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Reviewer: Complete Your Stage C Annual Review

The following steps guide a reviewer through Stage C Annual Review. For detailed video instructions, please
watch the 3-minute video demonstration here.

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

STEP 2. On the homepage, locate the My Performance Action Items box on the right side of the screen and
click the FYXX EPRS: Progress and Annual Reviews for Reviewer link.

My Performance Action ltems

Due Date

I FYXX EPRS: Progress and Annual Reviews for Reviewer l PeI2024

STEP 3. You'll be brought to the Overview page. Please select the Next button to proceed.

Note: You may also select the Employee’s Name button on the left-hand panel to navigate between
sections.

TAGE B REVIEWER SIGNATURE )
R Overview

= FILTER

! Lasech b Nana

e v R Ovie i e yout 0 oting % Sabioud Uy D oV Oty
RV For more incemation on £PRS s pectormance reaew Nome page finsert 4k}
o °> Next 1 : :

Note: You may #10 seiect the Empioyer's Name ton on he ke hand pacel to naviyate between secsont
Sookie St. James
o . e

Stage 8 Progren Review

S1age 8 Progress Review tetmeen e Swlommance Plnnng 1) Srogm s Rram €ages The ILOMAS Ko rsoyer il Mevt o1 LaT wgulety (Peb] FAOITAL v (NG 0 Wee Tom et A
QoG Hatasy through

Sage B Supervisar & Imgloyee Signature

Stage B Reviewsr Signature ‘

Alternatively, you may also select Stage B Progress Review or Stage C Annual Review from the
Review Actions menu to navigate between Stage B and C tasks.

¢ Stage B Reviewer Sign.
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STEP 4. Review what was submitted during Stage A.


https://youtu.be/4mlv076b5UY
http://www.mass.csod.com/

STEP 5. Click the Save for Later button at the bottom of the screen to save without advancing. Otherwise, click the
Next button at the bottom of the screen to advance to the Stage B review.

STEP 6. Review the job duty ratings and comments submitted during Stage B.

Dty 1: Monitor the Front Desk =

excellent customer senvice when assisting hotel guests

Start Date : 7/1/2024
Due Date : 6/30/202

STEP 7. Click the Save for Later button at the bottom of the screen to save without advancing. Otherwise, click
the Next button at the bottom of the screen to proceed.

STEP 8. Review the Progress Review Summary Rating and comments submitted during Stage B.

Progress Review Summary Rating:

STEP 9. Click the Save for Later button at the bottom of the screen to save without advancing. Otherwise, click
the Next button at the bottom of the screen to proceed with Stage C.

STEP 10. After the Annual Review meeting has concluded, please review what has been submitted during
Stage C, including the Employee Development Plan selection choice, attendance, as well as the
Annual Ratings and the supervisor's comments on each job duty.

Duity 1: Menitor the Front Dedk =

STEP 11. Click the Save for Later button at the bottom of the screen to save without advancing. Otherwise,
click the Next button at the bottom of the screen to advance to the Stage C Annual Review Summary
Rating page.

STEP 12. Review the Annual Review Summary Rating and whether the employee agrees or disagrees with the
rating assigned by their supervisor.

Aniisl Review Summary REtng:

@ Lorelal Gilmore | Manager ) JRatec



Employee: Do you agree with this evaluation?

STEP 13. Click the Save for Later button at the bottom of the screen to save without advancing. Otherwise,
click the Next button at the bottom of the screen to advance to the supervisor & employee signature
page.

STEP 14. Review any comments provided by the supervisor and/or employee on the supervisor & employee
signature page.

STEP 15. Click the Save for Later button at the bottom of the screen to save without advancing. Otherwise,

click the Next button at the bottom of the screen to advance to the Stage C Final Annual Review
Rating page.

STEP 16. Please use the Select button (drop-down menu) to assign the employee a Final Annual Review
Rating.

Reminder: Comments are required for “below” and “exceeds/excels” ratings.

Additionally, you must create a Remedial Development Plan and notify your EPRS Coordinator if a
“below” rating is selected.
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STEP 17. Click the Save for Later button at the bottom of the screen to save without advancing. Otherwise,
click the Next button at the bottom of the screen to advance to the signature page.

STEP 18. When you've arrived on the Signature screen, type your First and Last Name into the edit box below
the on-screen instructions and click the Sign button to the right of the edit box.

Reviewer

First and last name Im

If you need to redo your signature, click the Redo button and repeat those steps. Use the Comment box
to add any additional comments (optional).

STEP 19. After signing and adding any additional comments (optional), click the Submit button at the bottom of
the page. A pop-up box will appear. Click the Submit Review button again to complete your part of

Stage C. After you submit the form, it will automatically advance to the employee for review and
signature.


https://www.mass.gov/files/documents/2017/10/18/EPRS-Remedial-Development-Form.doc
https://www.mass.gov/info-details/eprs-coordinators
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