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Revision Histor

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 follogvfeature: 1.1

- Auto Finalize Reviews when all signatures have
been submitted
Terry Huston 09/30/2011] Updated guide to includséhnew features: 1.2
- Journal entry improvements
- Date filter
- Private entry designation
- Expanded list of attachment types
- Attachment icon
- Compensation recommendation notes
Terry Huston 10/17/2011] Documented compensatioruleaeghhancements 1.3
10/11/2011 Have questions? Contact your systemrasimaitor or 30f19
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Manage Employees

Note TherReVIEWSNAP™ performance management system is highly
configurable. If you are unable to access anyefféatures described in this
guide, please contact your administrator for infation 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
Fuller, Finn -
Allen, Andrew

Fuller, Finn mation Actions

Gibson, Grace Create or Complete a Review
Henderson, Hannah View Completed Reviews
lsaacs, |sabella —H‘Manageﬁuals

Email: FFuller@reviewsnap.com | Manage 360 Degree Surveys

Create/iew Journal Entries
Manager{s). Andrew Allen -

Department.  Accounting
Job Title: Accountant
Employee ID: 7777
Location: Des Moines
Hire Date: 7Mo

» Select the appropriate review period

Review Period: | Annual Review Period - 7/1/11 - 6/30/12 ]~ |

Add a Goal Print Goals

Goal Name g:fe Status Progress  Category
Build a strong financial base to sustain our mission and achieve ourvision by: - 6/30M12 | On Target E] NIA Financial Update

Implementing managed growth - Delivering cost-efficient senvice - Maximizing
market opportunities

Create distinctive customer value by enhancing the customer experience: - Image:  6/30M12 | on Target E] NIA Customer Update
from commodity to solution - Relationship: trusted partner - Service: personalized
customer service - Functionality: seamless access

Excel atthose things that drive our strategy: - Customer Relationships: develop 6/30M12 | On Target E] NIA Internal Update
partnerships with strategic customers - Operations Excellence: continuously Process

improve key processes - Innovation: create new ways of doing business

Foster loyalty, productivity, and personal growth by: - Enhancing capabilities - B6/30M2 | On Target E] NJA Learning and Update
Providing a high-quality work environment - Engaging employees in company Growth

strategy and success

Note: “Lock All Current Goals” will disable the employeeibility to
update their own goals.

Continued on next page
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Manage Employees , Continued

Manage Goals ,
(continued)

10/11/2011

* Add goals and/or update existing goals

Category: | Financial E

Goal Description:  Build a strong financial base to sustain our mission and
achieve ourvision by:
- Implementing managed growth
- Delivering cost-efficient service
- Maximizing market opportunities

Quantitative Goal:

Current Level:
[C] smaller Current Level Value is Better.
Due Date:  6/30M12
Allow Rollover to next Review Period.

Status: | On Target |Z|

Actions: %Y ab A\L}c Iy
B 7 U sk x, x° =

[

Continued on next page

Have questions? Contact your systemrasimaitor or
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Manage Employees , Continued

Create/View Journal entries are ad hoc notes that can be maag éime. To create new
Journal Entries  entries and/or update entries that you have preljaweated on an
employee:

* Navigate to Manage Employees
» Select an employee and click Create/View Journali&n

Fuller, Finn -
IAIIEH, Andrew

mation Actions
Gibson, Grace Create or Complete a Review
Henderson, Hannah View Completed Reviews
lzaacs, Isabella Manage Goals
Email: FFullerg@reviewsnap.com | Manage 360 Deqree Surveys

Create/Niew Journal Entries
Manager(s). Andrew Allen e

Department.  Accounting
Job Title: Accountant
Employee ID: 7777
Location: Des Moines
Hire Date: 7Mo

» Create, print, and/or filter Journal Entries
Create a New Journal Entry

Print Journal Entries

From: ﬁTn: ﬁ

Title Created By Date Actions

& 2010 Performance Review Terry Huston 9/21/11 View Update Delete

Project XYZ Finn Fuller  4/20M11 View Update Delete
Note: The paperclip icon indicates that the entry haassociated
attachment.

