
2025 NSM Employee 
Performance Development Discussions

UKG Job Aid



UKG: Complete Annual Self-Reflection
This job aid is intended for NSM employees to utilize when completing their annual self-reflection in UKG.

1. Click the link to UKG via WNSM. 

2. From the navigation pane, click Myself. Expand the section titled Jobs and select Reviews. 

3. Click the effective date hyperlink to open the 2025 Performance Development Discussion 
document.
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The Employee Self-Reflection process is broken into three parts: Competencies, Open Ended Questions
and Overall Comments.

4. To complete the Competencies section, click the first green Start.

5. Within the Competencies section, you’re prompted to rate how you have modeled NSM’s Core Values 
as well as your Overall Performance within the past year. Select the corresponding drop down that 
represents your self-rating. Both ratings are required. For guidance on how to rate yourself, see the 
rating scale below.

6. Enter comments related to your rating.

The final score will populate based on the average score of your HEARTS rating and Overall Performance 
score. Your manager will be able to override the final score given to you.
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Performance Development Rating Scale

High Performer Performance in role clearly exceeds expectations. One of the 
best I know.

Solid Performer Performance in role met the high expectations of NSM. Keep 
up the good work!

Needs 
Improvement

Performance in role is below expectations. Development 
Needed
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7. Click save to save progress or click save & close at the top of the Competencies page to move to 

the next section.

8. To complete the Open Ended Questions, click the second Start.

9. Utilize the Open Ended Questions section to provide feed back in four areas: 

• Areas where you have had strong performance
• Areas to seek improvement
• Additional experience or training you would like, and
• Where your manager can offer additional support

10.  Add your comments in the box under each section.
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11. Click save to save progress or click save & close page to move to the next Review Section.

12. To complete the Overall Comments Review Section, click Start.

13.Enter final thoughts regarding your performance.

14.Click save to save progress or click save & close to close the Overall Comments section.
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15.When the Self-Reflection is complete, you may enter Routing Comments for your
manager/supervisor, as necessary. These comments are visible to all review contributors, however 
they do not appear on the final document.

16.Click Send.

*Note: Additional edits to the Self-Reflection cannot be made once the Send button has been clicked.

17. A final score will populate. This is the average of your scoring for Overall Performance and 
HEARTS rating.
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18.After your Performance Development Discussion, your manager/supervisor will send the final 
review back
to you for acknowledgement and signature.

*Note: Employee and manager/supervisor ratings and comments are included in the final review.

19.Access the final Performance Discussion document via the Main Menu. (Refer to steps 2 and 3 of 
this job aid)

20.Enter Final Comments related to your Performance Development, as necessary.

21.Click Send.
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