Instructions to Complete Yearly Review Fill In-Form
1) Use Tab key to navigate through form.

2) To check a Rating Box, Tab to appropriate box and left click.

3) To remove check, Tab to appropriate box and left click or use the mouse to point and click on box.

4) Comment boxes are unlimited in length and will expand as comments are entered.

5) Use Save As when saving form.

6) Completion of the Employee Comments section:

a. Send saved form to employee to complete. (Please note that the sections of the form you complete can not be protected)

b. Print form and have employee hand write comments in.

c. Have employee send you comments in a separate word document or e-mail and cut and paste into form.

7) Send signed copy to Human Resources by April 30th.

Time Saving Hints
1) By pass the Tab Key to navigate through the form by using the mouse to point and click.

2) Cut and paste Job Responsibilities directly from current Job Description (or any other word document) into Fill In Form.

