Log Into the Gateway, View, Add Signature & Comments to a Review
This tutorial explains how to log into ReviewSnap from the Gateway and provides details

on how to add a Comment, a Signature & View a Review. If you are looking for details
on how to do a self-review click here to find your department.

Open up the Mozilla Firefox browser. ’) i

Once the browser is open and be sure
you are on Dickinson College home

page which iS_ _ MAPS AND DIRECTIONS | EMPLOYMENT | BOOKSTORE
http://www.dickinson.edu.

LOG IN TO DICKINSON GATEWAY

Scroll down the bottom right side of
the page to find the Gateway link.

Now you are at the Dickinson DICklnson

Gateway, type in your Username and | Dickinson Gateway

Password.
Enter your Username and
Password LanguagéS: N
Click the Login button or hit the o heccel pech e o)
Enter key on the keyboard. ot

Once inside the Gateway look for the APPLICATION LAUNCH PAD
Reviews icon found under the
Application Launch Pad, to get into Eéﬂ

1 aall Q) §PC
Rev I eWSnap ' Gat=way Moo= Netfil=x S5E

Click on the Login to the Dickinson

G ateway . Ohe=xt Reviews
You are now in the ReviewSnap area,
click on the link called Manage : H
) Review Process
Reviews. — _ :
Manage Reviews § Manage eSignatures Create Journal Entries
Welcome John Dickinson



http://www.dickinson.edu/info/20198/technology_services/2232/training_and_tutorials/10
http://www.dickinson.edu/
https://www.dickinson.edu/homepage/613/gateway_home

In the Manage Reviews area notice your name, department & job title on the folder.
Click on the Create or Complete a Review link as shown below.

Review Process I

Manage Reviews Manage eSignatures Create Journal Entries

Manage Reviews

T Y
Eu I Create or Complete a Review I 4 Dickinson, John - !

5
E‘. | Create/\View Journal Entries

JOHN DICKINSON

[.?\5.' Manage Geoals Cﬁj
Email Address:
— dickinsoj@dickingon.edu
_'.!3_ Update Employee Infermation
Job Title: Baker Dining Hall _,_,/' \

Department: Dining Services

Manager(s): Jeanette Gricble

In ReviewSnap you can View your revew by clicking on the View link as shown below.
It will open another tab within the browser for you to read the review.

Once a review is completed you will need to add your Signature.

You can also add a Comment if you want to by clicking on the Comments link as shown
below.

| Rewiew Process i

Manage Reviews Manage eSignatures Create Journal Enfries

John Dickinson: Complete an Existing Review

Review Period  Start Date End Date R enereer Sctiona
Auxiliary Services 7M/2012  31/2013 Gribble, Jeanetts) View Rewviewers Comments Signatures

Employee Comments:

Type inside the dialog : B 5 faa s e M@ @EE]
box where the example B 7 Ok x xS iZ|

on right shows the words
that | have typed in.

Add Cemments Here

Typing in this Employee
Comments dialog box
will add a page to your
review.




Click on the Submit button, which
is found at the bottom of the
window.

To get back into the area to find
the Signature link, click on the
Manage Reviews link.

Now you need to click on the
Signatures link to Sign your
Review, the final step.

Type your name inside the dialog
box under Signature and click the
Sign button.

You have finished your review
process. Click logout and close the
window.

On the Gateway tab found on
upper right corner, click Logout.

Rewview Process i

Mansge eSignstures

Actions

Reviewers Com mentEI Signatures

esignature for Review

Review Pericd: 3/1/2012 - 2/28/2012

Date

Type Name Signature
Employee Jeanette Gribble !Jeanette Gribble| Hm] 1!|2013
Tanager Terymonenr  nolsaned
HR Steven Riccio not signed
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Help

Now you must close every tab or window that is open in the brower to complete the

logout process.

Failure to do this could result with another user being able to get into your Gateway
account. Click the red X on Mozilla Firefox as shown below.
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As each years review is completed they can —
be found in the View Completed Reviews k\;‘__ View Completed Reviews
area.

If you have any questions about your review please contact Human Resources.




