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Standard Work Sheet

	PROCESS: Print and Save a Review 
	PURPOSE: How to print and save a copy of a review.

	TOTAL CYCLE TIME: 
	TAKT TIME: 

	WORK IN PROGRESS: N/A
	DOCUMENT OWNER: Talent Development

	WHEN DOES THIS PROCESS OCCUR: FOR FACE TO FACE MEETING
	

	REVISION #  
	DATE UPDATED:  6/1/2020

	Step
	Description:
	Key Point / Image / Reason
	Who
	Cycle Time

	1
	Option 1. 

Navigate directly to your Performance Review Summary page by clicking the link provided. 

You will need to toggle between reviews assigned to you, or your own review as necessary.

Select/deselect required status to find the desired review.

Click the desired review once identified.
	
Click here to navigate to your Performance Review Summary Page
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	User or Manager
	10 seconds

	2a
	
Option 2.

Log in to Rogers University.

	CLICK HERE
	User or Manager
	10 seconds

	2b
	
On the Welcome Page under ‘Your Tasks,’ click on the review you wish to save. You may need click on ‘Your Tasks’ to see the entire listing to find the desired review.

Note: Only tasks not started or still in progress may be found here.
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	User or Manager
	10 seconds

	3
	
Select ‘Options’ on the upper right of the template and select ‘Print Review’ from the dropdown.
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	User or Manager
	1-5 minutes

	4
	The PDF that downloads either within the browser window or file folder may be printed or saved to a local drive as needed. 
	
	User or Manager
	1-3 minutes
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Overview

Complete all parts of the forms for the current annual performance review period. Employees will use this electronic form to
complete a self-assessment of their performance. Managers will use this electronic form to establish expectations and review
performance at year end for individual contributors. The form will allow for documentation of the employee's projects, goals,
personal, and career development plans.
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