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The reviewsnap™ performance management system is a complete, web-based, on-demand system.
You can access and manage your individual 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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Welcome Page

The Welcome Page is the opening page
and includes the main navigation tabs

with category tabs under each main tab.
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Have question? Contact your Account Manager or call
reviewsnap™ at 1-800-516-5849
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Split Screen |

daroage Fedews  Manage 25ignatures 300 Degree Sunverps . Creale Joesal Ermmes
Click Split Screen to view multiple documents at
the same time. you can reference Performance
Reviews, 360 Degree Surveys, Goals, and Journal
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Have question? Contact your Account Manager or call 6
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The mobile app is now live, and users can complete welrome K athy Sullivan
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Dashitoand
Performance Reviews

Sgnaturas

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 i Heviw Prooass I

Marage Amewe.  Manage sSigranres 40 Degree Syneys - CregleJoumal Enbies

Create or Complete a Review

Tanaje Beviews

Navigate to Manage Reviews:

i : vi W ;\J ik of Campline o Raview e -.:“gl:.l.i.uu Hatt :_'::
Click: Create or Complete a Revie ' i .
You will be completing a Self Review B oo comptid Review

KATHY SULLIVAN

Emall &dcrass:
sulkanfEvessnap, tom

CowandVasw Jaihal Enimiz

5: Wanage Bresmiess and Dweplnprmeam Gnaly
Lowation: Caper Coval

. % 4 -
_‘-11 misc 956 Dogian Junei Job Tite: Adverisng Lisda Buayel

Department: Sakes/Maneing

?{ Uipedie Emplyen Inlonmistine Managaris): Ken Gy Hirn Ciaim: 814003008
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.
| 2014-Annual Review (1/1/2014 - 12/31/2014) v |

Create or Complete a Review

N

Select an available review period then click Continue Kathy Sullivan- Select a Template
Select a review template then click Continue Select a template to create this review from:

. . . Employee Perfcrmance Review ¥
Confirm employee, review period, and template N
information then click Continue

fesiew Your Selecimny

Note: Once you proceed past this step, you will not be
able to change template for this review Armiew o ripeiabon yoq e sereciest. Qrce you procees paet i 2iep, you i rot o i o change: iemplale ar s revaew Genod

Errplcyes . Bullvan. Kty [subnae g resssnan comi
R Peng 100N - IO
Tamplgle Hama . Enpinyas Pefmmcg Ry

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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Manage Reviews

Create or Complete a Review

Provide summary comments as required
then click Next

Note: At any step during the process, the
self-review may be saved and accessed at
another time for completion by clicking Save
and Exit.

To continue the Self Review, click Create or
Complete a Review, then click Continue.

Review Process
Manage Reviews

Kathy sullivan: | Owverall Comments

4

Owerall Comments:

B [ e~ B~ || A Bl I U | x x°

i
i
)

I really enjoy my job and feel | am a valued team member

K

| Previous | | MNext | | Save Only | | Sawve and Exit |

N
Kathy Sullivan: Complete an Existing Review

Review Period Start Date End Date Reaviewar Actions
2014-Annual Review 112014 1213172014 Self View Reviewers Continue

N

Have question? Contact your Account Manager or call 12
reviewsnap™ at 1-800-516-5849
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Kathy Sullivan: | Finalize Review

Manage Reviews

Click here fo finalize this review. Once the review is finalized, you will not be able to edit any portion of this review.

Create or Complete a Review R
Click here to send a nofification about this review.

If your Self Review is separate from the
manager review, then click to finalize Click here to save this review and exit

If Self Review is combined with Mgr review:
« After completing all sections of your review you will

come to this page. To p hand off the review R — .
to your manager to complete their part you will click Kathy Sullivan: | Finalize Review v
on the "Click here to hand off this review to your
manager” link. i i ) Click here fo hand off this review to your manager.
= Tha "Click hera to send a notification about this
review” link allows you to send the review to other R
managers lo view. This is an option generally used Click here to send a nofification about this review.

by managers to send to other managers. This 1s not

the link you will click on the properly handoff the

review and you will need to ignore this link as the Click here fo save this review and exit.
employee handing off your self-review.

The "Click here to save this review and exit” link

allows you to save your progress and come back

and finish it later. This fink will not give the manager

access to complete their review on the employea.

