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HQ Employee Job Aid: Requesting a Progress Review 

1. Log into SPACE using http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Progress Review(s) tab
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Note: Rating Officials may first need to click the Your Performance Plan tab
3. Click Request Review
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4. Click Request Review on the pop-up confirmation window 
5. You will be carbon copied on the e-mail sent to your Rating Official requesting a progress review
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