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The reviewsnap™ performance management system is a complete, web-based, on-demand system.
You can access and manage your individual and direct reports performance reviews, goals and 360 degree
feedback surveys simply by logging in from any computer that has access to the Internet.

As you use the system, remember that you will manage the processes largely from the navigation tabs
across the top of each page. The reviewsnap ™ performance management system is easy to use. If you If you
are unable to access any of the features described in this guide, contact your System administrator.

If you need further assistance, call reviewsnap ™ Customer Service at 1-800-516-5849

Have question? Contact your Account Manager or call )
reviewsnap™ at 1-800-516-5849
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The Welcome Page is the opening page | e T
and includes the main navigation tabs bbb et i
with category tabs under each main tab. welcame Ken Gray
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Dashboard

By clicking the Dashboard, you can now go direct
to see any outstanding items and click on a link
to complete those actions directly on that page.

Dashboard
jJ Reviews R
Review Period Due
Kathy Sullivan 112014 - 12/3172014 8172014

‘E Signatures

|.#y Goals

= 360s

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849
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Split Screen

Click Split Screen to view multiple documents at
the same time. you can reference Performance

Reviews, 360 Degree Surveys, Goals, and Journal
Entries while you are completing a review.
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Mobile Site
Rirviira Prociss i

The mobile app is now live, and users can complete
. Wanage Enpiceiss  Wansgdadgoalne B0 Deghe Sunyt  Calk Joumal Emke  Didission
reviews, 360 degree surveys, manage goals, create
journal entries, and sign off on reviews through any
| MENU = lnuln?;snm

mobile device.

LG OUT
Dashitoand
Performance Reviews

Segnatures

360 Degres Surveys

Goats
Joumnal Entries

Use Full Site

Have question? Contact your Account Manager or call 7
reviewsnap™ at 1-800-516-5849
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Manage ReVIeWS Margge Empicyss  Moname aSgnatres 350 Degees Surveye  CowpleJogmal Enfiss  Disniesions
Create or Complete a Review P EIrE

Navigate to Manage Reviews:

a,l Cradle Of £ ofifiria & Flissrs é

Click: Create or Complete a Review ' .

,r‘q Virw Camphsiv] Ao

KEN GRAY

: e Wi Jeum sl Enaas
Emnall Aok nesss: ray G com
i
{:l Crogisliew Discyssnes Locaton: Cape Coral
Job Tithe: Drecior of Marksang
I:, L Manags Busisais s Devapsieal Sods
= Depariment: Sasuliarksing
Managens|: Jan Bayir Hirm Date: 1208
= Manaps 16 Dagres Sarseys fi
!] Upsiris Empkyd WO
Have question? Contact your Account Manager or call 3

reviewsnap™ at 1-800-516-5849
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Kathy Sullivan: Create a New Review

Manage Reviews _ _ _ .
Select an available review period to create the review for.

Create or Complete a Review |2D14-Annual Review (1/1/2014 - 12/31/2014) |
N

Select an employee and click Create or Complete a Review
Kathy Sullivan: Select a Template

Select a template to create this review from:

Select an available review period then click Continue :
I EEEE——— Employee Perfcrmance Review ¥ R

Select a review template then click Continue

. . . . . Rt Your Selection
Confirm employee, review period, and template information i i

then click Continue

A o imkemaion (g oo merectesd. Cinge o) progesssd et I T, onwowdl| ok b e | chamge (Bmplale lor fres revemi paniadl

Note: Once you proceed past this step, you will not be able to

change template for this review Emplcisa. Sebvan Kafy (v repssanan comi
R Peng 100N - IO
Tampigle Sama. Emplypas Frformonce R

Cenimus | | Cacgal | | Prt Blank Evaksaton Fom

R

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849
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Ma nage Revlews Competency Description N/A u BE ME EE 0

Recognizes job priorities and works accordingly. .
Create or Complete a Review Demonstrates complete understanding of all facets of hisfer job. 0 K
Provide competency ratings and comments Conmenssugestons g | Comment Suggestions |
as reqwred B @« oe MBI U|x x| = = Size - || e

| feel my my knowledge is very good and | do it well. There is always room to increase my specific Job facets

Have question? Contact your Account Manager or call 10
reviewsnap™ at 1-800-516-5849
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Manage Reviews

Create or Complete a Review

Enter goal ratings and comments as
required then click Next

(Optional Step) Set goals for the upcoming
review period then click Next

Review Process
Manage Reviews
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Have question? Contact your Account Manager or call

reviewsnap™ at 1-800-516-5849
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Kathy sullivan: | Owverall Comments

Owerall Comments:

° B (& = L = B B I U x, x= = = Size - || &
Ma nage ReVIeWS I really enjoy my job and feel | am a valued team member -
. N
Create or Complete a Review
Provide summary comments as required
then click Next
Note: At any step during the process, the
review may be saved and accessed at [Erevius] [[Next ] [SaveoOniy] [Save dﬁ
another time for completion by clicking Save
and Exit. . L i
Kathy Sullivan: Complete an Existing Review
To continue the Review, click Create or
Comp|Ete d ReVieW, then click Continue. Review Period  Start Date End Date Reviewer Actions
2014-Annual Review 112014 120312014 Gray, Ken View Reviewers Continue
N
Have question? Contact your Account Manager or call 12

reviewsnap™ at 1-800-516-5849
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Manage Reviews

Create or Complete a Review

If Self Review is combined with Manager
review, the employee will handoff their self
review to their manager. The manager will be
notified of the hand off and can continue
completing the review.