Continued on next page
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Manage Employees , Continued

Create/View
Journal Entries,
(continued)
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* Add new entries and/or update existing entries

Private Entry:  []

Journal Title: Prgject XYZ

Journal Entry: 33 4b =5 N
B I U e x X §=iZ

Project XYZ was completed on 3/31/2011 with excellent results. My contributions
were:

- Contribution 1

- Contribution 2

- Contribution 3

Aftachment:

(* PDF, XL&, XL3X, C8V, DOC, DOCX, EML, M3G, JPG, or GIF)

[ Update ] [ Cancel ]

o Private entries are only visible to the person wteated them.

o External documentation, such as prior year perfogeaeviews, can
be linked to thexeviEWSNAP™ system using the Journal Entry
functionality. Simply create an entry and browsevhere the file is

stored.

Continued on next page

Have questions? Contact your systemrasimaitor or
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Manage Employees , Continued

Create or To create and complete a review:
gg\r/ri‘g\':te a  Navigate to Manage Employees
» Select an employee and click Create or Completeael®/
Fuller, Finn -
Allen, Andrew
mation Actions
Gibson, Grace =l Create or Complete a Review
Henderson, Hannah View Completed Reviews
Isaacs, Isabella Manage Goals
Email: FFuller@reviewsnap.com | Manage 360 Deqree Surveys
Create/\iew Journal Entries
Manageris). Andrew Allen
Department:  Accounting
Job Title: Accountant
Employee ID: 7777
Location: Des Moines
Hire Date: o
» Select an available review period then click Camin
Annual Review Period (7/1/10 - 6/30/11) [+
Annual Review Period (7/1/10 - 6/30/11
Annual Review Period (7/1/11 - 6/30/12)
» Select a review template then click Continue
Employee Review ~|| Continue
Employee Review
Standard Performance Review |
Standard Performance Review |
« Confirm employee, review period, and template infation then click
Continue
Employee: Fuller, Finn (FFuller@reviewsnap.com)
Review Period: 7/1/10 - 6/30/11
Template Mame: Employee Review
[ Continue ” Cancel ” Print Blank Evaluation Form
Continued on next page
10/11/2011 Have questions? Contact your systemrasimaitor or 8 of 19
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Manage Employees , Continued

Create or
Complete a
Review,
(continued)

10/11/2011

Provide competency ratings and comments as regthiesdclick Next

Competency Description

Avoids procrastination and prioritizes work in erder to meet deadlines.

Comments/Suggestions:

i - # h VA
u

B I e X, x*|i= =

o

1 2 k3 4 5

@

Comment Suggestions

same time. For example

Finn did his bestto ensure that the amount of work produced not only met or exceeded expectations, but met or exceeded quality standards atthe

Provide goal ratings and comments as requireddhenNext

Goal Description
Create distinctive customer value by enhancing the customer experience
- Image: from commeodity to solution
- Relationship: frusted partner
- Senvice: personalized customer senvice
- Functionality: seamless access

Comments
o G e
B 7 U e x x* i= =

Update 2 © @

1 2 3 4 5

atimely manner. For example...

Finn often exceeded customer expediations by diligently attempting to understand customers’ needs and then working hard to arrive at a solution in

[Optional Step] Set goals for the upcoming revieatiqgd then click Next

Goal Name Due Date
Build a streng financial base to sustain our mission and achieve our vision... 63012
Create distinctive customer value by enhancing the customer experience: - ... Bi30M2
Excel atthose things that drive our strategy: - Customer Relationships: d 613012
Foster loyalty, productivity, and personal growth by: - Enhancing capabili.. 63012

Actions

Category
Financial Update
Customer Update
Internal Process Update

Learning and Growth Update

[Optional Step] Provide summary comments as reduhien click Next
[Optional Step] Mark the review ready for signature

Finn Fuller: Finalize Review

Click here to mark this review ready for Signatures.

[+]

Have questions? Contact your systemrasimaitor or

callREviEwSNAP™ at 1-800-516-5849

Continued on next page

9 of 19



revieEwSNAP"

A Product of Applied Training Systems, Inc

Manage Employees , Continued

Create or » [Optional Step] Select additional manager(s) tanegsignature(s) then
complete a click Submit.
ReVIeW’ Ifthe employee needs to sign-off on this review after all managers have signed off, please check the box below.

(continued)

Require Employee Signature

If other managers need to sign-off on this review, please select them below and submit. Otherwise, do not select any other managers and click Submit to mark this|
review ready for Signatures

B Zinn, Zach
Submit
» [Optional Step] Click Signatures
Review Period Name Period Start Date Period End Date Reviewer Actions
Annual Review Period 7/1/M10 613011 Allen, Andrew View Comments Signatures Continue

Note: Signature order is determined by the system adinator and
enforced by the system.
» [Optional Step] Type the signature then click Sign

Type Name Signature Date
Manager Andrew Allen Andrew Allen 81811
Employee Finn Fuller  Finn Fuller aMan

» Click Back to Manage Reviews
» Click Finalize

Review Period Name Period Start Date Period End Date  Reviewer Actions
Annual Review Period 71110 613011 Allen, Andrew View Comments Signatures Continue Finalize

* Finalize the review
Finn Fuller: |Finalize Review [~]

Click here to mark this review ready for Signatures.

