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Quick Guide



1. User logs into PMS & goes to dashboard

Login into PMS 



Click on Unlock

2. In the  dashboard screen, User can select unlock from the drop down menu. Clicks on 
unlock.



3. In the Unlock Employee(s) screen , Select review process you want to unlock 
employee(s) from the drop down menu.  

Select Review Process



4. In the process,  check against employee names you want to unlock. After selecting all 

the employee(s) you want to unlock for, clicks on unlock.

Select Employee 
to Unlock

Click on Unlock
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