
Supervisor Guide
Navigating People Admin for the Annual Performance Review



Supervisor Action Items
•Review employee self evaluation

•Complete supervisor evaluation 

•Schedule a face-to-face with individual to discuss the 
evaluation



https://jobs.usnh.edu/hr

Click here to 

login using 

your 

myPlymouth

username 

and 

password. 

Once your 

direct report 

completes 

their review 

you will be 

sent an email 

indicating you 

have action 

items in 

Performance 

Management.

https://jobs.usnh.edu/hr


Under the three blue dots, click on Performance Management



Performance Management Homepage

To see an 

entire list of 

direct reports 

progress, go to 

“My 

Employee’s 

Reviews”

Once your 

direct report 

completes their 

self evaluation 

you will see a 

task here for 

you to begin 

your portion of 

the review. 

Click the item 

to go directly to 

the evaluation

Personal 

review



1. Review the individual’s 

self review

2. Complete the 

performance and 

development section

3. Select the category for 

overall performance

4. Provide answer for 

recognition pay.



Attachments accepted!

Spell check tool!



Save, Save, Save!

Save frequently!  Once finished with the 

review please use the complete button 

to send the evaluation to your direct 

report.

Once you have clicked complete your employee will receive 

notification and will be anticipating a face-to-face discussion.



•Schedule face-to-face with individual

•“Complete” supervisor review when you 
are ready for the individual to have 
access to it.



Navigate to the home screen

Click on “Evaluation Review Meeting” 

to acknowledge the face-to-face



Enter any post meeting comments here Acknowledge the face-to-face 

meeting here



At this point, if both you and the employee are in 
agreement with the review, the employee will 
acknowledge the review rendering it complete.  

If the employee disagrees with any portion of the review, 
they are expected to discuss the matter with you and 
provide justifying information.  They can then return the 
review to you for adjustment.



Navigation Tips



NOTE: This 

screen will 

show the 

reviews for 

your direct 

reports and the 

status of the 

review.

Step 1 is in 

green as it 

has been 

completed 

by the 

Employee. 

Click on 

Employee’s 

name to 

open View



11/17/202115

Click on the 

Supervisor 

Completes 

Evaluation 

Link.



11/17/202116

There are several ways for you to search within the Reviews Dashboard.



•Set goals

•Act now

•See results


