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At this point you should have
received an email notification
from your employee indicating
that they have completed their
self assessment and it is now your
turn to take action on their review.
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B3 university System of Ne X+

é O jobs.usnh.edu/hr/sessions/new

University System

of New Hampshire

USNH Employees click
here to login.

USNH employees: Use the link ABOVE to log in using your current campus username and
password.

Guest User Login Only:

Log In

Authenticate with single sign-on?5S

Click here to login
using your KSC NetID
and password (same
as logging in to your
computer). The
actual website is:
https://jobs.usnh.edu
/hr/sessions/new



https://jobs.usnh.edu/hr/sessions/new

NOTE: This is
your home
screen for
PeopleAdmin
(HR software),
which comes up
immediately
after you login
successfully.

7/14/2017

B university System of Ne X+

University System D | Poopledin
Q)'- New Hdmpshlre APPLIGANT TRACKING v

Go to USNH Employee Porial

\
Employee

| My Profile Help

Joshua Jarvis, you have 0 messages.

Shortcuts
Inbox @
Displaying items for group "Employee”.
Position Requests (2)
Title Type Current State State Owner
See more... My Links
Useful Links
+ Applicant Portal
= Applicant Tracking & Position
Watoh |_| st o Management References

+ Contact Us

Position Requests (0)

Title Type Current State State Owner Creator

Click “Go to USNH
Employee Portal”




T cAGS Degree in Educationa 3 USNH Employee Portal X 4

NOTE: Your own
reviews can be
accessed here.

Go to University System of New Hampshire HR Site

University System

of New Hampshire

Home (3 Performance ~

Performance
\Fm A Welcome to the Employee Portal, Karen Crawford

NOTE: You can
access your
employee’s
reviews here

/I" e Your Action ltems

Search: |

7/14/2017

El)‘escriplion Elue Date
KSC Annual Revidwg 6.17 for Joshua Jarvis Supervisor Acknowledges Plan nia
KSC Annual Review 6.6.17 for KR Kaminski Review Meeting nia
KSC Staff Feedback on Supervisor 6.14 for Kan Staff Feedback on Supervisor nia

Crawford Support

Showing 1 to 3 of 3 entries

PeopleAdmin

Hello, Karen Log Out

Help for this page

Status Action

-~
v

©-

NOTE: This is
your home
screen for the
USNH Employee
Portal.

As long as your
employee has
completed the
first step in the
process, you will
see a task here
for you to begin
your portion of
the review. Click
“View” to begin
this task, or, to
continue this
training
workflow, follow
the “My
Employee’s
Reviews” link in
the upper right
corner.




NOTE: This
screen will show
the reviews for
each of the
employees that
you report on.

7/14/2017

83 USNH Employee Portal +

University System

of New Hampshire vome @  Perfommance «
Karen Cra ' :

_ My Employees' Reviews

Program
[All Programs ]
Supervisor Filtered by — Supervisor: Karen Crawford | State: Open
|Karen Crawford (Me) v
Subject
[All Subjects | Search:
Reporting org unit
[All Org Units ] Progress
Program Type Subject Program
[All Types v - v
o cambie g Joshua Jarvis KSC Annual Review 6.6.17
[Open V]
Performance/eligibility

— Joshua Jarvis KSC Staff Feedback on Supervisor 6.14
[Eligible V]

. Karyn Kaminski KSC Annual Review 6.6.17
My Reviews
| My Employees' Reviews Karyn Kaminski KSC Staff Feedback on Supervisor 6.14

Rosean Liimatainen KSC Annual Review 6.6.17

Rosean Liimatainen KSC Staff Feedback on Supervisor 6.14

Showing 1 to & of 6 entries

Tl?rpe

Annual
Annual
Annual
Annual

Annual

Annual

Score
o

63

M - Meets Expectations

E - Exceeds Expectations

Go to University System of New Hampshire HR Site

PeopleAdmin

Hello, Karen Log Out

w o
<3
1
g =

Help for this page.

