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How to Return an Employee Wrap Up 
Performance Reflection for Revisions  

The following steps guide a manager through the process of sending back a submitted employee Performance 
Reflection for revisions before the manager is ready to approve it.   

 
STEP 1. Sign in to your MyPath account at www.mass.csod.com (Login is your employee ID). 

 
STEP 2. From the homepage, you’ll see “Your Action Items” which displays the tasks you need to complete. 

 
STEP 3. After you’ve clicked on the relevant task, you’ll be brought to “Manager Assessment & Rating.”  
              Click “Reopen Step.” 
 

 
 
 

STEP 4.  Next, select “Employee Reflect on Performance” and type in any comments you wish for the  
               employee to revise. When ready to send back to the employee for revision, click “Save.” 
 

 
 
 
STEP 5. The manager should then notify the employee that they sent back their Performance Reflection.  
              Please note that an email is not generated to the employee.

http://www.mass.csod.com/



