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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.   

 

 Create or Complete a Review - Start your review after your manager/supervisor 

notifies you that your Review is ready to be created.   

 Save a Review to Edit Later - Save your review to complete at a later date or have 

your Manager View before it is Finalized. 

 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. 

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

required. 

 Send Notification  - Send an email within ReviewSnap. Use the feature if you want to 

email your manager/supervisor. 

 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.   

 Logout  -  Logout when completed 

 

Once you have accessed ReviewSnap your landing page will appear as shown below. 

Click on Manage Reviews. 

 

 
 

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
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To Create or Complete a Review 

On the Review Process tab, click on Manage Reviews.  

 

 

 

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

 

 
 

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

your department. 
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A pop up window appears, click OK to continue. 

 

 
 

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

 

 
 

A pop up window appears, click OK to continue. 

 

 
 

On the Review Your Selections, click the Continue button after reviewing that the 

details are correct. 

 

 
 

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.  

 

 

  



4 
 

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. 

 
 

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. 

 

 
 

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. 

 

 
 

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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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.  

 

 
 

A dialog box appears, click OK to Finalize.  

 

 

 

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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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.  

 

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

Sign button. 
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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.  

 

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.  

 

 
 

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

 

 
 

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

 

 
 

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.  

 

 
 

 

Logout  

 

Click the Logout link found on the top right area of the window or close the browser. 

 

  



17 
 

To Create or View Journal Entries 

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

Entries link.  

 

 
 

Click on Create a New Journal Entry. 

 

 
 

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.  
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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.   

 

 
 

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

 

 
 

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. 

 


