. Once 

Finalized the review cannot be changed. 

Finalize the Review Add Signatures to Review 

Once you have had your meeting with the employee you now need to Finalize the review. 

To Finalize the review, go into the Review Process tab, click on the Manage Employees 

link.  In the Manage Employees area, select the user that you want to Finalize by 

clicking on the drop down arrow found on the folder. Select the employee you want then 

click on Create or Complete a Review.   Leave the drop down list on Finalize Review, 

and then click on the link to Click here to a mark this review ready for Signatures.  

Click on OK at the Message from webpage dialog box to continue. 

 

 
 

If your division does require a signature as part of the review process put a check in 

Require Employee Signature. Check off all the users (the employee and all managers) 

that need to sign off and click the Submit button. By clicking Submit, an automatic 

email message from ReviewSnap will be sent to stating the performance review is ready 

for their signature. 
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Now you will need to set the order of signatures for the review. 

Drag the Manager names to select the appropriate sign-off order page details appear.  

To drag a person’s name listed below, hold the mouse till you see a 4 headed arrow and 

move (drag) it up or down. The order will be the employee first then any managers. Each 

person will receive an email when their turn comes up to add a Signature. Depending on 

how many managers your department has this list could be several managers. Click the 

Continue button. 

 

 
 

At any time you can check in ReviewSnap under Manage eSignatures for the status of 

who did or did not sign. 

The eSignature for Review example below shows that the employee has not signed the 

review. 
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The example below shows the employee has signed and now their manager is add a 

signature in the review and by clicking on Sign it is now ready for HR. Every step of the 

way emails are generated by ReviewSnap to each person to add their signature. 

 

 

Click the Logout (top right corner) when completed with ReveiwSnap. 

Journal Entries 

This is an optional area within this system; you may choose to utilize this function to 

assist with creating the following year’s performance review. If you choose to utilize this 

option, anything you type within this area is able to be viewed by the employee or 

updated. 

 

To create or update a Journal Entry click the Review Process tab, then click on the 

Manage Employees link.  Depending on your division you may not use this area of 

ReviewSnap. 

In the Manage Employees area, select the user that you want to review by clicking on 

the drop down arrow found on the folder. The names of all employees that report to you 

should appear on this list.  Select the employee you want then click on Create/View 

Journal Entries. 

 

 
 

Create a New Journal Entry or Update a Journal Entry is available in the Journal 

Entries area.  
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NOTE: An employee can create a Journal Entry and mark as private which cannot be 

seen by a manager.  

 

 

Logout 

Click the Logout (top right corner) when completed with ReveiwSnap. 

 

 


