REVIEWSNAP SUPERVISOR GUIDE TO FINALIZE AN EVALUATION

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:

e Login to Reviewsnap

e Select the employee

e On the right and side, click on the PDF icon and print.

7 Employee, Dilbert

PERIOD 1/1/2018 - 12/18/2018 B

RATING 3

REVIEW DUE DATE 12/18/2018

@ More

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.
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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.

Review Workshop

Annual Review for Dilbert z Employee
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Send for Approval
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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.
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ﬁ Current Review DUE 3/31/2019  PERIOD 4/1/2018 0 3/31/2019

i (= Sort by Due Date v =) FUTURE Find Direct Reports
Direct Reports (7)
Dilbert z Court Operations Rep [ o
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Employee Submitting their Electronic Acknowledgment

1. The Employee should select “acknowledge my review” on the main screen.

Welcome to Reviewsnap!

Flease visitour
support site
forour knowledge base of help articles and remember your Reviewsnap administrator can provide internal support such as providing

password resets and answering guestions you may have regarding the use of the system.
Resources:

Employee Training
Employee Quickstart Guide

I\l} Re\'?ie\'\"s My Profile  [JJ My Notes g My Archived Reviews

ﬁ Current Review DUE 3/31/201%  PERIOD 4/1/2018 tc 3/31/2019

Requests

& My Review Requested today by Loraine Fiscus Acknowledge My Review
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2. In the next screen, click “acknowledge.” The employee may add comments.

Approve Review

Annual Performance Review for
Dilbert z Employee

Position Description Manage Goals and Notes

Positicn Court Operations Rep descripticn
< Acknowledge >

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

Dilbert
7 Employee

v Thank you, your acknowledgement was sent successfully.

Home

Logout ._']"

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

Welcome to Reviewsnap!

Please visit our

support site

for our knowledge base of help articles and remember your Reviewsnap administrator can provide internal support such as providing
password resets and answering guestions you may have regarding the use of the system.

Resources:
Employee Training
Employee Quickstart Guide

I\l} Re\-"ie\-\-'S My Profile m My Notes EZ My Archived Reviews >
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