Click here to finalize this review. Once the review is finalized, you will not be able to edit any portion of this review.
Note: Finalizing can only happen once all signaturescaraplete. Your
system administrator may choose to automaticatiglize reviews once
all signatures are submitted. If that is the cgea,will not have to
manually finalize the review.

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

Review Period Name Period Start Date Period End Date  Reviewer Actions
Annual Review Period 71110 6130111 Allen, Andrew View Continue

Continued on next page

10/11/2011 Have questions? Contact your systemrasimaitor or 10 of 19
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Manage Employees , Continued

View To view completed self-reviews and/or manager esie
gg\r/’i‘g\',\?;ed  Navigate to Manage Employees
» Select an employee and click View Completed Reviews
Fuller, Finn -
Allen, Andrew
mation Actions
Gibson, Grace Create or Complete a Review
Henderson, Hannah =l VView Completed Reviews
lzaacs, Isabella Manage Goals
Email: FFuller@reviewsnap.com | Manage 360 Deqree Surveys
Createiew Journal Entries
Manageris). Andrew Allen -
Department:  Accounting
Job Title: Accountant
Employee ID: 7777
Location: Des Moines
Hire Date: nao
» Click View to open a copy of a completed review@wing, saving
and/or printing
Review Period Name Period Start Date Period End Date Reviewer Actions
Annual Review Period 7M1/M10 630011 Allen, Andrew View Comments
Annual Review Period 7110 6/30M1 Self View
Continued on next page
10/11/2011 Have questions? Contact your systemrasimnator or 11 of 19
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Manage Employees , Continued

Manage 360 To kick-off a 360 degree survey on your employee:
233\:;;3  Navigate to Manage Employees

» Select an employee and click Manage 360 Degree=gsirv
Fuller, Finn -

Allen, Andrew
mation Actions

Gibson, Grace Create or Complete a Review
Henderson, Hannah View Completed Reviews
Isaacs, Isabella Manage Goals

Email: FFuIIer@reuiewm Manage 360 Degree Surveys
Create/Niew Journal Entries

Manageris). Andrew Allen
Department:  Accounting
Job Title: Accountant
Employee ID: 7777
Location: Des Moines
Hire Date: o

» Click Create 360 Degree Survey
» Complete the survey details
Create 360 Degree Survey

Survey Description: Project XYZ
Target End Date: 06/01/11 (M diyy)
Select Template: | Employee 360 |Z|

Show Raters Mames on Summary

Allow Employee to Self-Review
Break-out Employee Self-Review Ratings
] Break-out Ratings by Rater Type

Continued on next page
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Manage Employees , Continued

Manage 360 * Click Add Raters
Degree Raters for 360 Degree survey ending on 6/1/11
Surveys,
(continued) Add Raters
Namea Type Status Actions
Fuller, Finn Self Mot Started Reminder
’ Save & Motify New Raters I ’ Save & Bxit ]
e Click Find
» Select a rater type and click Assign for each iintligl that should be
included in the 360 degree survey
Close Window
Please enter the first and/or last name of the employee you wish to search for and press
"Find.” Or simply click the "Find™ button to show a list of available employees.
Ifyou need to add a rater that is not part of your company, please click here to add the
external rater.
First Name:
Last Name:
Find the employee you wish to add as a rater forthe selected 360° review, selectthe
appropriate Rater Type and click the "Assign” button next to their name.
First Name Last Name Type Actions
Andrew Allen Supenisor || Assign
Barbara Bates Select Type Assign
pe )
Carter Carlson Supenisor Assign
Diylan Davis Direct Report Assign
Subordinate
Evan Eilander Peer Assign
Other
Note: External raters (e.g. clients) may also be added.
Continued on next page
10/11/2011 Have questions? Contact your systemrasimaitor or 13 of 19
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Manage Employees , Continued

Manage 360
Degree
Surveys,
(continued)

10/11/2011

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

Once a rater has finalized their individual inpity may view their
survey by clicking View

Note: Only the survey administrator (the person whogesi the
survey) may see the individual rater input.

