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HQ Employee Job Aid: Reviewing and Signing Progress Reviews 

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 
Note: Supervisors may need to begin in Your Performance Plan tab
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3. Click View/Sign Review
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4. Review any feedback provided by your Rating Official, for individual Elements and/or overall 
5. As applicable, click the Yes or No radio button which corresponds with your response to whether Training and Development needs were discussed during this Progress Review
Note: This section is not available when signing a General Progress Review.
6. As applicable, click the Yes or No radio button which corresponds with your response to whether an Individual Development Plan (IDP) was offered for the current appraisal period
Note:  The responses your Rating Official provided to these two questions are shown.  If your responses are not the same as your Rating Officials, you should discuss this with your Rating Official before signing the Progress Review.
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7. [bookmark: _GoBack]Click Sign
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8. In the Employee Signature confirmation, click Confirm
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Development Discussion
Rating officials must (at minimum) discuss training and development needs with employees during at least one Progress Review and the
Final Rating. Your Rating Official has addressed this requirement by stating that

« Training and
+ Anlndividt

lopment needs were discussed during this Progress Review.
lopment Plan (IDP) was offered for the current appraisal period.

s or No regarding the following statements to address completion of the requirement

© Yes C No Training and Development needs were discussed during this Progress Review.

C Yes © No ividual Development Plan (IDP) was offered for the current appraisal period.
ffer of an IDP is optional unless required by Center policy.)
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Progress Review Narrative Summary
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Employee Signature

A minimum of one progress review must be conducted during the appraisal period, generally midpoint in the
period. If performance requirements have changed, the plan should be modified accordingly.

Aprogress review and meeting has been conducted by the Rating Official with the employee.

By clicking the confirmation button located below, | certify that | am Shaun Daly (NEA40) and that my Rating
Official conducted a Progress Review discussion with me that included feedback regarding my performance.
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Date Established  Type of Progress Current Status Progress Review Action

Review
09/19/2013 Midpoint Progress Review Completed.
Waiting for Employee Signature
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