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Revision History 
Name Date Reason(s) for Change Version 

Terry Huston 05/23/2011 Initial file 1.0 
Terry Huston 08/12/2011 Added details of the following feature: 

- Auto Finalize Reviews when all signatures have 
been submitted 

1.1 

Terry Huston 09/30/2011 Updated guide to include these new features: 
- Journal entry improvements 

- Date filter 
- Private entry designation 
- Expanded list of attachment types  
- Attachment icon 

- Compensation recommendation notes 

1.2 

Terry Huston 10/17/2011 Documented compensation module enhancements 1.3 
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Manage Employees 

 
Note  The REVIEWSNAP™ performance management system is highly 

configurable.  If you are unable to access any of the features described in this 
guide, please contact your administrator for information regarding your 
company-specific implementation. 

 
Manage Goals  To manage an employee’s goal plan: 

• Navigate to Manage Employees 
• Select an employee and click Manage Goals 

 
• Select the appropriate review period 

Note: “ Lock All Current Goals” will disable the employee’s ability to 
update their own goals. 

 
Continued on next page 
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Manage Employees , Continued 

 
Manage Goals , 
(continued) 

• Add goals and/or update existing goals 

 
 

Continued on next page 
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Manage Employees , Continued 

 
Create/View 
Journal Entries 

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

• Navigate to Manage Employees 
• Select an employee and click Create/View Journal Entries 

 
• Create, print, and/or filter Journal Entries 

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

 
Continued on next page 
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Manage Employees , Continued 

 
Create/View 
Journal Entries,  
(continued) 

• Add new entries and/or update existing entries 

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

 
Continued on next page 
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Manage Employees , Continued 

 
Create or 
Complete a 
Review 

To create and complete a review: 
• Navigate to Manage Employees 
• Select an employee and click Create or Complete a Review 

 
• Select an available review period then click Continue 

 
• Select a review template then click Continue 

 
• Confirm employee, review period, and template information then click 

Continue 

 
 

Continued on next page 
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Manage Employees , Continued 

 
Create or 
Complete a 
Review,  
(continued) 

• Provide competency ratings and comments as required then click Next 

 
• Provide goal ratings and comments as required then click Next 

 
• [Optional Step] Set goals for the upcoming review period then click Next 

 
• [Optional Step] Provide summary comments as required then click Next 
• [Optional Step] Mark the review ready for signatures 

 
 

Continued on next page 
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Manage Employees , Continued 

 
Create or 
Complete a 
Review,  
(continued) 

• [Optional Step] Select additional manager(s) to require signature(s) then 
click Submit. 

 
• [Optional Step] Click Signatures 

Note: Signature order is determined by the system administrator and 
enforced by the system. 

• [Optional Step] Type the signature then click Sign 

 
• Click Back to Manage Reviews 
• Click Finalize 

 
• Finalize the review 

Note: Finalizing can only happen once all signatures are complete.  Your 
system administrator may choose to automatically finalize reviews once 
all signatures are submitted.  If that is the case, you will not have to 
manually finalize the review. 

 
Note: At any step during the process, the review may be saved and accessed 
at another time for completion. 

 
 

Continued on next page 
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Manage Employees , Continued 

 
View 
Completed 
Reviews 

To view completed self-reviews and/or manager reviews: 
• Navigate to Manage Employees 
• Select an employee and click View Completed Reviews 

 
• Click View to open a copy of a completed review for viewing, saving 

and/or printing 

 
 

Continued on next page 
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Manage Employees , Continued 

 
Manage 360 
Degree 
Surveys 

To kick-off a 360 degree survey on your employee: 
• Navigate to Manage Employees 
• Select an employee and click Manage 360 Degree Surveys 

 
• Click Create 360 Degree Survey 
• Complete the survey details 

 
 

Continued on next page 
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Manage Employees , Continued 

 
Manage 360 
Degree 
Surveys,  
(continued) 

• Click Add Raters 

 
• Click Find 
• Select a rater type and click Assign for each individual that should be 

included in the 360 degree survey 

Note: External raters (e.g. clients) may also be added. 
 

Continued on next page 
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Manage Employees , Continued 

 
Manage 360 
Degree 
Surveys,  
(continued) 

• 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 assigned the 
survey) may see the individual rater input. 

 
• To close the survey, click Finalize 

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

• Click View Summary to open a copy of a completed survey for viewing, 
saving and/or printing 
Note: Survey summaries are anonymous consolidations of all rater input. 

• 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. 
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Other Activities 

 
Compensation 
Dashboard 

To make a compensation recommendation: 
• Navigate to Compensation Dashboard 

 
• Select the appropriate review period and complete the increase 

recommendation details 
o Salary Increase 

Note: The system recommends an increase based on the overall 
performance appraisal rating for the review period.  You may accept 
the system recommendation or change it. 

o Bonus and/or Stock Options 

 
o Effective Date 

 
Notes: Click the  icon to include notes regarding the 
recommendations.  Click the History link to view historical 
compensation data for a user. 

• Check Submit for Approval 
• Click Submit and your recommendations will begin the approval process 

 
Continued on next page 
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Other Activities , Continued 

 
Manage 
eSignatures 

When a review form requires your signature: 
• Navigate to Manage eSignature 

 
• Click Signatures 

 
• Type your name and click Sign 

 

 
360 Degree 
Surveys 

To complete 360 degree surveys that require your input: 
• Navigate to 360 Degree Survey 

 
• Click Start to begin the survey 

 
• Provide competency ratings and comments as required, clicking Next to 

advance 

 
• [Optional Step] Provide summary comments as required then click Next 
• Finalize the survey 

 
 

Continued on next page 
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Other Activities , Continued 

 
360 Degree 
Surveys,  
(continued) 

Note: At any step during the process, the survey may be saved and accessed 
at another time for completion. 

 

 
Create Journal 
Entries 

Journal entries are ad hoc notes that can be made at any time.  To create new 
entries and/or view entries that you have previously created for others in your 
organization: 

• Navigate to Create Journal Entries 

 
• Select the person for whom you would like to create a journal entry 

 
• Create, print, and/or filter Journal Entries 

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

 
Continued on next page 
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Other Activities , Continued 

 
Create Journal 
Entries,  
(continued) 

• Add new entries and/or update existing entries 

 
o Private entries are only visible to the person who created them. 
o 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. 
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Split Screen 
Mode 

Click Split Screen (
the same time.  For example, you may reference Performance Reviews, 360 
Degree Surveys, Goals, and Journal Entries while you are completing a 
review. 

 
Spell Check  

 

The spell check tool is available

 
AuthoriCheck  

 

AuthoriCheck is available in all comment boxes.  It checks for discriminatory 
or derogatory language and suggests alternatives.

 
Comment 
Suggestions 

The Comment Suggestions tool can be made available in the compet
evaluation section of a review form.  If enabled, it provides potential feedback 
language for insertion into the comment fields.
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Click Split Screen (upper-right-hand corner) to view multiple documents at 
the same time.  For example, you may reference Performance Reviews, 360 
Degree Surveys, Goals, and Journal Entries while you are completing a 

The spell check tool is available in all comment boxes. 

AuthoriCheck is available in all comment boxes.  It checks for discriminatory 
or derogatory language and suggests alternatives. 

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

 