Add Raters
Name Type Status Actions

Allen, Andrew Supervisor Mot Started Reminder Delete
Fuller, Finn Self Completed View

Gibson, Grace Peer Mot Started  Reminder Delete
Henderson, Hannah Peer Mot Started  Reminder Delete
Isaacs, Isabella Peer Mot Started  Reminder Delete

‘ Save & Motify New Raters | | Save & Exit

To close the survey, click Finalize
Target End Date Administrator Description Actions
G111 Allen, Andrew  Project X¥Z Raters Update Finalize

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

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

Note: Survey summaries are anonymous consolidationt itar input.
Click Allow Employee to View if you would like theubject of the
survey to be able to view/save/print the surveyrsany.

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

Click Raters to view individual survey input

Note: Only the survey administrator (the person whoggesi the
survey) may see the individual rater input.

End Date Administrator Description Actions

51911  Allen Andrew ProjectXYZ View Summary Raters | Allow Employee to View |

BMBM1  Allen, Andrew  Project XYZ View Summary Raters

Have questions? Contact your systemrasimaitor or 14 of 19
callREVIEWSNAP™ at 1-800-516-5849
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Other Activities

Compensation To make a compensation recommendation:
Dashboard  Navigate to Compensation Dashboard

[ Review Process ] /

Manage Employees  Compensation Dashboard Manage eSignatures 360 Degree Sunveys Create Journal Entries

» Select the appropriate review period and completericrease
recommendation details

o Salary Increase

Current Resulting
Salary Salary

Fuller, Finn $50,000.00 3.0 Company Increase Recommendations $1500.00 (3.00%) $1,500.00 (3.00%) $51,500.00

Name Rating Pay Grade Recommen dation Actual Raise
Gibson, Grace $50,000.00 3.3 Company Increase Recommendations $1,500.00 (3.00%) $1,500.00 (3.00% ) $51,500.00
Henderson, Hannah  $50,000.00 3.4 Company Increase Recommendations $1,500.00 (3.00%) $| ( %)

Isaacs, Isabella $50,000.00 - Company Increase Recommendations -

Department Totals ~ $200,000.00 $3,000.00 $203,000.00

Note: The system recommends an increase based on ttadl ove
performance appraisal rating for the review perigadu may accept
the system recommendation or change it.

0 Bonus and/or Stock Options
I

Stock
Options
$0.00 (0.00%) 000

Bonus

$0.00 (0.00%) 0.00
s ( %)

$0.00 0.00

o Effective Date
[

Effective
Date

Actions
711111 Pending Approval = History
71111 Pending Approval - History

Submit for Approval =~ History
History

Submit

Notes Click the - icon to include notes regarding the
recommendations. Click the History link to vievetorical
compensation data for a user.

* Check Submit for Approval

* Click Submit and your recommendations will begia #pproval process

Continued on next page
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Other Activities , Continued

Manage When a review form requires your signature:
eSignatures  Navigate to Manage eSignature
E Review Process ]
Manage Employees  Compensation Dashboard Manage eSignatures 360 Degree Sunveys Create Journal Entries
» Click Signatures
oot TG Fue e Alon o ew Comments  Samses  pise
* Type your name and click Sign
Type Name Signature Date
Manager Andrew Allen Andrew Allen 519011
Employee Finn Fuller not signed

360 Degree To complete 360 degree surveys that require yqautin
Surveys « Navigate to 360 Degree Survey
[ Review Process ]
Manage Employees Compensation Dashboard Manage eSignatures 360 Degree Sunveys Create Journal Entries
» Click Start to begin the survey
End Date Employee Description Status Actions
G111 Fuller, Finn Project XYZ Mot Started Start
* Provide competency ratings and comments as requlieding Next to
advance
Competency Description o i 2 3 4 5
Avoids procrastination and prioritizes work in order to meet deadlines. (3] @
Comments/Suggestions: @
B0 cisay AE)]
B 7 U x x* {ZiZ|
Finn did his bestto ensure thatthe amount of work produced not only met or exceeded expectations, but met or exceeded quality standards atthe
same time. For example
» [Optional Step] Provide summary comments as reduhien click Next
» Finalize the survey
Finn Fuller: Finalize Survey
Click here to finalize this survey. Once the survey is finalized, you will not be able to edit any portion of this survey.
Continued on next page
10/11/2011 Have questions? Contact your systemrasimaitor or 16 of 19

callREviEwSNAP™ at 1-800-516-5849



revieEwSNAP"

