Review Snap - To Create and Manage Business and Developmental Goals

Log into the Gateway, then find the Reviews icon under the Applications Launch Pad for
Review Snap.

In Review Snap, click on Manage Business and Development Goals.
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Manage Business Goals
Choose the Review period from the drop down box.

Click Add a Goal under the Manage Business Goals heading.
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Choose a Goal Category from drop down box. Add the Goal Description in the free texting
box. You can add a due date if you want.
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Make sure to click the Allow Rollover to Next Review Period.

Choose the Status of the goal; add actions/comments and click Create (if you are done adding
goals; or Create and Add New Goal to continue adding goals. Add details in text box.

Important: Be sure to put a check in the box Allow Rollover to next Review Period.

Wards 0

Creste Da% 182015

Due Daw

I Allow Rolover 1o nert Review Perod I

stns [Cn Taget v
New Goal - Not Vet Stated

besconCommanty | Completed

Signficartly sheaz o schecide § R B3 M0

Modontely ahead of schedde

O 9

ModSeeatoly badend sehedle
Siynficartly behnd scheduie
Dest ortirnsed Abandonad

Wards: ©

I | Coeate | | Cancel Create and Add New Goal I

Last Updated On: Thursday, January 22, 2015



Developmental Goal

Click Add a Goal under the Manage Developmental Goals heading.
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Choose the Goal Category; and add a Goal description.
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You can add a Due Date if you choose or leave blank. Choose the goals Status. If you want to
find any on campus training for a particular Competency Group; click the competency group
categories (as many as you choose) and then click Add a learning activity.

Click Create to finish.
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Learning Activities: Title Status Score Completion Date Actions
There are no learning activities currently assigned.

Add a Learning Activity
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If you want to search for a learning activity, type in a name and click Find.

Close Window

Flease enter the title of the learning activity you wish to search for and press "Find.” Or simply click the "Find"” button to show a
list of available learning activities.

Scroll through to find any sessions you may be interested in, and click Select.
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Flease enter the title of the learning activity you wish to search for and press "Find.” Cr simply click the "Find” button to
show a list of available learning activities.

Title: |

Find
Find the learning activity you wish to add to the selected goal and click the "select” buttan naxt to its title.

Title
7 Habits of Highly Effective People
The 7 Hahits of Highly Effective People is designed for individuals to apply timeless principles inutd
that yield positive results, witness improved communication, build and strengthen 5e355i0Ns

relationships, increase influence, and gain better focus on critical priorities.
Atthe end ofthe program, paricipants will be able to:

Prioritizing tasks

Improving warking relationships
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Managing multiple tasks
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Improving arganizational skills

Conflict Skills for the Workplace ILT 3one I Select
Conflictis a part of everyday life and can strain or damage relationships. There are certainly hour

times when the wisest way to handle a conflict is to walk away until the parties calm down. In Se355i0Ns

most cases, however, a conflict that is simply avoided will not solve itself. In addition, people

tend to approach conflict with a win-lose mindset. These sessions will help participants

develop an awareness of how to identify conflict and understand the various methods to
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AL B LD

Last Updated On: Thursday, January 22, 2015 4



Click Update or Update and Add New Goal if you have more than one goal to add.
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7 Habits of Highly Effective People | Incomplete ¥ | | | | |
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