
LTM – Address - Maintain 

Purpose: Employees will use the NH FIRST Employee Space to maintain addresses. 

Use the NH FIRST Rich Client to maintain addresses. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click My Profile. 

 

 

 

4. Click the Personal Information tab. 
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5. To update an existing address:  a. On the Addresses panel, double click to open the address to 
update. 

 

 
 
6. To update an existing address:  b. Select the effective date of the change from the calendar, or On 

the Addresses panel, double click to open the address to update. 
1. Select the effective date of the change from the calendar, or enter the effective date of 

the change in the format MMDDYYYY or MM/DD/YYYY 
2. Update the information, as necessary. 
3. Click Actions > Save 

 

 
 

You have successfully completed this task. 
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LTM – Search – Available Jobs 

Purpose: Employees will use the NH FIRST Employee Space to search for available jobs. 

Use the NH FIRST Rich Client to search for available jobs. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click Opportunities. 

 

 

 

 

4. To search for opportunities that meet your interests, enter a combination of keywords and field 
values, and click Search.  You can use a combination of criteria for your search. 
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5. Double click a job that interests you to view the details. 

 

 

 

 

 

6. To save the job, click Save To Job Cart. 
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7. A confirmation message appears, to acknowledge click Yes. 

 

 

 

 

 

8. Close forms until you return to the Job Opportunities form.  To apply for the job, click Apply Now. 
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9. Complete and Submit the application. 

 

 

 

 

You have successfully completed this task. 
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LTM – Change Name 

Purpose: Employees will use the NH FIRST Employee Space to change their name. 

Use the NH FIRST Rich Client to change their name. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click My Profile. 

 

 

 

 

 

4. Click Change Name. 
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5. Using the table that follows as reference, fill out the form.  Scroll down to attach comments.  Click OK.   
 
 

 
 
 
 

Field Value 

Effective Date Select the effective date from the calendar, or enter the effective date in the 
format MMDDYYYY or MM/DD/YYYY 

Reason Select a reason for the name change 

Title Defaulted from Resource. If applicable, enter the new title of the employee 

First Name Defaulted from Resource. If applicable, enter the new first name of the 
employee 

Middle Name Defaulted from Resource. If applicable, enter the new middle name of the 
employee 

Last Name Defaulted from Resource. If applicable, enter the new last name of the 
employee 

Suffix Defaulted from Resource. If applicable, enter the new name suffix of the 
employee 
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Professional 
Designation 

Defaulted from Resource. If applicable, enter the new professional 
designation of the employee 

Marital Status If applicable, select a new marital status 

Former First Name If applicable, enter the former first name of the employee 

Former Middle Initial If applicable, enter the former middle initial of the employee 

Former Last Name If applicable, enter the former last name of the employee 

Description Enter a description of the attachment. If left blank, defaults with the 
attachment file name. 

Attach Supporting 
Document 

Attach pertinent documentation, if necessary 

 
 
 

6. You will see a Pending Name Changes link.  Clicking this link allows you to see (and 
maintain) your name change.  The request is routed to the HR Administrator. 

 

 
 
 

You have successfully completed this task. 

 



LTM – Emergency Contact Details - Maintain 

Purpose: Employees will use the NH FIRST Employee Space to maintain emergency contact 
details. 

Use the NH FIRST Rich Client to maintain emergency contact details. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click My Profile. 

 

 

 

 

4. Click the Personal Information tab. 
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5. To add a new Emergency Contact:  a. On the Emergency Contacts panel click Create. 
 

 
 
 
 
 
6. To add a new Emergency Contact:  b. Using the table that follows as a reference, fill out the form.  c. 

click OK. 
 
. 
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Field Value 

Effective Date Select the effective date from the calendar, or enter the effective date in the 
format MMDDYYYY or MM/DD/YYYY 

First Name Enter the first name of the emergency contact 

Last Name Enter the last name of the emergency contact 

Relationship Enter the relationship of the emergency contact to the employee 

Preferred Contact Click the checkbox if this is the preferred emergency contact of the 
employee 

Preferred Contact 
Method 

Among all the contact methods you enter below, select the one that should 
be used first. 