As the manager is completing their portion,
they have the option to see the employee’s
ratings/comments.

Click the Bold + next to the comp/comment.

Review Process
Manage Reviews
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Comment Suggeehons

Comment Sagestons

Mama; Ky Sulan

Note: Refer to Reference Library for additional 9|'Tl:-|11rll.'ﬂl' I think my feam comibubiane reall belg-he dest and sompany

information on the self review/Mgr process

et Sawn Jny

Have question? Contact your Account Manager or call

reviewsnap™ at 1-800-516-5849

Save and Ext

13




reviewsnap

Manage Reviews

Create or Complete a Review
Mark the review ready for signatures

Note: If reviews do not require electronic
approval signatures, then Manager should
just ‘Finalize’ the review.

Before setting up eSignatures, the manager
has an option to Send a notification about
this review to another manager or the
employee to view the review. Check name
and enter a note, then click Send.

Review Process
Manage Reviews

Kathy Sullivan: | Finalize Review

9 Click here to mark this review ready for Signaturas.
9 Click here o send a nofification about this review.

Click here to save this review and exit.

Select the manager(s) you wani to send the notification to.

Bayer. Tim
#| Baylor, Jan
Sullivan, Kathy (Review will be attached to email)

Mote:

Please review this review

Send

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849
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If the employes needs to sign-off on this review, please check the box below.

#| Require Employee Signature

Manage Reviews

If ofher managers need to sign-off on this review, please select them below and submit. You will then be able to put the managers in the appropriate sign-off order. Otherwise, do not

Create or complete a Review select any other managers and click Submit to mark this review ready for Signatures.
Mark the review ready for signatures
. . Bayer, Tim
Select additional manager(s) to require > ¥ Bayior, Jan
signature(s) then click Submit. ¥ Gray, Ken
Note: If other managers are selected you Submit
may be given the opportunity to select
the appropriate manager sign—off order. 9 Drag the Manager names to select the appropriate sign-off order
| Manager
Ken Gray
Jan Baylor
| Continue |
Have question? Contact your Account Manager or call 15

reviewsnap™ at 1-800-516-5849
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Manage Reviews

Create or Complete a Review

Note: Signature order is determined by
the system administrator i.e.

Manager(s), Employee, HR (optional)
Click Signatures
The order of sign offs will be displayed

Manager, Ken Gray types his name in box
and clicks Sign

Review Process
Manage Reviews

Kathy Sullivan: Complete an Existing Review

Review Period Start Date End Date Reviewer Actions

2014-Annual Review 1M1/2014 12312014 Gray, Ken View Reviewers Comments Signatures Continue

[\
Type Mame Signature Date Actions
WManager Ken Gray Ken Gray | Sign | S26/2014
hWanager Jan Baylor not signed R
Employee Kathy Sullivan not signed
Have question? Contact your Account Manager or call 16

reviewsnap™ at 1-800-516-5849
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From: info@reviewsnap.com
Date: 912614 £4:21 pm

Ma nage Reviews ...................................................

This e-mail is to inform you the following review is now ready for your sign-off;

Create or Complete a Review
Review Period Reviewer Employee

After the manager/reviewer signs, the 1/1/2014-12/31/2014 Ken Gray Kathy Sullivan
next person on the list will receive a
notification that a review is ready for

their signature 9 Click here to view your eSignatures page

Signer Clicks Iink to their esignature page Réwid Paned Riine Parid ar Dats Paread hind Dute bk e [EETETE At
THé-dnpl Rede 1AM 12 Sulkan, Kaf iy Man Niew  Commenie  Sgnobures Liedpis

Signer types in their name and clicks Sign _

. . |T|rpe Mame Signature Date
This process is then repeated to the
employee to sign their review Wanager Ken Gray ken Gray 9262014

Manager JanBaylor  |Jan Baylor | [ Sign | 9272014
N

Employee Kathy Sullivan not signed

Have question? Contact your Account Manager or call 17
reviewsnap™ at 1-800-516-5849
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Manage Reviews | i
Margge Emplcysst  ManapeaSonstures 50 Degees Surveye  Cowade dousel Enfies  Qlisgiesions
View Completed Reviews -
To view completed self-reviews and/or manager
reviews: #vi Craale o7 Compiie o oo .‘:: o _:"‘!
& ]
Navigate to Manage Reviews / View Completed ::‘__i Vo Casinwd o €=

