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Manager Instructions – CHS Faculty Condensed Review Form

Human Resources will bulk launch/start all annual performance reviews. Managers will login to start the process for each employee. Please follow the steps below.

How to Start a Review
1. Log in to talent.okstate.edu

You will see the page below. You should have each of your direct reports showing with the “OSU CHS Faculty Condensed Review” form available for you to click on and review. Click on one of the reviews to get started.
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2. You will see the Start/Welcome Page and then click “next”:
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3. Manager checks to be sure there are 4 responsibilities listed – no action needed at this time. Click “next” at bottom right of screen.
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4. Core Competencies –If your employee has supervisory responsibilities please click “add core competencies” and click on the “supervisory” competency so it is added to the review. Click “next” at the bottom right of screen.
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5. Goals – The Manager will enter the goals for the evaluation period (prior 12 months). Click “next”
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6. The Summary page will appear. On the right will be a box for you to Click acknowledge.
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7. Employee gets email notification to complete self evaluation.
Manager gets email notification that employee can complete self evaluation.


How to Complete the Review

Manager gets email notification when employee self evaluation is complete. Manager completes the evaluation with comments for the job responsibilities, competencies, and goals. No number scoring is required. 
Step 1 – click on the review form under the employee name.
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Step 2 – The start page will appear with a welcome. Click next on this page:
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Step 3 –  The Job Responsibilities page will appear. Add evaluation comments for each job responsibility and then click “save and share” and then click next.
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Step 4 –  The Core Competencies page will appear. If applicable, enter evaluation comments for the supervisory competency. If you did not choose the supervisory competency, then you will enter N/A in the summary comments. Click “next” when you are done with this page.
No Supervisory competency:
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Supervisor competency:
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Step 5 – The Goals page will appear. Enter evaluation comments regarding the employee’s goals. You can mark as Did not Achieve, Achieved, In Progress, or Not Applicable. Click “next” when you are done on this page.
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Step 6 -  The Rating Summary page will appear. In the box on the right you will click “acknowledge” to push the review to your one up supervisor.
One up supervisor gets email to acknowledge the review.[image: A screenshot of a computer
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Step 7 - Manager receives email that review is approved by one-up.
Manager has review discussion meeting with employee.






Step 8 – Manager logs into Page Up. Go to the “Next Step” tab at top. The overall rating should say “not rated” and there will be a rating summary. Manager pushes “employee acknowledgement” step to employee in Page Up.
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Step 9 – Employee receives email to acknowledge their review form. Employee clicks “acknowledge” in Page Up.

Step 10 – Review form status is now complete.

Contact Human Resources with any questions on the review process or forms at tulsa.hr@okstate.edu
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Competencies are the knowledge, skills, abilities and personal attributes that an employee needs to perform their job.

Toward the end of the evaluation period, the employee and supervisor will have the opportunity to evaluate and rate each of the competencies below.

Supervisor Instructions:

Four required competencies have been pre-added to the page below. If the employee is in a supervisory role, click the "Add Core Competencies" button at the bottom of the
page to select and add the supervisory competency as needed.

Employee Instructions:

No action is required from you in this section at this time. Familiarize yourself with the OSU's core competencies below. Your performance in these areas will be evaluated.
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Supervisor Instructions:
During this step, please add any goals to the section below by clicking "Add Goals.” Each goal requires a title. In the measure box, describe the goal and include how the goal
will be evaluated. For questions and resources on setting goals, review the Supervisors' Toolkit or reach out to your HR consultant or campus HR office.

Employee Instructions:

During the goal setting phase: please review your goals. To add a goal, click "Add Goals.” Each goal requires a title. In the measure box, describe the goal and include how the
goal will be evaluated. You may also review any goals your supervisor has set for you below.

During the review phase: you should meet with your supervisor to discuss. Please view and assess your goals in the "goals” tab above.

During the coaching and goal tracking phase, goals will be locked and only supervisors can make edits. You may track your goals and make notes with the "Journal entry”
button at the top of your screen.
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You are currently in the Supervisor Evaluation step of the performance process.

Jayde has completed their self-evaluation and you now have the opportunity to complete the supervisor portion of their review. Use this form to evaluate your employee's
performance.

After the evaluation is filled out, make arrangements to meet with Jayde and discuss the performance evaluation.
Note: Jayde will not have access to their review while you are completing your evaluation.

Click Next below to advance to the next tab to get started with your review.

Next 3
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Supervisor & Employee Instru

ns:

Job responsibilties are listed below. During this phase, do not edit job responsil

1. Provide required narrative comments describing your performance as it relates to your Major Responsibilities to include percent effort for Teaching,
Research/Scholarly and Creative Activity, Service/Outreach, and Administrative.

2. Upload supplementary documents and link journal entries by using the "down arrow" by the comment button.

You can also leave final comments at the bottom of the page. When you are done, click "Next" to advance to the next section.

~ Job Responsibility #1 - Teaching

Please describe performance as it relates to the responsibility of Administrative Duties and include the percent of time for this duty for this position.
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Competencies are the knowledge, skills, abilities and personal attributes that an employee needs to perform their job.
Toward the end of the evaluation period, the employee and supervisor will have the opportunity to evaluate and rate each of the competencies below.

Supervisors: You may add Core Competencies to the evaluation by clicking "Add Core Competencies” and selecting the skill sets to populate.
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‘The Goals section of the review is unrated and does not figure into the final review score. You can leave comments, upload documents or link a journal entry using the "Add
comment" button for any goals you have entered below.

When complete, click "Next" to move on to the next section of the review.
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* You cannot progress this review to the next step as sign-off has not been completed.

Please review the previous sections to ensure you have left comments accordingly. You can also leave final overall comments in the box below.

When you are done, click "l agree” below to complete your evaluation and move the review into the Employee/Supervisor Review Discussion step. Then, make
amangements to meet with Jayde and discuss their evaluation.

Note: Jayde will be unable to view their evaluation during the Employee/Supervisor Review Discussion phase. Their visibility will resume after their evaluation is moved into
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Welcome to the 2025-2026 Annual Performance Review Process.

You are currently in the Performance Planning step of the performance process.

During this step, you will build out the subsequent sections with Jayde's relevant job responsibilities, core competencies and goals for the year.
The Performance Planning step is open until 04 Oct 2025, and, Jayde will not have access to the review during this time.

Click Next below to advance to the next tab to get started.
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Supervisor Instructions:

Job responsibilities have been pre-added to the page below. You can add more job responsibilities by clicking the "Add Job Responsibilities” button below. Do not edit the job
responsibilities once the performance planning phase has completed.

Employee Instructions:

Your supervisor has built out at least one job responsibility below. You are welcome to review it, but no action is required from you in this section at this time. The job
responsibilities below are populated as listed in your position description. Do not alter job responsibilities or their weight during this step.
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