
User Guide Performance Management – Manager 

To start a performance review for your staff, log into http://talent.okstate.edu using your O-key Credentials. 

Step 1. From the home screen select Performance. From the dropdown click on Performance Reviews and 
then select Launch Review. 
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Step 2.  Select the employee to be reviewed. Click in the user field to select the employee. You may search by 
name or CWID. 

 

 

 

 

  



Step 3.  Select the review you want to use. 

 

 

 

 

 



Step 4.  Enter the review type (annual, 90 day, etc.) and review period, then click Launch at the bottom of the 
screen.    

 

 

Step 5.  Under the tab My Assigned Reviews, you will see “Complete Manager Review of employee name”.  
Select the review you want to complete.  

 

 

 



Step 6.  The Performance Review screen will show: Employee Name and percent of completed review. The left 
side menu will show steps to compete. Click Get Started.  

 

 

 

 

 



Step 7.  At this point you are going to enter the Key Responsibilities for the employee. When complete, click 
Save and Continue at the end of the page.  

 

Step 8.  This screen will show you when the responsibilities have been entered. Click Submit. 

 

 



 

You will see a second Submit Review pop up reminder. Click Submit.   

 

 

Step 9.  Once you submit, the review will route to the employee for self-review.   

 

 

The review has now been sent to the employee to complete their self-evaluation. After they complete their 
portion of the review you will receive an email letting you know. At which point you will log into 
http://talent.okstate.edu and follow the steps on the next page of this user guide.  
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Manager Review Completion Steps 

Step 1.  Under the My Tasks widget you will see “Complete Manager Review of employee name”. Select the 
review you want to complete.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2.  The home page will show that responsibilities have been entered and the self-review completed. Click 
Get Started to complete the Supervisor Review.    

 



Step 3.  Score and comment on each section of the evaluation. On the Key Performance Responsibilities, be 
sure to place your comments below your previous comments where you identified the responsibilities. Click 
Save and Continue to advance through the screens. 

 

Step 4. Score and comment on each section of the evaluation for the Core Competencies sections. Click Save 
and Continue to advance through the screens. 

 

 



Step 5. The Accomplishments and Goals sections are optional. If you do not wish to fill out the fields, you can 
click Save and Continue. 

 

Step 6.  This screen will show you the scores of each section of the evaluation. When you are ready click 
Submit. You will see a second Submit Review pop up reminder. When ready click Submit.   

 

You have now completed the supervisor’s portion of the review. The review has been submitted to the 
indirect manager for review and will then be sent back to you for a final sign-off and meeting with the 
employee. Continue to the Supervisor Sign Off section. 

 

https://hr.okstate.edu/site-files/consultants/indirect-manager-csod-perf-guide.pdf


Supervisor Sign Off 

Step 1. Once logged into http://talent.okstate.edu, you will see the employee’s performance review in your 
My Task widget. Select the performance review to sign and then click Get Started. In the summary you can 
verify that the indirect manager viewed the review. 

 

Step 2. The final step in the electronic process is to sign and click Submit. The review is now final, and no 
changes can be made. You are now ready to meet with the employee for the one-on-one meeting to go over 
the performance review. A hard copy of the review can be printed by clicking Options and select Print from 
the menu. 

 

After you have electronically signed, click Submit to send the review to the employee for electronic signature. 
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