Reviews KEN GRAY

| i Wi Joi il ERr

Emall Addness: Oy B =iEwsman. com

lf'-'ﬂ CmaimYisw Disrnssnes Locaton: Cape Coral
<Job Tithe: Orecion of Markeang
i - Mg Bk s m Devaopsier Caous
= Depariment: Saeuhakeing
“.HLH'HI {5} Jan Bayior Hire Daie: &/102008
= Manaps 1 Degres Sgrasys st ol L
=2l
E Upsiris Empkyd WO
Have question? Contact your Account Manager or call 18

reviewsnap™ at 1-800-516-5849
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Manage Reviews

View Completed Reviews

Click View to open a copy of a completed review for
viewing, saving and/or printing

Click comments to view or print any comments that
were added during the signature stage

Note: The ability to view a signed and finalized review
must be granted by your manager or the system
administrator.

View Completed Reviews

Kathy Sullivan: View a Completed Review

Have question? Contact your Account Manager or call

reviewsnap™ at 1-800-516-5849

Review Period Name Period Start Date Period End Date Reviewer Actions
2014-Annual Review 1172014 1213172014 Gray, Ken View Reviewers Comments
2013-Annual Review  1/1/2013 123112013 Gray, Ken MRRM R
2012-Annual Review 11172012 1213112012 Gray, Ken View Reviewers
2011-Annual Review 1172011 12317201 Gray, Ken View Reviewers

19
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WC e R Gy
reviewsnap
Create/View Journal Entries | riewbreces
Margge Emplcysst  ManapeaSonstures 50 Degees Surveye  Cowade dousel Enfies  Qlisgiesions
Journal entries are ad hoc notes that can be made at R
any time. To create new entries and/or update entries '
that you have previously created on yourself: o = -
ﬁ;’ Crodle Of Compkaa & Ao N | ]l:.:l- I\E'm _"i
Navigate to Manage Reviews / Create/View Journal = _B il '
Entries "r.lﬁ Virw Campiens] Appwan

KEN GRAY

[ CroEVine Joim s Emads 6
Emadl Adkdness: gy @reviewsnap.com
|,:'.'|.' CmaimYisw Disrnssnes Locaton: Cape Coral

<Jab Ttk Orecior of Markeang

(Y

MG EUMTOEE S el Ladds
Depariment: Saeuhakeing

H.HLH'HI {5} Jan Bayior Hire Daie: &/102008
Manaps 1 Degres Sgrasys st iy

L%

E Upsiris Empkyd WO

Have question? Contact your Account Manager or call 20
reviewsnap™ at 1-800-516-5849
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Create/View Journal Entries

Create, print, and/or filter Journal Entries.

As a manager, Journal entries can be created in your
record or any of your direct reports.

Note: The paperclip icon indicates that the entry has
an associated attachment.

Kathy Sullivan: Journal Entries

Create a New Journal Entry

Print Journal Entries

From: ﬁ To: ﬁ | Go
Goal Status
Title Created By Date Actions

Updatz goals 22812014 View

Review Status

Title Created By Date Actions
Review-2014 8122014 View
& 2013 Annual Review 6232014 View
Have question? Contact your Account Manager or call 21

reviewsnap™ at 1-800-516-5849
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Create/View Journal Entries

reviewsnap

Create/View Journal Entries

Add new entries and/or update existing entries

Note: Private entries are only visible to the person
who created them.

External documentation, such as prior year
performance reviews, can be linked to the
reviewsnap™ system using the Journal Entry
functionality. Simply create an entry and browse to
where the file is stored.

Have question? Contact your Account Manager or call

Kathy Sullivan: Create a Journal Entry

Private Entry:
Category:
Jourmal Tithe:

Joumal Entry:

Attachment

Meeting v |
Meeting on Media Buyers List
B m AEC

| i=  e= = || Size - || =

| have attached the meeting notes that were for the Marketing mesting on status of the
media buyers list

R

Words: 19
| Choose File | No file chosen
{* PDF, XLS, XLSX, C8Y, DOC, DOCX, EML, MSG, JPG, GIF, or MP3)
| Create._' | Cancel-_'
22

reviewsnap™ at 1-800-516-5849
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Create/View Discussions [ e N

Margge Emplcysss  NomageaSgnatnss B0 Degres Suremye  Cowple oyl Enviss  (imcussions

Discussions between managers can be created or e

viewed.

