ReviewSnap Procedures for Employees 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.

e Create or Complete a Review - Start your review after your manager/supervisor
notifies you that your Review is ready to be created.

e Save a Review to Edit Later - Save your review to complete at a later date or have
your Manager View before it is Finalized.

e Finalize - Finalize your review after adding all of your details. The next step will be a
one on one meeting with your manager/supervisor after their details have been added.

e Signature - Add a Signature to your review. An email will arrive when a Signature is
required.

e Send Notification - Send an email within ReviewSnap. Use the feature if you want to
email your manager/supervisor.

e Create or View Journal Entries - Journal Entries are used to add details of projects or
work duties during the year between review dates. Think of it as a place for you to
keep notes during the year.

e Logout - Logout when completed

Once you have accessed ReviewSnap your landing page will appear as shown below.
Click on Manage Reviews.

Welcome Jeanette Gribble
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Welcome Jeanette Gribble

Welcome to Reviewsnap™!

Your organization is a subscriber to this robust employee performance evaluation and 360 degree feedback system. It is available to you 24 hours a day, 7 days a week from any
computer that has Internet access.

Using the system is easy and its flexibility is unequaled. There is some initial setup required before performance reviews/appraisals can be completed on employees. The time
invalved in the setup depends on the number of employees you will be adding to the system.

Your Reviewsnap administrator can provide internal suppaert such as providing password resets and answering questions you may have regarding the use ofthe system. If your
administrator is not available, please don't hesitate to contact us either toll-free at 1-800-516-5849 or by clicking on the Contact Us link on any page on this site.
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reviewsnap

ReviewSNAP Reference Guide

The Review Process tab will appear. Click on Manage Reviews to open up an area for
Creating or Completing a Review or Create/View Journals Entries.


https://auth.dickinson.edu/cas/login?service=https%3A%2F%2Fwww.dickinson.edu%2Fhomepage%2F613%2Fgateway_home

To Create or Complete a Review

On the Review Process tab, click on Manage Reviews.
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gj Create/View Journal Entries

MARY DICKINSON

Email Address:

!";"? dickinsom@dickinson.edu
e Update Employee Information

.
BQ' Manage Goals

Department: Student Development
(Exempt)

Manager(s): Jeanette Gribble

Click here to use the cld Manage Reviews interface

To start filling out your Review, click on the Create or Complete a Review link.

::l ICreate or Complete a Reviewl

Click the drop down arrow to select your Review Period to start creating a Review for
your department.

John Dickinson: Create a New Review

Select an available review period to create the revie
Childrens Center (5102012 - BM/2013) I f I




A pop up window appears, click OK to continue.

Message from webpage ﬁ

@ Are you sure this is the Review Period you want for this review?

oK Cancel

Click on the drop down arrow to select a Template specific to your department.

John Dickinson: Select a Template

Select a template to create this review from:

_Seleu:t COne |L|

A pop up window appears, click OK to continue.

Message from webpage )

@ Areyou sure this is the Template you want to use for this review?

On the Review Your Selections, click the Continue button after reviewing that the
details are correct.

Review Your Selections

Review the information you have selected. Once you proceed past this step, you will not be able to change template for this review period.

Employee: Gribble, Jeanette (gribble@dickinzon.edu)
Review Period: 2/11/2013 - 3/8/2013

emnlate Mame: Library and Information Services
Cancel H Print Blank Ewaluation Form l

Depending on your division the templates might appear differently then shown below.
First this specific template shown below is for the Children’s Center division for the
first area called General Work Habits.



Rate each description by clicking in the specific circle to choose either:
Fre — Frequently

Occ — Occasionally

Nev — Never

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.
Click Next button to proceed with the Review process.

Look for the green check mark at the bottom of each section.
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After rating each description and notice the Comments/Suggestions dialog box which
can be filled in with any details.

Click Next to continue to the next area in ReviewSnap called Interaction with Children.
Click the Save Only button to save your review at any time during the review process.

A Spell Check Box and AuthoriCheck boxes will appear quickly as it checks your
spelling for each area of your review. If a word is misspelled it will stop and let you
correct it.
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Notice as you move onto the next page you will have a Previous button to go back.

After rating each description click Next for the Classroom Management area.
Click the Save Only button to save your review at any time during the review process.