A Product of Applied Training Systems, Inc

Other Activities , Continued

360 Degree Note: At any step during the process, the survey magalved and accessed
Surveys, at another time for completion.
(continued)

End Date Employee Description Status Actions

G111 Fuller, Finn  Project X2 Incomplete  Continue Finalize

Create Journal

Journal entries are ad hoc notes that can be niahy éime. To create new
Entries

entries and/or view entries that you have previpastated for others in your
organization:

* Navigate to Create Journal Entries

L Review Process ]

Manage Employees  Compensation Dashboard Manage eSignatures 360 Degree Surveys Create Journal Entries

» Select the person for whom you would like to creajeurnal entry

First Name Last Name

Email Actions
Andrew Allen Adllen@reviewsnap.com Select
Barbara Bates BBates@reviewsnap.com Select
Carter Carlson

Dylan Davis

CCarlson@reviewsnap.com Select

DDavis@reviewsnap.com

» Create, print, and/or filter Journal Entries
Create a New Journal Entry

Select

Print Journal Entries

From: EﬁTn: 2

Title Created By Date Actions

& 2010 Performance Review Terry Huston 9/21/11 View Update Delete

Project XYZ Finn Fuller  4/20/11 View Update Delete

Note: The paperclip icon indicates that the entry haassociated
attachment.

Continued on next page
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Other Activities , Continued

Create Journal
Entries,
(continued)

10/11/2011

* Add new entries and/or update existing entries

Private Entry:  []

Journal Title: Prgject XYZ

Journal Entry: 34 ab @5 %
wac W
B 7 U ahe| x, x* i= i=

-

were:
- Contribution 1
- Contribution 2
- Contribution 3

Project XYZ was completed on 3/31/2011 with excellent results. My contributions

Aftachment:

(* PDF, XL&, XL3X, C8V, DOC, DOCX, EML, M3G, JPG, or GIF)

[ Update ] [ Cancel ]

o Private entries are only visible to the person wteated them.

o External documentation, such as prior year perfogeaeviews, can
be linked to thexeviEWSNAP™ system using the Journal Entry
functionality. Simply create an entry and browsevhere the file is

stored.

Have questions? Contact your systemrasimaitor or
callREVIEWSNAP™ at 1-800-516-5849
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Split Screen
Mode

Spell Check

AR
-

AuthoriCheck
N

&

Comment
Suggestions
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Click Split Screenupper-righthand corner) to view multiple documents
the same time. For example, you may referenceieaince Reviews, 3¢
Degree Surveys, Goals, and Journal Entries whileaye completing
review.

ReviewSNAP < || split Screen
Employee Actions
Finn Fuller: | Overall Comments =] Fuller, Finn[~| |Joumal Entries [=]
Overall Comments:
I~ ] Finn Fuller: View Journal Entry
B 7 U ae|x x|i= iz

= — Back to Journal Enfries

My contributions to the success of our company during the course of this review

periodwere... Copy to Clipboard

L Created Date: 420111
Title:  Project XYZ
Details: Project XYZ was completed on 3/21/2011 with excellent results. My contributions were
- Contribution 1
- Contribution 2
- Contribution 3

The spell check tool is availal in all comment boxes.

AuthoriCheck is available in all comment boxescHecks for discriminator
or derogatory language and suggests alterne

The Comment Suggestions tool can be made availalihe compeency
evaluation section of a review form. If enableégyrovides potential feedba

| Comment Suggestions | |anguage for insertion into the comment fie

10/11/2011

Comment/Suggestion Helpful Phrases

1. @ [HeiShe] did [hisfher] best to ensure that the amount of wark produced not only met or exceeded expectations, but
or exceeded guality standards at the same time.

[insert name] consistently exceeded expectations when it came to the quantity of work produced.

3 [insernt name] consistently fell below expectations for the amount of work produced. {He/She] seemed to struggle
with the workload even though it was similar to the workload of co-workers who were able to meet or exceed the
guantity standards.

4. [ insert name] consistently met expectations relative to the amount of work produced.
5. O [insert name] seemed to do what was minimally necessary to meet standards for quantity of wark.

6. [ [insert name] severely lacks self confidence and, attimes, [hisfer] work suffers due to an inability to make
decisions and move forward.

7. [Tl There were imas when [insert name] failed to mest deadlines and did not get all of [his/er] work completed.

Insert Suggestion(s) l ’ Close ]

Have questionsContact your system administrato 19 of 19
callREVIEWSNAP™ at 1-800-516-5849