=
=]
o
=

View Review

View Review

View Review

View Review

View Review

View Review

Click “View
Report” on
the review
you are
currently
working.
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. R Go to University Sysiem of New Hampshire HR Site~ PeopleAdmin
University System
of New Hampshire

poshualanis. KSC Annual Review 6.27a

SPECIALISTII Review Type: Annual Review Status:
Program Timeframe: 06/22/17 to - Last Updated: July 05, 2017 15:06
Position Description: HUMAN RESOURCES SPECIALIST Il Last Completed Step: KSC Annual Review FY17
Karen Crawford Supervisor: Karen Grawford
Co-reviewer: Add Co-reviewer
KSC Human Resources
[KCCHUR]
H o" ”
Overview . Click “Plan
______ .
Plan . on the
review you
Plan < Progress Notes History y
Progress Notes
are currently
History .
working.
My Reviews
My Employees' Reviews

7/14/2017 7
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Go to University System of New Hampshire HR Site ~ PeopleAdmin

NOTE: On this

. University System
page you Wl“ of New Hampshire ——
reVieW the Joshua Jarvis T

HUMAN RESOURCES KSC Annual Review 6.27a
i SPECIALIST Il Review Type: Annual Review Status: Y
p rior ye ar Program Timeframe: 06122117 to - Last Updated: J:memus. 2017 15:06 ou mu St
Position Description: HUMAMN RESOURCES SPECIALIST I Last Completed Step: KSC Annual Review FY17
goals, the i e fripiaian acknowledge

em ployee’S Self ::{S&:E:?" - Plan for Joshua Jarvis these Com mentS
assessment, e by clicking

STATE COLLEGE

and any “Acknowledge”.

H Reﬂecting on Last Years Goals
professional
Approvals & Indicate your goals for FY17 and provide a self-assessment for each:
d eve I O p m e nt Acknowledgements
an d/o r C|V| Cc R Measurable Goal

My Reviews Goal 1 -1 was able to meet this goal by... | leamed...
engagement
Demonstrating Performance

My Employees’ Reviews

requested by NOTE: If you

Indicate your self luation for each of the il ial skills by adding a comment in each of the essential skills categories.

the employee need to return

the review to
the employee
for corrections,
you can do so by
e e clicking “Return”

Comment

7/14/2017 8
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University System
of New Hampshire

Joshua Jarvis
HUMAN RESOURCES
SPECIALIST Il

Karen Crawford

KSC Human Resources
[KCCHUR]

Overview

Plan

Supervisor Review
Progress Notes

Approvals &
Acknowledgements

History

My Reviews

My Employees' Reviews

Your acknovdedgement was recorded

KSC Annual Review 6.27a

Review Type: Annual
Program Timeframe: 06/22M17 to -
Position Description: HUMAMN RESOURCES SPECIALISTII
Supervisor: Karen Crawford
Co-reviewer: Add Co-reviewer
Plan Supervisor Review

Go to University System of New Hampshire HR Site

PeopleAdmin

Hello, Karen

Review Status: ED
Last Updated: July 05, 2017 15:26
Last C: knowled

Ack

Step: Supervisor ges receipt of annual review

P r

[m]
o *

Approvals &

History
nowledgements !

Select
“Supervisor
Review”

7/14/2017




1. Enter your
rating and
comments to
support the
rating for each
measurable
goal listed on
this page.

7/14/2017

8 performance Managem

Joshua Jarvis

HUMAN RESOURCES
SPECIALIST Il

Karen Crawford

KSC Human Resources

[KCCHUR]

Overview

Plan

Supervisor Review

Progress Notes

Approvals &
Acknowledgements

History

My Reviews

My Employees’ Reviews

Home (§ Performance ~

KSC Annual Review 6.27a

Review Type: Annual

Program Timeframe: 062217 to -

Position Description: HUMAN RESCURCES SPECIALIST I
Supervisor: Karen Crawford

Co-reviewer: Add Co-reviewer

Supervisor Review for J

hua Jarvis (Score in progress: Unrated)