Have question? Contact your Account Manager or call

1
reviewsnap™ at 1-800-516-5849 3
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Phalcceii Kathy Siili s

e Wikt | s | Sab fe | e et | Crmd

reviewsnap

Manage REViEWS l Heviw Prooass |

Marage Amewe.  Manage sSigranres 40 Degree Syneys - CregleJoumal Enbies

View Completed Reviews

Tanaje Beviews

To view completed self-reviews and/or manager

reviews: - n
‘-l‘f"l Lt of Complen b Raviow N T hil'l'l r :'.

Navigate to Manage Reviews / View Completed -

Reviews = Wipw T mpieisd Ravisa

KATHY SULLIVAN

Emall &dcrass:
sulkanfEvessnap, tom

| CowisdView Joienal Enmiz

R.{k. Wanage Bresmiess and Dweplnprmeam Gnaly
Location: Cape Coval
1:-, Warnirzi 355 Digian Jurvins Job Tite: Adverisng Lisda Buayel
D partment. Saks/ianetng
:-"';_ Lizalaim Emiplries Inlormatins M:IH.IQII'IE:IE Koy 31T Hirs Diatn: ¥ 14000
Have question? Contact your Account Manager or call 14

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

Review Period Name Period Start Date Period End Date Reviewsr

Actions

Have question? Contact your Account Manager or call

reviewsnap™ at 1-800-516-5849

2014-Annual Review 1172014 1213172014 Gray, Ken View Reviewers Comments
2013-Annual Review  1/1/2013 123112013 Gray, Ken @Rwiew&rs R
2012-Annual Review 11172012 1213112012 Gray, Ken View Reviewers
2011-Annual Review 1172011 12317201 Gray, Ken View Reviewers

15
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reviewsnap Create/View Journal Entries

Phalcceii Kathy Siili s

8

reviewsnap

Create/View Journal Entries -

Waiage Aeeews.  Maroge elgnaaess M) Degres Gumveys

Journal entries are ad hoc notes that can be made at .
any time. To create new entries and/or update entries AL
that you have previously created on yourself:

=} itk of Camplens b foaviiw

Navigate to Manage Reviews / Create/View Journal
Entries

Wipw T mpieisd Ravisa

CowandVasw Jaihal Enimiz

=

T Wanage Bresmiess and Dweplnprmeam Gnaly
—

.:—, Mamtiz 35b Digran Sumveya

Vi

| = | Lizalaim Emiplries Inlormatins

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

Creagle Jouml Enbes

i P | R T

S &
— — _ A Sullivan. Haltmiy ¥

KATHY SULLIVAN

Emall &dcrass:
sulkanfiEvEssrap, com

Loetion: Came Coval

Jolt Tithe: Adveri=ng Msda Buyer
Department: Sakes/Maneing

Managaris): Ken Gy Hire Dirim: % 1M 0/7008
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reviewsnap Create/View Journal Entries

Create/View Journal Entries

Create, print, and/or filter Journal Entries

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: % | Go
Goal Status
Title Created By Date Actions

Updatz goals 22812014 View

Review Status

Title Created By Date Actions
Review-2014 anz2i2o14 View
& 2013 Annual Review 6/23/2014 View
Have question? Contact your Account Manager or call 17

reviewsnap™ at 1-800-516-5849
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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-_'
18

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

To manage your goal plan:

Navigate to Manage Reviews / Manage Business and

Development Goals

Note: The Administrator determines if the employee

can manage their own goals.

Review Process
Manage Business and
Development Goals

Phalcceii Kathy Siili s

8

reviewsnap

l Raviaw Procass

Waiage Aeeews.  Maroge elgnaaess M) Degres Gumveys

Tanaje Beviews

BN Ot or Compheto & Raview
1 e Trnpieisd Raviews
CowandVasw Jaihal Enimiz
Wanage Bresmiess and Dweplnprmeam Gnaly
N

