Supervisor Instructions to Print a Performance Review

Step 1: Log in to NSU Careers to view your Welcome Screen.
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Step 2: Go to the header “My team”, select “Performance Reviews.”

# Aboutme-+ Myteam v~ My community ~

T
: Organizational chart
Welcome Jain in

Team development

m Perfurm e _ ' My Perfﬂlma i Reviews

Administration I NSU Annual Performance Review -
No data to display i i
: 1
@ Onboarding E:LFEZE;EED Manager and Employee Meet
Onboarding Course name STATUS Y Yo

progress
0" & Team Performance Reviews -
nroorass TR A .



Step 3: Your teams performance reviews will appear. On the employee row, go
to “I want to...” and select “View the Report.”
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Step 4: Once the review has opened, in the top right-hand corner of the screen
you will see the three icons listed below. Select the firsticon to “View PDF” or
the last icon for the “Printable Version”.
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View PDF takes a minute to open but creates a link that appears on the bottom of the window.

Printable version opens a print dialogue window to print or save as a PDF.



