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Note: Before you start the Self-Review process, make sure all of your goals have been 
submitted and approved for the review.  

Step 1:  Employee clicks on link provided in notification email or navigates to 
Scheduled Tasks found in My Learning Connection under the Home tab on the 
Welcome page.  

 

 

 

Step 2: Click on the Complete Self Review link to access your evaluation.  

 

Step 3: Click on the blue arrow next to Self Review (Optional) to access the document 
and sections. Click on each section to open up the dashboard for that area of the self 
review.  
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Section 1: MSU Goal Review Section  

Step 4:  Enter the Rating score for the individual goal and provide supporting 
comments.  

 

Note: The rating scale is 1 to 5 in .1 increments. Click on the ? mark to open a separate 
window with the scale.  Also, you can use the AI feature if you have a minimum of 50 
characters to work with in the Comment section.  

Step 5.  Complete Step 4 for each goal in Section 1 before moving forward to Section 2.   

 

 

Step 6: Click the Next button to move forward in the form or click Save for Later button 
if you plan to complete it at a later time.  
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Section 2: Organizational  Values, Behaviors, and Competencies 

Step 7: Rate your performance for each of the four Organizational  Values, Behaviors, 
and Competencies located in Section 2 using the same rating scale of 1-5 in .1 
increments.  Add comments at the end of the section.   

 

Step 8: Click the Next button to view summary.  

 

 

Summary Section: 

Step 9: Review the information on the Summary Page to ensure it is accurate.  

 

Step 10: Click the Submit button to move forward or click Save for Later button if you 
plan to complete it at a later time.  
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Step 11:  If you click submit, you will receive a confirmation message for the requested 
action.  

   

Step 11a: Click the Submit review button to submit the Self Review.    

 

 

After submitting the review, you will see another confirmation message.   

 

Step 12:  The left navigation panel will display green for all completed sections for the 
individual review. 
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 Note: There are other options on this dashboard you can use while completing the 
review. 

• Options Menu located at the top right-hand corner: 

 

 

• Access the Rating Scale by clicking on the blue question mark  to open a 
separate window with the scale.  

 

• Rating scale is 1 – 5 in .1 increments: 
1. Unsatisfactory (1-1.9 ) -  Consistently below competent levels. 
2. Development Needed (2-2.9) - Some Performance is below competent  
3. Competent (3-3.9) -  Consistently at expected levels  
4. Commendable (4-4.9) -  Frequently exceeds competent levels 
5. Exceptional 5 (5) - Consistently exceeds competent levels 

 


