Review Snap Performance Review - Administrative - Self Review

Log into the Gateway, then find the Reviews icon under the Applications Launch Pad for
Review Snap.
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Click to review your Job Title for your current job description.

A pdf will open in a new browser tab.

Discuss with your supervisor if any changes to the Job Description are needed.

Verify Department, Manager & Hire Date too.

Also notice if you did a review last year you can find it under View Completed Reviews.
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Click on Manage Reviews. Notice your name on the top right corner of window.
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Welcome John Dickinson

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 support such as providing password resets and answering questions you may have regarding the use of the system. Ifyour
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 the Reviewsnap Website
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Click Create or Complete a Review
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Department: Performance Reviews

Manager(s): Denise Houser

Hire Date: 9/1/2013
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Click on the drop down arrow to choose the review period.
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John Dickinson: Create a New Review

Select an available review period to create trlé review for.
Select One v

Back to Manage Reviews

Click on the drop down box to choose the template, and then click ok.
The Are you sure... dialog box appears, click OK.
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John Dickinson: Select a Template

Select a template to create this review from:

Demenstration ¥

Verify the information to be sure it is correct, and click the Continue button.
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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: Dickinsan, John (dickinson@dickinson.edu)
Review Period: 11/4/2014 - 12/5/2014
Template Name: Demonstration

Continue H Cancel || Print Blank Evaluation Form |
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You will now be on the first page of the Review. Add details in space provided.

John Dickinson: Review of Performance

Instructions

* Complete this review and submit to your supervisor prior to your meeting

» Discuss your current position description with your supervisor and update if necessary. Forward an updated copy of the description to Denise Houser in Human
Resource Services.

=¥ou and your supervisor should discuss accomplishments and areas for development during the review.

» The section for goal setting is provided to promote discussion during the review. You and your supervisor should identify goals for the next review period, discuss development
needs or specify corrective action when appropriate. Once you and your supervisor have set goals, you can expect to conduct a self- assessment of progress toward these goals
and meet with your supervisor to discuss prior to the next review.

*You and your supervisor will electronically sign the form when the review is completed. The signature indicates that all the information on the form has been discussed with the
sUpervisor

/ Goals from previous year

Identify progress made on any mutually agreed-upon goals for the appraisal period.
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When you have finished with each page click Next, and spell check will run and then take you
to the next page of the review.

Words: 0

ﬂ' = All Competencies & Comments have been filled-out

| Mext | | Save Only | | Save and Exit | I

Fill out the second page, and click Next as you complete each page.
Save Only or Save and Exit to complete later.
As you complete pages the Previous button is also available.
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John Dickinson: Review of Performance

7 Recent Accomplishments

Reflectand comment on additional accomplishments within your normal duties and department.

¥Xh B &« % |zamB 1 ujx x|

1= e
=

Duties

Words: 1

J = All Competencies & Comments have been filled-out.

Previous Next Save Only Save and Exit
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Keep clicking Next to move onto the next page

John Dickinson: Review of Performance

& Areas for Development

Areas in which you feel you could develop further. Consider areas such as job knowledge, quality of performance, warking relationship with supervisar, problem
solving, creativily, initiative, leadership and supenvisory responsibilities
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Great Job

Words: 2

« = All Competencies & Comments have been filled-out.

Previousl | Next ‘ ISa\-'e Only| |Save and Exit
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John Dickinson: Review of Performance
« Support Required
Define the support, including training, needed from your supervisor and the college to perform your duties, reach your goals and develop professionally.
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Training
Words: 1
J:AII Competencies & Comments have been filled-out
Previous MNext | Save Only | | Save and Exit
Job Descriptions
Complete the question in dialog boxes provided.
Mary Dickinson:| JOB DESCRIPTIONS |
J JOB DESCRIPTIONS
Did you review the current Job Description? (yes ar no) I
XD @@« »|[% N[ MBI U|[x x| == =]
Words: 0
Did you make any changes to the Job Description? ﬁ;esor noj
(Any recommended changes need Supervisor approval prior to being sentto Human Resources)
|
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Review of Progress in Meeting Goals

This is where all the current goals will be populated (for current review period).
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Mary Dickinson: | Review of Progress in Meeting Goals |

Scale Legend
Below Expectations (BE): Does not meet expectations
Meets Expectations (ME): Does meet expectations
Exceeds Expectations (EE): Exceeds expectations

~ Individual Goal

Goal Description BE ME EE

Supervisor Training Update

~; Department Goal

« = All Competencies & Comments have been filled-out

Create new Goals for the Upcoming Review Period.
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IMary Dickinson: | Performance Plan for Upcoming Review Period — List of Goals v | I

Create a Goal

Goal Name Due Date Actions Category
Supervisary Training... Take supervisory sessions inJuly Individual Goal Update
Previous | | Next ‘ | Save and Exit

Creating Goals

Click the Create a Goal link.

ﬁ Review Process i

IManage Reviews  NManage eSignatures  Create Journal Entries

John Dickinson: Performance Plan for Upcoming Review Period —- List of Coals

Create a Goal I

Goal Name Due Date Actions

Training... Update

Previous| | Next | ‘SaveandExil
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Choose Goal Type from drop down box.
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Be sure to click the Allow Rollover to next Review Period.

Choose the status of the Goal under the drop down arrow.

Add any Action/Comments. Click Create when finished.

I [ Allow Rollover to next Review Period. I

Status: | On Target M|
Actions/Comments: p—
TR EENER:
B 1 v % ox|E |- k) s o= o)
Words: 0

| Cancel | | Create and Add New Goal |

After you have finished adding the goals click Next.
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John Dickinson: Performance Plan for Upcoming Review Period —- List of Goals

Create a Goal

Goal Name Due Date Actions
Training. Update
Supervisor Training... Update
Previous Save and Exit
Development Plan Goals/Progress
Add your comments and details in space provided.
t Review Process i
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Mary Dickinsan: | Review of Progress in Development Plan v |
7 Certification/Degree
Goal Description Status
Certification training On Target
Learning Activity Status Score
7 Habits of Highly Effective People Incomplete

Comments:
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Now you are ready to hand it off to your manager, select Click here.
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John Dickinson: | Finalize Review

Click here to hand off this review to your manager I

Click here to send a notification about this review

Click here ta save this review and exit.

Once Manager has completed your Evaluation, and you have your one-on-one discussion, you
will electronically sign your review by logging into Review Snap.
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Click Create or Complete a Review; and then Signatures.

Dickinson -
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Review Process

Review Setup Reporting
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Manage Review Templates.

Manage esignatures

All Review Period Name Period Start Date Period End Date Employee Reviewer .
(] Demo 114412014 12/5/2014 Dickinson, John Dickinson, John View Comments Signatures pdate
Type your name and click Sign.
Review Process Review Setup Reporting
Manage Employees  Manage eSignatures  Create Journal Entries  Manage Review Templates
eSignature for Review

Review Peried: 11/4/2074 - 12/5/2014

Type Name Signature

Date Actions
Employee John Dickinsan John Dickinsan

11/24/2014
Manager Denise Hnusel |Denise Houser Sign |11J24r2|:l14 Delete

Back to Manage Reviews
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