Home Phone Enter the contact’s home phone. This is required if the preferred contact 
method is Home Phone 

Work Phone Enter the contact’s home phone. This is required if the preferred contact 
method is Work Phone 

Mobile Phone Enter the contact’s home phone. This is required if the preferred contact 
method is Mobile Phone 

Email Address Enter the contact’s email address. This is required if the preferred contact 
method is Email Address 

Instant Message 
Network 

Enter the contact’s Instant Message Network. This is required if the 
preferred contact method is Instant Message 

IM Address Enter the contact’s IM Address. This is required if the preferred contact 
method is Instant Message 

Same As Resource 
Address 

If the contact’s address is the same as the employee’s address, select 
which employee address. 

Other Address If the contact’s address is different from the employee’s address, enter 
another address. 
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7. To update an existing Emergency Contact:  a. On the Emergency Contacts panel, double click to 
open the emergency contact to update. 

 

 
 
 
 
8. To update an existing Emergency Contact:  b. Select the effective date of the change from the 

calendar, or enter the effective date of the change in the format MMDDYYYY or MM/DD/YYYY.  c. 
Make changes.  d. Click OK. 
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9. To delete an existing Emergency Contact:  a. On the Emergency Contacts panel, click the 
emergency contact to delete.  b. Click Delete. 

 

 
 
 
 
 
10. To delete an existing Emergency Contact:  c. Click Yes to confirm. 
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11. To delete an existing Emergency Contact:  d. Select the effective date of the change from the 
calendar, or enter the effective date of the change in the format MMDDYYYY or MM/DD/YYYY.  e. 
Click OK. 

 

 

 

12. The contact no longer displays. 
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You have successfully completed this task. 
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LTM – Request Leave of Absence 

Purpose: Employees will use the NH FIRST Employee Space to request a leave of absence. 

Use the NH FIRST Rich Client to request a leave of absence. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click My Profile. 

 

 

 

 

4. Click the Work Assignments tab. 
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5. To request a new leave of absence:  a. On the Leave of Absence panel, click the Request Leave 
button. 

 

 

 

 

6. To request a new leave of absence:  b. Using the table that follows as reference, fill out the form.  c. 
Click Actions > Save. 
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7. To cancel a leave request:  b. Click the leave request.  c. Click the Cancel Request button. 

 

 

 

 

8. To cancel a leave request:  d. Enter a Reason code.  c. Click OK. 

 

 

You have successfully completed this task. 

 



LTM – Work Assignment – View Details for 
Current 

Purpose: Employees will use the NH FIRST Employee Space to view details on their current 
work assignment. 

Use the NH FIRST Rich Client to view details on their current work assignment. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click My Profile. 

 

 

 

 

 

4. Click the Work Assignments tab. 
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5. In the Work Assignments panel, double click the work assignment to view. 

 

 

 

 

 

 

6. To view a description of the current work assignment, click the Position Description tab. 
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7. Position description detail displays. 

 

 

 

 

You have successfully completed this task. 

 



LTM – Add/Update Education & Credentials 

Purpose: Employee will use NH FIRST Employee Space to add and update education and 
credentials  

Use the NH FIRST Rich Client to add and update education and credentials 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click My Profile  

 

4. Click the Talent Profile tab. 
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5. To add a new Education, 

a. On the Education panel, click Create 
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b. Fill out the form with the information in the table  

 
 
Field Value 

Reason Select a reason for adding the education 

Education Select the education. If the education is not listed, use the Other field. 

Education 
Specialization 

Select the education specialization. If the education specialization is not 
listed, use the Other field. 

Completion Date If the education has been completed, select the date the education was 
completedfrom the calendar, or enter the date the skill was acquired in the 
format MMDDYYYY or MM/DD/YYYY 

In Process Click the checkbox if the education is in process. 

