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How to Use Stakeholder Comments 
Performance Excellence Job Aid for Staff (Reviewees) and Stakeholders 
 
Launched in 2026, Stakeholder Comments is an optional feature in myHR Learn that allows staff 
(reviewees) to request feedback from faculty or staff(stakeholders) with whom they regularly 
interact as a part of their job responsibilities. This job aid shows staff and stakeholders how to use 
the stakeholder comments feature in myHRLearn. 
 
Overview: 

1. Reviewees can invite stakeholders to provide feedback/comments by adding stakeholders 
to their performance review using the Participant function in myHR Learn. 

2. If the stakeholder provides feedback, it will be immediately visible to the Review Owner 
(usually the reviewee’s direct supervisor). 

3. Reviewees will not see the feedback/comments until the Review Owner releases the 
performance review. If no feedback is provided, the stakeholder comments section will 
remain blank. 

 
For questions not addressed in this job aid, email us at askhr@northwestern.edu. 

FOR REVIEWEES: INVITE A STAKEHOLDER TO A PERFORMANCE REVIEW 2 

FOR REVIEWEES: REMOVE A STAKEHOLDER FROM A PERFORMANCE REVIEW 5 

FOR STAKEHOLDERS: HOW TO ADD COMMENTS 8 

FOR REVIEW OWNERS & PEX ADMINISTRATORS: REOPEN & REMOVE STAKEHOLDERS 12 
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 2 

For Reviewees: Invite a Stakeholder to a Performance Review 
1. Open your Performance Review in myHR Learn. 

 
 

2. Click the three dots menu on the top right-hand corner. 

 
3. Click Participants. 

 

http://learn.northwestern.edu/
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4. Click the Add Reviewer field and enter the person's name. 

 
5. Click the Person's Name and check their Job Title to confirm your selection. 
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6. Click Add.  
Please note, myHR Learn will automatically send the person an email informing them of the 
invitation with the subject line “You have been invited to provide feedback on the 
Performance Review for (reviewee’s name).” 

 
7. The person's name will now appear as a Reviewer on your Performance Review form, with the 

title Stakeholder in parentheses next to their name. 

 
 
 
 



 

 5 

 
 
 

 

For Reviewees: Remove a Stakeholder from a Performance Review 
1. Open your Performance Review form in myHR Learn. 

 
 

2. Click the three dots menu in the top right-hand corner. 

 

http://learn.northwestern.edu/
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3. Click Participants. 

 
 
4. Click the dropdown arrow next to the word Stakeholders. 
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5. Click the trash can icon next to the name of the Stakeholder you'd like to remove. 

 
 
6. Click Ok. This action their comments from your Review. 
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7. When you open your Performance Review, the person's name should no longer appear. 

 

 

For Stakeholders: How to Add Comments 
In the following example, Lei Zhao (reviewee) has invited Charles Kellom to be a stakeholder in 
her PEX review. 
 
1. As a Stakeholder, you will receive an automated email from myHRLearn@northwestern.edu 

that includes a link to the Stakeholder Comments section. 

 

mailto:myHRLearn@northwestern.edu
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2. Log into myHR Learn, you will see a pop-up notification asking you to accept or decline the 

feedback invitation. 

 
 
3. Click Accept. 

 

http://learn.northwestern.edu/
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4. Click Open. 
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5. Click Stakeholder Comments to open and view the section.

 
 

6. Add your feedback, once you are finished click Next.  
 
myHRLearn automatically saves everything  typed into the form. You can use the link from your 
email to return to the form anytime. 
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7. When you're finished submitting feedback, click SUBMIT. The comments are immediately 
visible to the Review Owner, usually the reviewee’s direct supervisor. 

 
 
 
 
 
 

For Review Owners & PEX Administrators: Reopen & Remove 
Stakeholders 
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1. Open the Review Form in myHR Learn. In this example, we are reopening a Review for a 
fictional employee named Saba Test1 (reviewee), Lei Zhao has been invited as a 
Stakeholder. 

 
 
2. Click Participants. 

 
 

http://learn.northwestern.edu/
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3. Click the dropdown arrow next to Stakeholders. 

 
 
4. To reopen the Stakeholder Comments section for a specific person (Lei Zhao), click the 
curved arrow next to that person's name.  

 
Please note, if the stakeholder has submitted comments, you will see a curved arrow, if 
they have not submitted comments, you will see a trash can icon. 
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5. Click Ok. 

 
 
6. To remove a stakeholder that has not submitted comments, repeat Steps 1-4, and click 
the trash can icon next to the person's name. 
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7. Click Ok. 

 