Navigate to Manage Reviews / Create/View Bl oo on Conpiie s e

Discussions £

}:}.’ Vi Campleiv] Hreeras
i

KEN GRAY

Emall Addness: Oy B =iEwsman. com

]
i Wi Joi il ERr

-[:I- CmaimYisw Disrnssnes e Locatan: Cnrg Coral

Job Take: Orecior of [arkeing

!. - Mg Bk s m Devaopsier Caous
= Depariment: Saeuhakeing

Managenjs|: Jan Bayur Hire Daie: 510208
: Manaps 16 Dagres Sarseys

!J Upsiris Empkyd WO

Have question? Contact your Account Manager or call 73
reviewsnap™ at 1-800-516-5849
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Create/View Discussions

Click View to read or add to a discussion
This was a discussion started by Jan Baylor to Ken Gray

Ken added a post to the discussion and Jan will receive
a notification that Ken responded to her discussion.

kKen Gray. Discussions

Create a Discussion

From: | ﬁ To: | -ﬁ [Go |

Title Created By Date Archived
harketing Media List Jan Baylor 92712014

| Ken Gray Marketing Plan Tim Bayer 4272013

Actions
View

View |

Ken Gray: Marketing Media List

Users who can view this discussion:
Roles: Administrator Manager
Managers: Jan Baylor

Active Participants: Jan Baylor, Ken Gray

Add Participant: | v [ view all posts v || Add |

Created by Jan Bayilor on Q272014 at 7321 AM

Jan Baylor

Ken Gray
The Media list is up to date. 6

Have question? Contact your Account Manager or call

reviewsnap™ at 1-800-516-5849

Has the Marketing Media list been updated by Kathy?
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reviewsnap Create/View Discussions
Marvin Ellis: Discussions Marvin Ellis: Create a Discussion
. o ° Create a Discussion Users who can view this discussion:
CreatE/Vlew DlSCUSSlonS K Roles: Administrator Manager
Managers: Jan Baylar
Click to Create a Discussion Active Participants: Tim Bayer
Enter Discussion Title and click create Discussion Title: 2015 Financial Budget
Add a Participant to the discussion R
Private Discussion
The discussion can be continued by either
manager by logging into their record, click | Create Discussion || Cancel |
Discussions and select their name on list. Then R
click the post and add another comment. The Hs?rs wg; can view tmls discussion:
. . £ oles: Administrator Manager
other manager will then be notified that a Managers: Jan Baylor
discussion has been updated with another post.
Active Participants: Tim Bayer
Add Participant: | Ellis, Marvin T || view all posts T || Add
N
Have question? Contact your Account Manager or call 75

reviewsnap™ at 1-800-516-5849
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Manage Business and

reviewsnap Development Goals _
reviewsnap

Kt Hrocess

Manage BUSIness and l'\-!:lr\l'.m;eElm'-:'-ﬁe:- =-'=.|':.pee$§r|a'-r~.-s. i Degres Surveye  Cosale Joumal Enfriss. | Disussions
Development Goals

Marage Bmplavees
To manage your goals and your direct reports:

. . . -:."-l-- L T D L ol P o Wi ] G, Han :
Navigate to Manage Reviews / Manage Business and S
Development Goals |- QR -

Click the employee to add/update a goal e s KEN GRAY
Note: The Administrator determines if the employee Eman Address: gy dreiswsnap <om
can manage their own goals. G CrosinView Discussion Location: Cape Coral
L Job Tk Or=cior of Marksang
-] WA L R 0 LDl Ll é Dajartmant: Saeuhaeing
B i Managernis]: Jan Bayior Hire Diae: &0 A 2008
x| L peiteiis: My W FrrTraniocg
Have question? Contact your Account Manager or call 26

reviewsnap™ at 1-800-516-5849
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Manage Business and

reviewsnap Development Goals
Manage Business and Review Period: | 2015 Annual Review - 1/1/2015 - 12/31/2015 v |
Development Goals R
Select the appropriate review period Kathy Sulivan: Manige Busingss Goals
TV ERE | ST
Click add business goals and/or update existing NG hasie Cus Bty Statia Cabagory
goal details iy commétment b achwwing cveral comgany gk md ctigctives o T | Company oo Upéae
it Bt ] BISHIS | fiwwoai-rio minma ¥ Trairia E
Note: If an employee is allowed to update their R e " - RS
goals, then the manager has an option to Lock All S e AN
Current Goals, which means the employee cannot ' N
modify or update their goals. Kathyy Suilivan: Manae Developeens Gadls
T IR | S T
BN e i Dat St
Click add development goals details
Have question? Contact your Account Manager or call 27

reviewsnap™ at 1-800-516-5849
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Manage Business and
Development Goals

Business Goals

Add business goals and/or update existing
goal details

Click Create to save the entry and exit this
screen

Click Cancel to exit this screen without
saving the entry

Click Create and Add New Goal to save the
entry and remain in this screen to enter
another

Review Process
Manage Business and
Development Goals

L Progmct "
oy Dresnphor = T
M E + - |
B r- W = =52 I -
Crexn 2 Wed@ Ad Rale Guds
Wazsa
Crasis [y, #0401
Chem Dane: | BMENOT G
BEora Fiolicyer b et Aevlee Fericd
Lot el HMerw Sl = Mol Yt Slared

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849

amate

K

Cancel

regieand Add hew Goal
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. Manage Business and
reviewsnap Development Goals

