Performance Review - Reopen Previous Step
Immediate Supervisors have the ability to reopen previous steps in a performance review.
The Reopen Step button appears at the bottom of the Review Step Progression section on
the Overview page.



Only one review step can be reopened at a time.



Reviewees cannot reopen a step.

Clicking the Reopen Step button opens a pop-up which lists all previous steps.
Reopening a step sends out the appropriate Step Assigned email notification. Also, the
reopened task displays again in the appropriate user's Scheduled Tasks page and the My
Tasks widget on the Welcome page.





Select the appropriate step.
In the Comment field, enter comments that will be sent to the person associated
with the reopened step, up to 3,000 characters.
Click Save to reopen the step.

For the Immediate Supervisor who reopens a previous step, their step still appears with a
status of Completed.

Reopening Notes:
If a review is currently at Step 2, please make the Immediate Supervisor reopen the employee’s review.



The supervisor will then be aware that the employee will be making edits to the review.
Before completing Step 2, the supervisor should coordinate with the employee and wait until
the employee has resubmitted Step 1.

If the review is at Step 3 or Step 4, HRIS will need to reopen a previous step, however, please be careful!



Reopening a review from Step 4 to Step 1 will allow an employee to make edits to the Self
Evaluation.
The supervisor needs to know this, and needs to review the changes made by the employee. If
any negative comments are made, it will become part of the official record with the supervisor’s
signature on the review.

If a supervisor signs and submits at Step 3, there is no way for HRIS to revoke the signature later.


The employee will see all comments, ratings, and scores, regardless if the supervisor has had the
discussion with the employee.





The employee can see supervisor comments and ratings only when the supervisor signs and
submits the review at Step 3.
If the supervisor does not complete Step 3 by August 23, the review advances to Step 4, but the
employee still cannot see any supervisor ratings or inputs.
The review would need to be reopened to Step 3 and the supervisor would need to sign and
submit before the employee could see supervisor comments and ratings.

