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One-On-One Meetings 
Supervisors should meet with their employees to discuss the overall rating and their comments.  
Supervisors should print a copy of the evaluation to refer to during the one-on-one meeting.   
Printing Instructions: 

• Login to Reviewsnap 
• Select the employee 
• On the right and side, click on the PDF icon and print.   

 
 
 
Request for Higher Review 
During the one-on-one meeting the supervisor should ask if the employee will be requesting a 
higher review.  If an employee advises they would like a higher review, they must email their 
direct supervisor with the basis of why a higher review is being requested.  In that email, they 
must attach any and all documentation that may support a higher review.  The supervisor will 
notify the next level of management who will be hearing the higher review.   Acknowledgment 
should be completed after the higher review is conducted.   
 
Necessary Edits 
Supervisors have the ability to login to Reviewsnap and make edits to the evaluation (as long as 
it hasn’t been finalized and archived).  If, after meeting with the employee, the supervisor 
decides edits need to be made to the evaluation, they may do so.  The edits made should not 
affect the overall rating.  If they do, then the supervisor must consult with their Administrator.   
  

REVIEWSNAP SUPERVISOR GUIDE TO FINALIZE AN EVALUATION  



 pg. 2 of 4      LRD 1/4/2019 

 
Ready for Acknowledgement (signature) 

1. Login to Reviewsnap 
2. Select your employee 
3. Click “send for approval.”  By sending for approval to your employee, you are 

acknowledging the review to be complete and accurate.  This is your “signature”.  This 
sends the review to the employee to acknowledge the review (there will be no 
signature).  You may place any comments for guidance on this page.  

 
 

 

 
 



 pg. 3 of 4      LRD 1/4/2019 

4. You can see status of review by clicking on “home.”  In the below example, you can see 
the review is waiting for the manager to send the review and for Dilbert to sign.   

  
Employee Submitting their Electronic Acknowledgment  
 

1. The Employee should select “acknowledge my review” on the main screen.   
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2. In the next screen, click “acknowledge.” The employee may add comments. 

 
 
 
3. Upon acknowledging, the employee will see the green box below. 

 
 
 
4. The review will then move to “archived” reviews on the home page. 

 
 

 