Kathy Sullivan: Create a Development Goal
Category.  |Training v

Goal Description:

H B (@ <+ o+ || & BB
Manage Business and B u el LB
W |k o = = Size =
Development Goals
Development Goals
(Optional)Add Development goals and/or
update existing goal details Wotas: s
. . . Create Date: 9/24/2014
Click Create to save the entry and exit this
Screen Due Date: 53;’1_5.-’2015
Click Cancel to exit this Screen Without Allow Rollover 1o next Review Period. *The Mext Review Period Has Not Been Created
Saving the entry Status: Mew Goal - Mot Yet Started v
H c cy G (s): ommunications Skills
Click Create and Add New Goal to save the Bl o
entry and remain in this screen to enter Professional Development
another
Crsas Canal Creats amd Add hgw Goal
Have question? Contact your Account Manager or call 29

reviewsnap™ at 1-800-516-5849
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Manage Business and
Development Goals

If a goal is to be carried forward to the next
review period, then check ‘Allow Rollover
to Next Review Period’

If this box was not checked, then selected
goals can still be copied to the next active
review period. Check box on the goal, then
select Review period to copy to, then click
‘Copy Selected Goals to’

Review Process
Manage Business and
Development Goals

Category:  [Company Goal v

Goal Description:
ohjectives.

Create Date:  8M12/2014

Due Date:

¥ Allow Rollover to next Review Period.

K

il Rade

; '_: Y COETHTRETENT, & ) TRENTN QRRT [Ty (DR ang I Raine

4 Crid na R Corm i

Cogr Suletted Goaki T | | 2015 Asnual Reais - 112015 - 20400455 »

K

Cra e Cangsal

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849

Displays committment to acheiving cverall company goals and
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e Review Process

reviewsnap Manage 360 Degree Surveys

5

reviewsnap

W b o s Gy

Manage 360 Degree Surveys T r— ..

Margge Emplcyesy  Manpoe aSgnphures  SHiDegres Suveir Cosple jpumsl Enfies Dlguesions
Navigate to Review Process / Manage 360 Degree
Surveys

Maiage Emplovees

h‘ Cradli Of 2ol il i Alirdinn

e et By
! Gray, Kan
S 1

KEN GRAY

r‘ Wirw Camplete] Hevmam
e |
e
Ed ot Vidw Jaimal Epis

Emal Address: gray Greieysmyp com

—

=
IESF  Comainyiew Disoussne Locabion: Cape Coral

Job Take: Orecior of Marksing

l_ o Manags Busisass w0 Devaoopsier o
= Depariment: Sassttarkstng

e ; Managersf: Jan Bayiy Hire Dae: 6150208
W Manape 160 Depres Barveys e

ﬂ L peiteiis: My W FrrTraniocg

Have question? Contact your Account Manager or call 31
reviewsnap™ at 1-800-516-5849



Review Process

reviewsnap

Manage Employees
Manage 360 Degree Surveys
Click Create 360 Degree Survey

Note: Managers can create a 360 Degree Survey for any
direct report, but not on themselves.

Complete the survey details

Options:

Check: Show Raters names on Summary- Names only
appear on the header page

Check: Allow Employee to Self Review

Check: Break-out Employee Self Review Ratings-
Recommended so they won’t be included in the overall
ratings

Check: Break-out Ratings by Rater Type, i.e. Peer, Direct
Report, etc.

Have question? Contact your Account Manager or call

Manage 360 Degree Surveys

Kathy Sullivan

Manage Open 360 Degree Surveys

9 Create 360 Degree Survey

Target End Date Administrator Drescription Actions
There are currently no open 360 Degree Surveys for this employee.

Create 360 Deqgree Survey

Survey Description: ékathy Sullivan 360 Survey
Target End Date: 10102014 (MIdlyyyy)
Select Template: 'Empllcyee 360 Survey b

Show Raters Names on Summary

Allow Employes 10 Self-Review
Break-oul Employee Seli-Review Ratings
Break-out Ratings by Rater Type

32

reviewsnap™ at 1-800-516-5849



Review Process
reviewsnap Manage 360 Degree Surveys

Manage Employees
Manage 360 Degree Surveys
Click Add Raters & click Find

Select a rater type and click Assign for each individual
that should be included in the 360 degree survey
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Have question? Contact your Account Manager or call

reviewsnap™ at 1-800-516-5849
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Review Process

reviewsnap

Manage Employees

Manage 360 Degree Surveys
Note: External raters (e.g. clients) may also be added.
Click: Save and Notify New Raters

You may add more raters, delete raters, and send reminders at
any point until the survey is finalized

Once a rater has finalized their individual input, you may view
their survey by clicking View

Note: Only the survey administrator (the person who sets up
the survey) may see the individual rater input.