Mamtize 35b Digran unvepa

a
8| Ugulain Employes Inlormstine

Have question? Contact your Account Manager or call

reviewsnap™ at 1-800-516-5849

Creagle Jouml Enbes

ikin L . i lio

S "
o Sullivan. Half T

KATHY SULLIVAN

Emall &dcrass:
sulanfiEvessnap, ton

Loetion: Came Coval

Jolt Tithe: Adveri=ng Msda Buyer
Department: Sakes/Maneing

Managaris): Ken Gy Hire Dirim: % 1M 0/7008
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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 K
.II',- LIS Al BUSEESy Lillahs
Select the appropriate review period . e I
HI' ” il E"I "i!.ui
N hasie Duss Dt Gewiuig by
Click add business goals and/or update existing goal Dieplays commitmant bz achaing cverall company poals and objectives e Tt r Company Beal Upgais
details i Eatifearian i & Weda Buyw Hrsgh tha Al Mesa Asaziation BAGAS |fewtoai-rotmiuss 1 TranagShil Enhancamant {Ipail
N
CIiCk add development goals details L.||| i Sl 1"'"'"." |'|.'\.||:|.|-|.|' I
BN e i Dat St
Have question? Contact your Account Manager or call 20

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 2

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

*The Next Review Period Has Mot Been Created

[his# Doatws Szl Culegery
1ZEWE On Ty Company Gop
TR Wity Sl ol whiE ik

Craads amd Add Kaw Goal

23
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reviewsnap Degree Surveys

Phalcceii Kathy Siili s

8

reviewsnap

Manage 360 Degree Surveys T —

Waiage Aeeews.  Maroge elgnaaess M) Degres Gumveys

To view the anonymous survey summary for a completed
360 degree survey for which you are the subject:

Tanaje Beviews

Navigate to Manage Reviews / Manage 360 Degree Surveys O o i

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

1 e Trnpieisd Raviews
CowandVasw Jaihal Enimiz
Wanage Bresmiess and Dweplnprmeam Gnaly
:_ Mamtize 35b Digran unvepa
(LN

a
8| Ugulain Employes Inlormstine

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

Creagle Jouml Enbes

ikin L . i lio

S "
o Sullivan. Half T

KATHY SULLIVAN

Emall &dcrass:
sulanfiEvessnap, ton

Loetion: Came Coval

Job Tite: Adverisng Lisda Buayel

Department: Sakes/Maneing

1A DG00E

Managaris): Ken Gy Hire Diie:

24



e Review Process
. Manage 360
reviewsnap Degree Surveys

Manage 360 Degree Surveys

Click View Summary to open a copy of a completed survey

for Viewing, Saving and/or printing End Date Administrator Description Actions

S/25/2014 Bayer, Tim Kathy Sullivan 360 Survey View Summary

Note: The ability to view the anonymous finalized survey

summary must be granted by the survey administrator (the R
person who created the survey).

Have question? Contact your Account Manager or call 25
reviewsnap™ at 1-800-516-5849
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i Update Employee
reviewsnap Information

Phalcceii Kathy Siili s

e il sl il

reviewsnap

Update Employee Information - —

Waiage Aevemws.  Maroge elagnaess 0 Dages Guneys - Credie Joum) Enbes

To update your password:

Tanaje Beviews

Navigate to Manage Reviews / Update Employee
Information

Iﬁ‘-l'\.l Dtk of Complite o Raviiw -{EJ:I-II'I Halfiy :'-

-
1 e Trnpieisd Raviews

KATHY SULLIVAN

Emall &dcrass:
sulkanfEvessnap, tom

CowandVasw Jaihal Enimiz

=
| ! Wanage Bresmiess and Dweplnprmeam Gnaly

Lowation: Caper Coval
S i Job Tite: Adverisng Lisda Buayel
il Mamtiz 35b Digran Sumveya K R T A

Department: Sakes/Maneing

Iz_'"; Uipedie Emplyen Inlonmistine Managaris): Ken Gy Hirs Diaim: % 8407008

Have question? Contact your Account Manager or call 26
reviewsnap™ at 1-800-516-5849
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Update Employee

reviewsnap Information

Update Employee |nf0rmation Employee Information

To update your password: Usemame:  sullivan@reviewsnap.com
Change Current Password:  |sseses

Type the new password in both fields and click Update K

Note: If you have you have attempted to login 5 times and « Minimum required length: 6 characters
. . . + Must include at least 2 of the following character types: uppercase, lowercase, numbers, and special characters
failed, the system will automatically lock you out from mall sulvan@reviewsnap com
attempting another login. When this happens, contact your ' '
system Administrator to assign a new password. After isthame. Kathy
successfully logging in, you can then change your password Last Name:  Sullvan
and hit update.

