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Review Process - Flow Chart

Refer to ReviewSNAP™ Review Process Summary when (See Detail) is noted

1. Reviewer
Login and click
'Manage Employees'
Employee-Self
Review-Click
'Manage Reviews'

2. Reviewer
Select Employee-
Drop down box
Employee-Self
Review
Select yourself- Drop
down box

under 'Manage Goals'

3. Reviewer
Before beginning,
Employee goals
should be complete

4. Reviewer
Click
Create or Complete
Review
in the actions box

5. Reviewer
Select correct review
period,
then click next

6. Reviewer
Select applicable
review template to
rate the employee,
then click next

7. Reviewer
Review for accuracy
of correct employee,

review period &
template.

_

9. Reviewer
After rating all
competency groups,
go to Section 2 and
rate current year's
goals & comments

10. Reviewer
Go to Section 3 - List
of Upcoming Years
Goals
Add goals
(See Detail)

11. Reviewer
Go to Section 4 Enter
Overall comments &

employee's
development plan

<

8. Reviewer
Rate employee on
individual
competency. Then
insert comments

<

12. Reviewer
Complete review,
Save review & exit

~

13. Reviewer
Mark review 'Ready
for signatures'
Option: Check box -
'Require Employee's
Signature'

(See Detail)

14. Reviewer
Befor clicking
'Submit’, check boxes
next to Managers
names if they are
required to sign-off-
click Submit

15. Reviewer
See page buttons-
'View' 'Comments'

'Signatures'
'Continue’ 'Delete’
(See Detail)

17. Reviewer
If changes are made
to review after all
sign-offs, the revised
review will need to
repeat sign-off
process
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18. Reviewer
Employee signs-off,
all signatures done,

Mgr/Reviewer
receives email - OK
'Create/Complete’

click 'Finalize'

19. Reviewer
After Review is
finalized, see 'View
Completed Reviews'
in employees name

or Mark review for

signatures
(See Detail)

<

16. Reviewer

and HR
Sign-off review,
then employee will
be able to view
and sign off

=

Reviewer and
Employee
Now able to view
current and any
past reviews that
have been
finalized.




