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In the Supervisor View tab, in the Select View drop-down menu, you have a minimum of three views to select from: Direct Reports, Indirect Reports, and Employee Plans I signed. If you have any other options in this menu, this means that you have additional roles or access outside of the Rating Official or Reviewing Official role, such as the Manager role.
· [bookmark: _Toc429646137]Direct Reports (Rating View)
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 Supervisor View tab (if not already selected)
3. Click the drop-down arrow in the Select View menu
3

4. Select Direct Reports (Rating View) 
5. Click the drop-down arrow in the Select Performance Year menu and select the appraisal cycle you wish to view.  
5

The Direct Report view shows those individuals for whom you are currently responsible for creating a performance plan, monitoring performance and providing a rating. In other words, you are currently assigned as the Rating Official for the individuals in this view.  If there are no names on the list, this means that you are not assigned as the Rating Official for any employee.  
If you were a Rating Official in an earlier appraisal cycle, you will not see your former employees in this view.  You must use the Employee Plans I Signed (Former and Current) view to see former employees.
· [bookmark: _Toc429646138]Non-direct Reports (Second Level Review)
1. Log into SPACE using https://space.ksc.nasa.gov   
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Supervisor View tab (if not already selected)
3. Click the drop-down arrow in the Select View menu
3

4. Select Non-Direct Reports (Second Level Review) 
5. Click the drop-down arrow in the Select Performance Year menu and select the appraisal cycle you wish to view.
5

The Non-Direct Report view shows the employees for whom your current direct reports are currently Rating Officials. In other words, you are the Reviewing Official for the individuals listed in this view. If none of your direct reports are Rating Officials, you will not have any data in this view, even though the menu option is available.
If you do have employees listed in this view, you have the same privileges in SPACE for these individuals as you do for your own direct reports. For example, you can create performance plans, sign performance plans, conduct midpoint reviews, etc.
As a Reviewing Official, you should use this view to ensure your direct reports are taking appropriate and timely actions with respect to the employees they supervise.



· [bookmark: _Toc429646139]Employee Plans I Signed (Former and Current)
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 Supervisor View tab (if not already selected)
3. Click the drop-down arrow in the Select View menu
3

4. Select Employee Plans I Signed (Former and Current) 
5. Click the drop-down arrow in the Select Performance Year menu and select the applicable appraisal cycle
5

The Employee Plans I Signed (Former and Current) view shows the employees for whom you signed a Performance Plan, Rating or Progress Review during the selected performance year. This view functions in the same way as the Supervisor View. This view is especially useful when completing documentation for employees who have recently transferred to another center. 
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