The Survey will be Finalized After All Raters Have completed.
Note: This setting must be checked in Manage Company
Information — 360 Surveys

Manage 360 Degree Surveys

Add Raters
: Name Type Status Actions
Bayer, Tim Supervisor Mot Started Reminder Delete
Baylor, Jan Supervisor Not Siaried Reminder Delete
Brown, Bill Other Mot Started Reminder Delate
!EEIis, Manvin Other Mot Started Reminder Delete
Gray, Ken Other Mot Started Reminder Delete
Hall, Sally Peer Mot Started Reminder Delete
Livingston, Jamie Self Mot Started Reminder
| Save & Notify New Raters | | Save & Exit |
N
34

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849



Review Process
reviewsnap Manage 360 Degree Surveys

Manage Employees
Manage 360 Degree Surveys

To view the survey summary for a completed 360 degree Completed 360 Degree Surveys
survey for your employee:

End Date Administrator Description Actions

Click View Summary to open a copy of a completed survey
for viewing, saving and/or printing 92772014 Gray,Ken  Kathy Sullivan 360 Survey View Summary Raters Duplicate | Allow Employee to View

Note: Survey summaries are anonymous consolidations of : -
all rater input. K K

Click Allow Employee to View if you would like the subject
of the survey to be able to view/save/print the survey
summary.

Note: Once this button is clicked, the ability for the
employee to view the summary cannot be revoked.

Click Raters to view individual survey input
Note: Only the survey administrator (the person who
assigned the survey) may see the individual rater input.

Have question? Contact your Account Manager or call

35
reviewsnap™ at 1-800-516-5849



Review Process

) Update Employee
reviewsnap Information

5

reviewsnap

Wb o o Gy

Update Employee Information | e trecens

Margge Emplcysss  NomageaSgnatnss B0 Degres Suremye  Cowple oyl Enviss  (imcussions

To update your password:

Marage Employess

Navigate to Manage Reviews / Update Employee
Information #vi Cradle of Compiis o v "1’3'_ {7

[

‘-E:_.i Vi Campleiv] Hreeras
|

KEN GRAY

Emall Addness: Oy B =iEwsman. com

| i Wi Joi il ERr

lg:':'ﬂ CmaimYisw Disrnssnes Locaton: Cape Coral
<Job Tithe: Orecion of Markeang
i. - Mg Bk s m Devaopsier Caous
= Depariment: Saeuhakeing
mr{s}c Jan Bayior Hire Daie: 6102008

E Manaps 16 Degres Barseys w

E Upsiris Empkyd WO e
Have question? Contact your Account Manager or call 36

reviewsnap™ at 1-800-516-5849



Review Process
Update Employee

reviewsnap Information

Update Employee Information Employee Information

To update your password: Usemame:  gray@reviewsnap.com
Type the new password in both fields and click Update Change Current Password:

Note: If you have you have attempted to login 5 times confim Cranged Fassuors

: : : = Winimum required length: 6 characters
and falled' th? system will au_tomatlca”y _IOCk you out » Must include at least 2 of the following character types: uppercase, lowercase, numbers, and special characters
from attempting another login. When this happens, Email gray@reviewsnap com

contact your system Administrator to assign a new
password. After successfully logging in, you can then

change your password and hit update. First Name: - Ken

Last Name:  Gray

Update | | Cancel

Have question? Contact your Account Manager or call 37
reviewsnap™ at 1-800-516-5849



Review Process
Compensation Dashboard

Ve e o Kl Gy

reviewsnap
reviewsnap
. Reira Pocems i-_”;__._

Com pensatlon DaSh boa rd Varage Emplayes. Conpensahn Jastboond | Marage sSigranms

. . . (N
The reviewsnap™ compensation tracking and Wasiaipe Emphiyees
management solution provides the tools to create
a pay-for-performance environment. B oo compcn 1 i

Note: This module must be turned on by the

.-'.'l:' Worme Compieied Heveras

Administrator. -
Managers will be allowed to view their Department 7 I s S
employee’s compensation and make -

. . I_.T'h' el Yiew RO RTIRY
recommendations for increases.
Refer to the Compensation Dashboard Guide el DR A D
under the Manager’s role in the Reference Library. =

Manaps 1] Dagres Lirssys

fj Ui R ey WIOITaean

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849
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KEN GRAY

Emnail Ackdress: graydlreyi=ysnan com

Locaion: Cape Coml ¥
Job Tk Oes<tor of Marksting

Departmend: Salsctdanstng

Manzger|s|: Jan Bayicr Hire Dartw: €1 2008
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Review Process

