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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 should have each of your direct reports showing under the Team Performance Reviews section. There should be a “OSU CHS Faculty Condensed Review” form available for you to click on and review for each faculty member. Click on one of the reviews to get started.

2. You will see the Start/Welcome Page and then click “next”

3. The Job Responsibilities page will appear. Manager checks to be sure there are 4 responsibilities listed – no action needed at this time. Click “next” at bottom right of screen.


4. The Core Competencies page will appear. 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.

5. The Goals page will appear. The Manager will enter the goals for the evaluation period (prior 12 months). Click “next”
6. The Summary page will appear. On the right will be a box for you to Click acknowledge. The review will go to your employee to complete their self evaluation.

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 – Log in to talent.okstate.edu and click on the review form under the employee name under Team Performance Reviews.

Step 2 – The start page will appear with a welcome. Click next on this page:

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.

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.

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.

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.

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.

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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