Keene

STATE COLLEGE

Reflecting on Last Years Goals Demon:

Demonstrated Performance - Core Values

Go to University System of New Hampshire HR Site

Review Status
Last Updated:
Last Completed Step:

July 0. 2017 15:26
Supenvisor acknowledges recaipt of annual review

Review ihe goals you and your employee established for F¥17 during last year's evaluation. Once you have evalusted all goals for FY17, click "Next” to mave to the next seatian.

Required fiekds are indicated with an asterisk (7).

Reflecting on Last Years Goals

Review, your employee’s goals for Y17 and their self-assessment for each of the goals below. I the employee did not set formal goals for the year. fill in each of the employee's key areas of work

Rating Scale:
E -Exceeds. tations - consi delivers results, is a model for others to follow, exemplary
M- Mests expectations - consistently meets expectations in all areas

I - Improvement needed - may mest expectations in some aress but nesds improvement in athers.

U - Does not meet expectations - unacseptable, neads significant Improvement quickly

Measurable Goal:

Goal 1— | was able to meet this goal by... | leamed...

* Qutcomefimpact

T~

*Rating

Hello, Karen

@ Help for #1is page|

@ save Draft

PeopleAdmin

Log Out

ments @

Next ¥

“«

2. Click “Next”
after you finish
entering data
on this screen

10




3 Performance Mana gen

. T Go to University System of New Hampshire HR Site. PeopleAd!
University Syster
of New Hamipshire

Performance - Hello, Karen  Log Qut
@ Haip for i
Joshua Jarvis -
e KSC Annual Review 6.27a
SPECIALIST Il Review Type: Annual Review Status:
Program Timeframe: 0622117 fo - Last Updated: July 05, 2017 15:26
Fasition Description HUMAN RESCURCES SPECIALIST Il Last Completed Step:  Supenvisar acknowizdges receipt of annual review
Karen Crawford Supervisor: Kare wiord
Co-reviewer:
KSC Human Resources
[KCCHUR] Supewlsor Review for Joshua Jarvis (Score in progress: Unrat oS
Overview Keene
1. Enter your

rating and g e o

(o]
Progress Notes

Evaluate your employee's performance against the essential skills listed below. A response is required for each of the essential skills. Ones you have evaluated your employee's performance on essential skills for FY17. click “Next” to move fo the next section. You can
comments to Aeprovais & alsoat a comment for sach of the essental ks sia,inth box provided

Acknowledgements

Required fizlds are indicated with an asterisk (%)

S U p p O rt t h e - Demonstrated Performance - Essential Skills
My Reviews

.
ra t I n g fo r e a C h Provide your comment for parformance and select a rating for each of the essential skills listzd below.

My Employees’ Reviews The following scale is used for all ratings in the review.

E - Exceeds expectations - consistently delivers exceptional results, is 2 model for others to follow, exemplary.

. .

e S S e nt I a | S k I | | I"‘-i:::::\srement needed- may mest e;e:c:iialians in some ;':!:r::r;eeds improvement in others
. .

listed on this

Essential Skill

Job Knowledge

U - Does not meet expectations - unacceptable, nesds significant imgrovement quickly.
page.

2. Click “Next”
i 1t the bottom
N of the page

- after you finish
entering data

on this screen

*Rating

Please select

Save Draft Mext
7/14/2017 11




1. Enter your
rating and
comments to
support the
rating for each
core value
listed on this

page.

