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eLMS 5.8  Supervisor Job Aid – Self Assessments

Purpose: The purpose of this job aid is to guide supervisors through the step-by-step process of reviewing a Self Assessment submitted by their subordinates.
Tasks:
Task A: Identify Self Assessment 
Task B: Review Self Assessment
Task A: Identify Self Assessment
1. Navigate to Personal > Approvals.
2. Click the arrow next to the assessment process name to expand the process.
3. Click Review.
NOTE:  Another way to complete steps 1 and 2 is to click on the “You have assessments to review” alert on the home page. 

Task A: Review Self Assessment
4. To add or edit review comments regarding the user’s assessment or specific ratings, click Edit/Review Comments.  After comments have been added or changed, click Update.

5. Click Next to view the next page of ratings.

6. Click Previous to view the previous page of ratings.

7. When all comments have been viewed and approved, click Approve.

NOTE: After approval, the supervisor is unable to add or edit comments.
8. After the assessment has been approved, click Back to approve other self assessments.
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