Confirm Changed Password:

Update Cancel

Have question? Contact your Account Manager or call 27
reviewsnap™ at 1-800-516-5849
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reviewsnap

Phalcceii Kathy Siili s

e W Nt | s | B | G i
reviewsnap
Manage eSignatures [ i |
Warpge Amewe.  Maroge egnaiess 00 Deagres Syneys - Credle Jouma) Enies
The system enables a paperless review process by allowing R

Tanaje Beviews

eSignatures.

When a review form requires your signature:

I:'T. Dtk of Complite o Raviiw I -  — | ZIE:J:I--I'I Halfiy '-

You will receive a system notification that your review is
ready for your signature.

Wipw T mpieisd Ravisa

KATHY SULLIVAN

Navigate to Manage eSignatures and Click ] cosensiviow Sousmal Eniries
Emall Address:
o sulan e Ensnap, coe
T Wanage Bresmiess and Dweplnprmeam Gnaly
Loetion: Came Coval
"F Mo 38H Durain Suiryui Joli THie: Adveris=ng Msda Buyet

Department: Sakes/Maneing

_.\.:_ Lizalaim Emiplries Inlormatins M:ln.:glns';' Foan GErm Hire Diin: 80 077008

Have question? Contact your Account Manager or call

2
reviewsnap™ at 1-800-516-5849 8
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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
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e Wikt | s | Sab fe | e et | Crmd

reviewsnap

360 Degree Surveys T —

Marage Amewe.  Manage sSigranres 40 Degree Syneys - CregleJoumal Enbies

1 Wew Trmpieisd Reviews

You will receive a system notification to be a rater for . K

a 360 Degree Survey. MECRREREE

To view 360 Degree Surveys that require your input: =) T — %
1_. LR A Loinpwly 0 LilL ] H -'E-J:Iul'l H.:.ITI v ::

Navigate to Review Process / 360 Degree Surveys = ' '

KATHY SULLIVAN

Emall &dcrass:
sulkanfEvessnap, tom

CowandVasw Jaihal Enimiz

=
| ! Wanage Bresmiess and Dweplnprmeam Gnaly
Lowation: Caper Coval

- X 2 ;
£V hmngo 956 Dofun Jumei Jolt Tithe: Adveri=ng Msda Buyer

Department: Sakes/Maneing

S| Liplwie Emiplorges Inlormatins Mnnaglnsh: Foan GErm Hire Diin’ ¥ 8H 077008

Have question? Contact your Account Manager or call 30
reviewsnap™ at 1-800-516-5849
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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 31

reviewsnap™ at 1-800-516-5849
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Phalcceii Kathy Siili s

e ;
reviewsnap
Create Journal Entries [ oo |
Warpge Amewe.  Maroge egnaiess 00 Deagres Syneys - Credle Jouma) Enies
Journal entries are ad hoc notes that can be made at K

Tanaje Beviews

any time. To create new entries and/or view entries
that you have previously created for others:

ot : e A
'5"";. i of Comiphite i Raviiw J §._n...-. Haktiy T :,'

Navigate to Create Journal Entries

-
1 e Trnpieisd Raviews

KATHY SULLIVAN

Emall &dcrass:
sulkanfEvessnap, tom

CowandVasw Jaihal Enimiz

é. Wanage Bresmiess and Dweplnprmeam Gnaly
Location: Cape Coval
--'-:'a Warnirzi 355 Digian Jurvins Job Tite: Adverisng Lisda Buayel
D partment. Saks/ianetng
Il_l‘{ Lizalaim Emiplries Inlormatins M:In.lgll'lifll K (53T Hirs Diatn: ¥ 14000
Have question? Contact your Account Manager or call 32

reviewsnap™ at 1-800-516-5849
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. 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 18 ot Nl
AT Lt
Teata Logan

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

kil
peperormae ook som
TRyt eEnan Lom
TayerigosakpuToma: rom
el fomalcom
elagreiswmnan.com
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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

4
reviewsnap™ at 1-800-516-5849 3



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
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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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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 37
reviewsnap™ at 1-800-516-5849