. Manage eSignatures
reviewsnap

Wi b i s iy
reviewsnap
H | Feieieces
Manage ESIgnatu res Wargge Empicyes  Manane aSgnatures 3 Degres Suneeir  Coaple Joumpl Enfiss.  Discussions
The system enables a paperless review process by allowing e frployes N
eSignatures.
. . . [ ; A AT T
When a review form requires your signature: Bl coom o compute e . Gy tian -
¥ 4 |
You will receive a system notification that your review is B v compieed rvmen
ready for your signature. KEN GRAY
. . . |- : L radle Vi Joumal Erasis
Navigate to Manage eSignatures and Click il i sk o
c:.'l.' T rmainyiew (s mmnes Locaman: Cape Corai
Job Tk Or=cior of Marksang
3 . WU B R 0 DVl Uodls
= Depariment: Saeuliakeing
T’G Manage 161 Degres Egraeys “ﬁﬂlfﬂli Jan Bayiy Hire Diare: £/1 02008
E L peiteiis: My W FrrTraniocg
Have question? Contact your Account Manager or call 39

reviewsnap™ at 1-800-516-5849



Review Process
Manage eSignatures

reviewsnap
Manage 5igrafures
Rwigm Fariad Marva Paried Shark Cate Paried Erd Dabe treploym Ravimwmr
Manage eS|gnatu res A& el e 10 M Gbian Kamy o an i
. . . Empl Review C

Click View to read the completed review T et R
You can add comments about your review by clicking e

Comments before you sign. Enter comments and click il G ROl

Submit. PN %+ @ mlB I U x %

Click Signatures and enter your name, then Submit = 0z | i || sie ~||e

Note: If you sign first and do not enter any comments, | think my review was very fair and | enjoy working wih Ken

Then you will need to contact the system Administrator Lot

o Manie SiEnan s

to reset for you to add a comment.

i"T\qle Name Signature Date Actions
|Manager Ken Gray Ken Gray 92512014
iEmDIayee Kathy Sullivan 'kath;.fSuIiivan ' | Sign | 52512014

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849



) Review Process
reviewsnap 360 Degree Surveys
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W b o s Gy

reviewsnap
360 Degree Surveys RN e s oS
You will receive a system notification to be a rater for Maiige Ernployess N
a 360 Degree Survey.
To view 360 Degree Surveys that require your input: [l croeorconpea i o ‘Tm _“;
Navigate to Review Process / 360 Degree Surveys E"—,i Virw Campletid Aevmws '

KEN GRAY

Emaifl Addness: gray Jrevesysmap com

g

| CratiaVidw Jaimal Esadi

'k::r T rmainyiew (s mmnes Locaman: Cape Corai

<Job Titke: Orecior of IMarkaang

; . AT B E & ) Dol Cos

= Depariment: SaesTiarkeing
“.Hla'ﬂl i 5]c dan Bayior Hire Dale: 6702008

- Manaps 161 Gegres Sraesys i i i

B

5 L peiteiis: My W FrrTraniocg

Have question? Contact your Account Manager or call a

reviewsnap™ at 1-800-516-5849



. Review Process
reviewsnap 360 Degree Surveys

360 Degree Surveys

. . . 360 D S
Click Start under Actions to begin survey EOTES SUIVEYS

Provide competency ratings and comments as required, End Date  Employee Description -
cIicking Next to advance Sralv2014 Gray, Ken Ken Gray 360 Survey Mot Started Start
N

[Optional Step] Provide summary comments as required
then click Next Ken Gray: Finalize Survey
Finalize the survey Click here to finalize this survey. Once the survey is finalized, you will not be able to edit any portion of this survey.
Note: At any step during the process, the survey may be N
saved and accessed at another time for completion, but it Click here to exit this survey.
must be completed by the due date.

Have question? Contact your Account Manager or call 42

reviewsnap™ at 1-800-516-5849
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reviewsnap Create Journal Entries
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W b o s Gy

reviewsnap
. i Prairm Urorsgs A ¥
Create journal Entrles Warage Emplcyesy  Monage aSgnshrss W50 Degres Sunveyr  Cosple Joumpl Enfiss. Discusmsions
Journal entries are ad hoc notes that can be made at Masage Enmploves R
any time. To create new entries and/or view entries
that you have previously created for others: B0 o oncomputa i =
Navigate to Create Journal Entries = " — .
"'-n'a Wirw Camplete] Hevmam
|- ) L radle Vi Joumal Erasis
Emall Addness: oray ediewsnap com
I|E'="| T rmainyiew (s mmnes Locaman: Cape Corai
<Job Titke: Orecior of IMarkaang
! . AT B E & ) Dol Cos
= Depariment: SaesTiarkeing
: TR I o Manageris|: Jan Bayio Hire Diae: £7 02008
..!i! L peiteiis: My W FrrTraniocg
Have question? Contact your Account Manager or call 43

reviewsnap™ at 1-800-516-5849



. Review Process
reviewsnap Create Journal Entries

. Creand |oiiimal Encries
Create Journal Entries
. Fiidt Fladie Lait Hain
For an employee to create Journal Entries on any - B
other employee, the Administrator has to check = -y
the setting to allow. If not checked, then only the T Ejer
employee name will appear A Bakor
] al Brown
Select the person for whom you would like to - e
create a journal entry w G
r.\:r
Refer to instructions for creating the journal sk Ha
entry on Page 22 2t Kelly
AT Lt
Teata Logan