7/14/2017
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Universit

of New Hampsl

Joshua Jarvis
HUMAN RESOURCES
SPECIALIST Il

Karen Crawford

KSC Human Resources
[KCCHUR]

Overview

Plan

Supervisor Review
Progress Notes

Approvals &
Acknowledgements

History

My Reviews

My Employees’ Reviews

Performance -

KSC Annual Review 6.27a

Review Type: Annual
Program Timeframe: 08122117 to -

Posifion Description:  HUMAN RESOURCES SPECIALIST II
Supervisor: Karen Crawford

Co-reviewer: Ad

STATE COLLEGE

Go to University 5 PeopleAdmin

Helo, Karen  Log Out

@ Haip for this

Review Status:
Last Updatad: July 05, 2017 15:26
Last Completed Step:  Supervisor acknowiedges receipt of annual review

Evaluate your emglayes's performancs against the core values listed below. A respanse is required for each of the core values. Gnce you have evaluated your emplayee's performance on core values for FY17, click “Naxt” to move to the net saction. You can alsa

add 3 comment for each of the core values listed, in the box provided

Required fiekds are indicated with an asterisk (%).

Demonstrated Performance - Core Values

Provide your comment for performants and selest a rating for each of the core values listed below
The fallowing seale is used for all ratings in the review.

E - Exceeds expectations - consistently delivers exceptional resuits, is 3 model for others to follow, exemplary
M - Meets ions - consistently mests jons in all areas.

I - Improvement nesded - may meet expectations in Some arezs but neads improvement in ofhers

U - Does not meet expectations - unaccaptable, needs significant improvement quickly.

Inclusiveness

Promates cooperation, faimess and integrty. Shows respeat for people and ther di  Works to

*Comments

[ Remove Entry?

Commitment to Diversity
Understands the value diversity provides and proactively supports the College's commitment to diversity.

*Comments
[ 1

sives of others. D empathy. Treats everyane with civility and respect.

Add Entry

Save Draft

Mext

2. Click “Next”
at the bottom
of the page
after you finish
entering data
on this screen

12
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< O |t 7 o

Go to University System of New Hamp: HRSe PeopleAd

Lga’_\l*l‘]l[l‘\'h r.-l] 1
New Nampshire
of New Nampshur Home @ Perfarmance ~ Hello, Karen  Log Out

1. Enter your

@ Haip fur |

Joshua Jarvis .
comme ntS | n e KSC Annual Review 6.27a
SPECIALIST Il Raview Type: Annual Review Status:
Program Timeframe: DE/22117 to - Last Updated: July 05, 2017 15:26
Position Description: HUMAN RESOURCES SPECIALIST Il Last Completed Step: Supervisor acknowledges receipt of annual review

re S p O n s e to Karen Crawford Supervisor: Karen :,a“.,::,d

Co-reviewar: Ad

KSC Human Resources ) .
th e [KCCHUR] Super\nsor Review for Joshua Jarvis (Score in progress: Unrated)

professional

Keene

STATE COLLEGE

Plan

development / oo v

nal Development

Progress Notes
. . Review your employs suggestions for their Professional Development and Civic Engagement and provide comme; feedback and your recommendations below. Once complets lick “Next” to move to the next section.
civic

Acknawledgements

Professional Development

History
engagement L e cmmense v moersanms n s s e

My Reviews

requested by —
| need to attend Titke [X training during the calendar year to remain gualified under federal policy.
the employee.

Comments

 Save Draft Next 3

2. Click “Next”

7/14/2017 13



1. Enter your
comments in
response to
the
professional

development /

civic
engagement
requested by
the employee.
You may also
add your own
ideas and
discuss them
with the
employee
during the
face-to-face
meeting

7/14/2017

B3 Performance Mana gem

e

University System
of New Hampshire

Joshua Jarvi

HUMAN RESOUR(
SPECIALIST Il

Karen Crawford

KSC Human Resources
[KCCHUR]

Overview

Plan

Supervisor Review
Progress Notes

Approvals &
Acknawledgements

Histary

My Reviews
My Employees’ Reviews

Home (§ Performance -

KSC Annual Review 6.27a

Review Type: Annual

Program Timeframe: D5/22/17 to -

Position Description:  HUMAN RESOURCES SPECIALIST Il
Supervisor: Karen Crawford

Co-reviewer: Add Co-reviews:

SUpeWiSOf Review for Joshua Jarvis (Score in progress: Unrated)

Keene

STATE COLLEGE

Review your employes's suggestions for their Professional Development and Civic Engagement and provide comments

Professional Development

edback and your recommendations below. Once complete

Go to University Syst=m of New Hampshire HR Sit=  PeopleAdmin

Hello, Karen

@ o

Review Status:
Last Updated- July 05 2017 15:26
Last Completed Step:  Supenvisor acknowiedges receipt of annual review

Professional Development Perfon

fick “Next™ to move to the next section.

Enter your comments in the box below to provide recommendations and feedback on employee’s ideas for their professional devel

Activity:

I need to attend Titie [X training during the calendar year to remain qualified under federsl poiicy.

Comments

lopr

t and civic engapement

& Save Draft

Log Out

MNext 3

2. Click “Next”

14




1. Enter SMART
goals for the
next fiscal year,
remembering
to focus on the
mission of
Keene State
College and
the strategic
plan (one goal
per box)

7/14/2017
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University System
of New Hampshire

Joshua Jarvis
HUMAN RESOURCES

SPECIALIST I

Karen Crawford

KSC Human Resources
[KECHUR]

Overview

Plan

Supervisor Review
Progress Notes

Approvals &
Acknowledgements

History

My Reviews

My Employees’ Reviews

J’_

Go to University System of New Hampshire HR St= PeopleAdmin

Home @  Performance - Helo, Karen  Log Out

@ Hap g%

KSC Annual Review 6.27a

Annual

082217 to-

HUMAN RESOURCES SPECIALIST Il

Review Status:
Last Updated:
Last Completed Step:

Raview Type:
Program Timeframe:
Position Description:
Supervisor:
Co-reviewer:

July 05, 2017 15:28
Supenvisor acknowledges recsipt of annual review

Supervisor Review for Joshua Jarvis (Score in progress: Unrated) Asions=
Keene
STATE COLLEGE

Reflecting on Last Years Goals | Demonsirated Performance - ed Performance - Core Values | Frofessional Development | Performance Goals for Next Year Atiachments (@)

MART Goals (Specific. Measursble, Atiainable. Realistic and Time-Bound) for the next fiscal year evalustion period. one goal per box. To add additional goats. click on the “Add Entry” in the
the next fiscal year evaluastion period, click “Complete” to finish. To remove an entry click on the "Remove Entry” box, then click *Save Draft” to refrash the screen.

During your evaluation review mesting with your employee you will
botiom right hand comer of the screen. Ons you have entersd all g

Required fields are indicated with an asserisk (%)
Performance Goals for Next Year

Enter your employes's gosls for the next evaluation period below, one goal per box, Esch goal is entered in 2 separate box. Remember that SMART gosls should focus on the mission of Keene State Callege and s strategic plan. Once you set your employes's goals for
the next fiscal year click on “Complate” in the bottom right hand comer of the screen to complete the evaluation

* EMART Goal (Specific, Measurable, Attainable, Realistic, Time-bound)

-~

dressing Key College Strategic Flan Goals. Key Departmen

tiLinit Goals & Position Speciic Goal(s)

* How does this goal support the College's mission or address its strategic goals?