A Spell Check Box and AuthoriCheck boxes will appear quickly as it checks your
spelling for each area of your review. If a word is misspelled it will stop and let you
correct it.
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After rating each description click Next to go to the next area called Working with
parents.
Click the Save Only button to save your review at any time during the review process.

A Spell Check Box and AuthoriCheck boxes will appear quickly as it checks your
spelling for each area of your review. If a word is misspelled it will stop and let you
correct it.
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After rating each description click Next to go to the next area called Working with Co-
workers.

A Spell Check Box and AuthoriCheck boxes will appear quickly as it checks your

spelling for each area of your review. If a word is misspelled it will stop and let you
correct it.
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When you have completed this final area of your review, click the Next button. You will
get a dialog box as shown below, letting you know all areas have been filled out. Click

the OK button.

Please note that not all competencies have been filled out'rated.

The next area is for Professionalism and Growth to rate each description.
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After rating each description click Next to go to the next area called Professional

Development Record.
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NOTE: The PDR Check Date & # of training hours do not need filled in.
At this time if you want your manager to look at the review let them know.
Otherwise follow the tutorial to Finalize the review.

A Spell Check Box and AuthoriCheck boxes will appear quickly as it checks your
spelling for each area of your review. If a word is misspelled it will stop and let you
correct it.

If you get the AuthoriCheck dialog box that remains on your screen stating that not all
three competencies have been not been filled. Click OK to continue. It will allow you to
get back in to complete the review.
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After clicking on the Next button you come to the area in ReviewSnap to Finalize
Review,(once a review is Finalized it cannot be edit) as shown on the next page of this
tutorial after Save & Edit Later details.

Review Process J
Manage Reviews  Manage eSignatures Create Journal Entries
Ann Employee: Finalize Review -
I Click here to hand off this review to your manager. I

Click here to send a notification about this review.

Click here to save this review and exit.

Save & Edit Later

Once Save This Review button is clicked you are back at the opening screen when you
can click on Logout link found on top right area of window. At this time if you want
your manager to look at your Review then let them know.

If you find that you need to Save the Review and edit the Review at another time you log
into ReviewSnap, under the Review Process tab, click on Manage Reviews, click on
Create or Complete a Review.

Click on the drop down arrow to select Answer Competencies which will open up your
review to let you edit it.
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Review Process J

Manage Reviews  Manage eSignatures Create Journal Entries

Ann Employes: Review

I AerrComtendes |
Click here to hand] UVerQll LOmiie Der.
| Finalize Review

Click here to send a nofification about this review.

Click here to save this review and exit.

Finalize this Review

The Finalize Review option will hand off the review to your manager and let them know
by sending an email from within ReviewSnap. NOTE: A Finalized review cannot be
edited by an employee.

Click on the drop down to Finalize Review, then the link to Click here to hand off the
review to your manager. Once Finalized the employee cannot edit the review.

Ann Employee: Finalize Review -

——

Click here fo hand off this review to your manager.

A dialog box appears, click OK to Finalize.

Message from webpage ﬁ

@ Are you sure you want to finalize this review?

I] oK u | concel |

Once OK is clicked you are taken back to the home screen showing a Completed
Review. An email goes to the Manager from the ReviewSnap system letting them know
it has been Finalized. You can no longer see or edit your review as it has been handed off
to your manager.

Now you and your manager will have a one on one meeting to look at your Review.
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Jeanette Gribhle: Complete an Existing Review

Review Period Start Date End Date Reviewer Actions

UserSemvices 312012 2282013 Self

Jeanette Gribble: Create a New Review

Back to [Manage Reviews

Add a Signature To a Review

After your manager is finished updating the review there will be, for most departments a
one on one meeting to go over the Review. Once the meeting has been completed then it

is time for you to add your signature. You will receive an email when it is time to add

your Signature.

Log into the Gateway, click on ReviewSnap, then under the Review Process tab,

Manage Reviews, then Create or Complete a Review, and click on the Signatures link.

Note: The Signature cannot be added until your manager sets it up in their ReviewSnap

process.