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849
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) Review Process
reviewsnap Discussions

Wi b i s iy
3 .i'”i"i'.'l v U i'm
reviewsnap
Discussions L e
Varage Empicyess  WanagesSgnatirss 300 Degres Suveye  Cosale JoumalEnfies  DEcigsions
Navigate to Discussions Manage Emplovens N

T i i |
Criaile OF o pati & Pl Giray, Kan r

KEN GRAY

Email Addness: oray Gredievsnap com

i Vidiw Jourmial Enai

CraaiwYiew Discnmnes Locaman: Cape Conai

<Job Titk: Orecior of Marksing

m 8 c g W

arag B @ Devarisiel Soa

Depariment: Sadeshfarketng
Manageris}: Jan Baylr Hire Diae: 60152008
U5 sanae 100 Degren sareny's i
E U e st b Frarmsnaan
— . il
Have question? Contact your Account Manager or call 45

reviewsnap™ at 1-800-516-5849



Review Process
reviewsnap Discussions

Creape Discussions

First Famg Lart Hema Email Hckiney
fan sy RN T 6
EH] Kally S AR RS SHlr
DiSCUSSionS amy Bailiraan SUlrAargIrACERNEN LOM ST
Treivis Tassiman IRSSITEr i A RASNa . LOm Sl
CIiCk SEIECt tO View a diSCUSSion en Cray. Markeiing Media List
Note: Only the manager’s direct reports will Eiﬁi;‘l‘é.»ﬁi';_:;fﬂ-’-!-‘ai;‘f;““'
show on the discussions list. M;:“:I'I:m:_“_ e
AiK] PR ant ® || @l Py T Mg P Tizvia Pt T T Rt

The post can be continued by both participants
and additional participants can be added to the
Eered oy Jav Asioron BENA S w T3 di

discussion.
i Bagion
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Han Gy CrrIeh | B
: e
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Have question? Contact your Account Manager or call 16
reviewsnap™ at 1-800-516-5849
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reviewsnap reviewsnap™ Tools

Tools DB G e oo || = mm

___________ = i —
Editor Comment Box B I U |x x*||:= = i || Size ~||=
Throughout the reviewsnap™ system, the Editor/Comment
box appears in many sections. Content from other
documents can be copied and pasted into the box
Note: When copying from a Word document, use the ‘Paste’
icon with a ‘W’ on it.

Words: 0

Have question? Contact your Account Manager or call

47
reviewsnap™ at 1-800-516-5849



reviewsnap reviewsnap™ Tools

S = I - RN | |

CARSE - -}

|B I U | = x||:=

11 . -
[ Sire -] =

TOOIS The Perirmance Review process
Spell Check

Editor Comment Box

The Spell Check tool is available in all comment boxes The Perfrmance Review

EBErocess

Mot in dictionany:

|Perfrmance

Change to:
Performance

Performance
Performances
Performance’s

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849

lgnore All

48



reviewsnap

Tools

Editor Comment Box

AuthoriCheck is available in all comment boxes. It checks for

possible discriminatory or derogatory language and suggests
alternatives.

Note: When Autorun AuthoriCheck on Review Step submit is
checked in the Manage Company Information Review settings,
Authoricheck and Spell Check are automatically run during the
review process when reviewer clicks NEXT on the review.

reviewsnap™ Tools

B @ £ ==z
B I U *, =F T e Size - ==
Bob can sometimes be lazy
Authoricheck
Bokbk can sometimes be lazy
Mot in dictionany:
lazy
Change to:
lacking appropriate effort Ignore
lacking appropriate effort lgnors Al
productivity nesds improverent
Replace

Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849
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Tools

Comment Suggestions:

The Comment Suggestions tool can be made available in the
competency evaluation section of a review form. If enabled,
it provides potential feedback language for insertion into the
comment fields.

Note: This feature needs to be checked in the Manage
Company Information, Review settings.

reviewsnap™ Tools

CantjiFiiidy Dot lpbos WA i i i L il
Pt i (R YIS N @ S Tt o 1980 (0AIADLiiE.

T B B O S MIESS' DSk 3 kel

TR SRS Commen Suggesiom

& @ - LI - B S T R 4 |Gz e |w N
Comment,Suggestion Helpful Phrases

1. [He/She] is divisive and seems to cause problems among other members of the team. [He/She] falls well below
expectations relatad to teamwork.

2 [HelShe] is the consummate team player and consistently demonstrates [his/her] desire to be part of an effective
team.

3 [insert name] encourages and engages in cooperative and participative behavior,
4, [insert name] is generally a good team player and exhibits behavior consistent with sound teamwork.

5, [insert name] struggles with being a team player and seems {0 want 1o "do it [his/her] way" rather than seek input
and suggestions.

i Insert Suggestion(s) | | Close |

Have question? Contact your Account Manager or call 50
reviewsnap™ at 1-800-516-5849