Education Institution Select the education institution. If the education institution is not listed, use 
the Other field. 

Attachment 
Description 

Enter a description of the attachment. If left blank, defaults with the 
attachment file name. 

File Name Attach pertinent documentation, if necessary 

 
c. Enter Comments 
d. Click Save. 
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The new education is routed to the HR Administrator for validation. 
6. To update an existing Education, 

a. On the Education panel, double click to open the education to update 
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b. Update the information, as necessary. 
c. Click Save 

  
 

7. To add a new Credential, 
a. On the Credentials panel, click Create 
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b. Fill out the form with the information in the table  
 

 
 

Field Value 
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Reason Select a reason for adding the credential 

Credential Select the Credential 

Other If the credential  is not available in the above list, enter another credential 

Credential Number If applicable, enter the credential number 

Original Credential 
Date 

Select the date the credential was acquired from the calendar, or enter the 
date the credential was acquired in the format MMDDYYYY or 
MM/DD/YYYY 

Most Recent 
Renewal 

Select the date the credential was most recently renewed from the 
calendar, or enter the date the credential was most recently renewed in the 
format MMDDYYYY or MM/DD/YYYY 

Expiration Select the date the credential will expire from the calendar, or enter the 
date the credential will expire in the format MMDDYYYY or MM/DD/YYYY 

Credential Source Select where the credential was acquired 

Other Source If the qualification source is not available in the above list, enter another 
qualification source 

Attachment 
Description 

Enter a description of the attachment. If left blank, defaults with the 
attachment file name. 

File Name Attach pertinent documentation, if necessary 

 
c. Enter Comments 
d. Click Save. 

 
 
The new credential is routed to the HR Administrator for validation. 
 
8. To update an existing Credential, 

a. On the Skills panel, double click to open the credential to update 
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b. Update the information, as necessary. 
c. Click Save 

 
 
 You have successfully completed this task. 
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LTM – Job Cart 

Purpose: Employees will use the NH FIRST Employee Space to view their job cart. 

Use the NH FIRST Rich Client to view their job cart. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click Opportunities. 

 

 

 

 

4. To locate the job you saved, click the My Job Cart tab. 
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5. Double click a job to view the details. 

 

 

 

 

 

6. To view an application for a job, click View Application. 
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7. Several form tabs display on the left, enabling you to access additional information.  When you are 

finished, close  windows until you return to the Job Opportunities form. 

 

 

 

 

 

8. To apply for a job, click Apply Now. 
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9. Complete and Submit the application. 

 

 

 

 

 

You have successfully completed this task. 
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LTM – Job Cart 

Purpose: Employees will use the NH FIRST Employee Space to view their job cart. 

Use the NH FIRST Rich Client to view their job cart. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click Opportunities. 

 

 

 

 

4. To locate the job you saved, click the My Job Cart tab. 
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5. Double click a job to view the details. 

 

 

 

 

 

6. To view an application for a job, click View Application. 
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7. Several form tabs display on the left, enabling you to access additional information.  When you are 

finished, close  windows until you return to the Job Opportunities form. 

 

 

 

 

 

8. To apply for a job, click Apply Now. 
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9. Complete and Submit the application. 

 

 

 

 

 

You have successfully completed this task. 
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LTM – My Applications 

Purpose: Employees will use the NH FIRST Employee Space to view their applications. 

Use the NH FIRST Rich Client to view their applications. 

1. Click on the NH FIRST Rich Client icon .  Login using your username and password. 

 

 

 

 

 

2. From the canvas, double-click the Employee icon: 
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3. Click Opportunities. 

 

 

 

 

4. To locate the job you applied for, click the My Applications tab. 
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5. To view details of an application, double click the job. 

 

 

 

 

6. Note that this form includes several tabs on the left to access additional information. 
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You have successfully completed this task. 
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