[ Remove Entry? {

Add Entry

NOTE:
Attachments
may be loaded
by clicking this
tab (see next
slide)

NOTE: Click
“Add Entry” to
add additional
goals as
necessary

\

2. Click
“Complete”
when finished
(see note
above
regarding
attachments)

15
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o O

University System

of Mew Il.lrrl‘||-h|ll'

Supereited Riview

My Emplopedts” Riviewd

KSC Annual Review 6.27a

Rirwierm Type: An
Pregram Tamelrans: 0z
Position Deseripton
Supsrvine

Co-reviewsr

Attachments

" Hame

Descriplion

File

Rtvers Status E3a
Last Updatea July 08, 2017 15:20

Last Completed Steg: Suparvisor acknowvisdgas 1

5o 10 Urevirsity Symem of New Hamgshie HR S Peopladcmin

Log Dut

eoaint of desredl rinvies

7/14/2017
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< O |4

University System
of New Hampshire

Joshua Jarvis

HUMAN RESOURCES
SPECIALIST Il

Karen Crawford

KSC Human Resources
[KCCHUR]

Overview
Supervisor Review

Approvals &
Acknowledgements

| Progress Notes

Histony

+

usnh-sb.peopleadmin.com,

Home & Performance -

The attachment has been uploaded.

KSC Annual Review 6.27a

Review Type: Annual Review Status:
Program Timeframe: 08/22M17 to - Last Updated:
Position Description: HUMAN RESOURCES SPECIALIST Il Last Completed Step:
Supervisor: Karen Crawford
Co-reviewer: Add eviewer
Attachments
Name Description File Type
grwegr applicationfund.openxm ument | document

Go to University System of New Hampshire HR Site:

PeopleAdmin

Helo.Karen  Log Out

July 05. 2017 15:26
Supervisor acknowledges receipt of annual review

Size

308 KB

@ Heip for ihis page

1. Enter
attachment
name, and a
brief
description of
the
attachment,
then Click
“Browse” to
select
attachment

2. Click
“Upload File”

NOTE: you can
add additional
documents by
clicking “New
Attachment”




At this point you should
schedule the face-to-face
meeting. You may continue
to the next page only after
this meeting has occurred




agement [ Performance Managem X -+

usnh-sb.peopleadmin.com/portal

Navigate back

Go to University System of New Hampshire HR Site =~ PeopleAdmin

to th e ho m e (.’[ N(‘.W H:ll]];: eln Home (4 Performance ~ Hello, Karen Log Out
screen by
clicking here S :
g S Welcome to the Employee Portal, Karen Crawford Click on
o .
| My Employees’ Reviews YOUI' ACtiOﬂ Items Eva I U at|0n
Review
i ___— Meeting” for

Item Description Due Date

: ’ ’ the review you
KSC Annual Review 6.23 for Joshua Jarvis Evaluation Review Meeting n/a a re C u rre n¥|y
KSC Annual Review 6.27a for Karen Crawford KSC Annual Review FY17 n/a e WO r ki n g

KSC Annual Review 6.28 graphics for Karen Crawford KSC Annual Review FY17 nia

KSC Annual Review 6.30 graphics for Karen Crawford KSC Annual Review FY17 nia e

Showing 1 to 4 of 4 entries

7/14/2017 18



Navigate back
to the home
screen by
clicking here

7/14/2017

B performance Managem:

usnh-sb.peopleadmin.com/port.

System
nps

Joshua Jarvis

HUMAN RESQURCES
SPECIALIST I

Karen Crawford

KSC Human Resources
[KCCHUR]

Overview

Plan

Supervisor Review

Progress Notes

Approvals &
Acknowledgements

History

My Reviews

My Employees' Reviews

Home (4 Performance ~

KSC Annual Review 6.23

Review Type:
Program Timeframe:
Position Description:
Supervisor:
Co-reviewer:

Evaluation Review
Meeting

Annual

06/22/17 to -

HUMAN RESOURCES SPECIALIST II
Karen Crawford

N/A

Go to University System of New Hampshire HR Site ~ PeopleAdmin

Review Status:
Last Updated:

Last Completed Step:

Hello, Karen Log Out

@ Help for this page,
Overall Rating: M -
Meets Expectations

July 10, 2017 07:07
Supervisor Review

~ Complete

Click on
“Complete”

You may
now Log
Out

19




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 rate 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.




