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Navigating People Admin for the Annual Performance Review



Accessing the Online Performance Management System

Open your internet browser (Google Chrome or Mozilla Firefox is recommended) and go to:
https://jobs.usnh.edu/hr/sessions/new

2. Enter your USNH IT ID 
username and password. This 
is the same username and 
password that you use for 
logging into your computer.  

3. Click the three dots in the top left corner of your screen.
From the menu that appears, select Performance Management
under OTHER TOOLS. 

1. Click the blue 
“USNH Employee 
click here to login” 



Employee Action Items
• List and Describe Past Accomplishments
• List and Describe Opportunities for Improvement
• Suggest Goals for next Evaluation Period



Employee Self Evaluation
Performance Management Home Page

To see your
personal past & 
current review, click 
my reviews.

To see an entire list 
of direct reports 
progress, 
go to “My 
Employee’s 
Reviews”

Your tasks will be listed under the Action Items
Click the item to go directly to the evaluation

Supervisors: Once your direct report completes their self evaluation you will see a task in your action items 
To begin your portion of the review. Click the item to go directly to the evaluation



Employee Self Evaluation

List and describe 2 
accomplishments 
since the last 
evaluation cycle in 
the box provided.

Then list at least 2 
opportunities for 
improvement since 
last evaluation.  If 
you would like more 
boxes, click the blue 
add entry box 

SAVE, SAVE, SAVE!!!!!! 
System times out every 
15 min. of inactivity.   
Save frequently to avoid 
losing work.



Employee Self Evaluation

Add Goals based on 
the SMART Method 
(Specific, Measurable, 
achievable, Realistic, 
Timely).  To add 
additional goals, click 
the Add Entry button 
at the bottom of the 
screen. 

Once you have finished the self evaluation, Click 
Complete. Doing so will submit the plan to the 
supervisor for approval.



Employee Action Items
• Acknowledge receipt of completed supervisor review



Employee Acknowledgement
Performance Management Home Page

Your tasks will be listed under the Action Items

Once the supervisor has completed their review, employee you will see a task in your action items 
to acknowledge.



Employee Acknowledgement

Once you have read the completed review, click Acknowledge. Acknowledging review does 
not mean that you agree but that employee has received a copy of the completed review.