John Dickinson: Complete an Existing Review

Childrens Center 3M13/2012 23M13/2013 Gribble, Jeanette View Reviewers

Review Period Start Date End Date Heviewer Actions

To add your Signature, click inside the dialog box and type in your name, then click the

Sign button.

eSignature for Review

Review Peried: 3/13/2012 - 3/13/2013

Type Name Signature Date
HR Arlene Bones not signed

Employee John Dickinson I John Dickinsan I I IN42013

Manager Jeanette Gribble not signed
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ReviewSnap will then show the Signature and Date it was signed.
Notifications will automatically go out for any other signatures to be added, like to your
Manager and HR as shown below.

eSignature for Review

Review Peried: 3/1/20012 - 2/28/2013

Type Name Signature Date
Employee Jeanette Gribble Jeanette Gribble 1/8/2013
Manager Terry Mallett not signed

HR Steven Riccio not signed

Send Notification About This Review

You can Send Notifications within ReviewSnap to your manager/supervisor. On the
Review Process tab, click on Manage Reviews, click on Create or Complete a Review.
On this page click on Click here link to send notification about this review.

Click herefto s=nd & notification sbout this review.

A notification area appears, type in out any details in the text box area, then click the
Send button to send an email. Put a check in the box to send to your manager/supervisor.
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| Review Process | Reporting ]

Manage Reviews  Manage eSignatures Create Journal Entries

Selectthe manager(s) you want to send the notification to.

Qle1] IR
Renaud, Robert

Note:
Py B E e cfiady MNEAIEH)
B F U ahe|x x|[i= i=|

alt P— a—

Details here|

Send

After sending the notification you will come back to Complete an Existing Review

Jeanette Gribble: Complete an Existing Review
Review Period Start Date End Date Reviewe, Actions
UserSemnvices 2M11/2013 232013 Self I Vl'ewl Reviewers Continue

Jeanette Gribble: Create a New Review

Back to Manage Reviews

If you click on View a new window opens for you to see your Review in a new window.

Jeanette Gribble
Reviewers for User Services (2/11/2013 - 3/8/2013)
Name Actions
Gribble, Jeanette View
Exit

If you click on Reviewers it will also give you a View link to show you the Review in a

new window.
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The Exit button will take you back to the same screen to Complete an Existing Review.

If you click on Continue you are taken back to the beginning options.

Jeanette Gribble: |Finalize Review [~]

Click here to finalize this review. Once the review is finalized, you will not be able to edit any portion of this review.

Click here to send a notification about this review.

Click here i save this review and exjt.

Logout

Click the Logout link found on the top right area of the window or close the browser.
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To Create or View Journal Entries

On the Review Process tab, click on Manage Reviews, then Create/View Journal
Entries link.

| I{Z reate/\liew Journal Entri eel

Click on Create a New Journal Entry.

Jeanette Gribble: Journal Entries

Create a New Journal Entry I

Print Journal Entries

Fram: ﬁTOZ ﬁ [ﬂ]

Title Created By Date Actions

There are no existing journal entries.

Back to Manage Reviews

A Create a Journal Entry screen will appear as shown below.
Type in a Journal Title; fill in the text box with your details.
You can also Browse to add a file. Notice the option for Private Entry.

Note: Details added in the Journal Entries area can be seen by your supervisor unless
Private Entry is checked.

Click the Create to complete this Journal Entry.

Jeanette Gribble: Create a Journal Entry

Private Ent

Journal Title:

s BB @9 cfALY MNEE|E)

iIB 7 U &be| x, x*|i= i=

2 = =
alt = H

Journal Entry:

[ |
Attachment: I Browse.. I
(* PDF, XLS, XLSX, CSV, DOC, DOCX, EML, M3G, JPG, or G
[Ceae]




Once a Journal Entry is created it will show details below. Also notice you can View,

Update or Delete it. You can also remove any attachments you added to the Journal
Entry.

Title Created By Date Actions
Just Plain Journal Entry  Jeanette Gribble 12M18/2018 View Update Delete

Screen shot shown below is for two Journal Entries, one was checked as Private.

Jeanette Gribble: Journal Entries

Create a New Journal Entry

Print Journal Entries

ﬁTn: ﬁ

Created By Date Actions
Jeanette Gribble 1218/2012

From:

Title

Journal Entry View Update

& Private Entry Test Jeanette Gribble 12182012 View Update

Back fo Manage Reviews

As years go on you might have a list of Journal Entries you can click on the little
Calendar by the From and To, you can select your dates using the calendar.

Logout

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