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Accessing Performance Evaluation  

 

When a form has been created that 
ǊŜǉǳƛǊŜǎ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŀǘǘŜƴǘƛƻƴΣ 
the employee will receive a 
notification email similar to the 
email displayed to the right. 

 

The employee can click the link in 
the email directly to the form or log 
in to mytalent.ku.edu using their 
KU online ID and password. 

 

In addition to the notification 
email, the evaluation will show up 
ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ά¢ƻ 5ƻέ ƻƴ ǘƘŜƛǊ 
home page.  The employee can 
click on ǘƘŜ ά9ǾŀƭǳŀǘŜ 
tŜǊŦƻǊƳŀƴŎŜέ ǘƛƭŜ ǘƻ ŦƛƴŘ ŀ ƭƛƴƪ 
directly to the evaluation form. 
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The performance evaluation form 
can also be accessed by clicking on 
άIƻƳŜέ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ 
άtŜǊŦƻǊƳŀƴŎŜέΦ  

 

/ƭƛŎƪƛƴƎ ƻƴ άtŜǊŦƻǊƳŀƴŎŜέ ǘŀƪŜǎ 
the employee to their Performance 
Inbox.  Forms needing action will 
show up in the Inbox.   
      Due dates for the form are 
displayed in the inbox.   
      Click on the title of the form. 

 

The employee will complete their 
self-evaluation. 

Adding Goals to the Evaluation  

 

Goals are required to complete the 
evaluation.  If you do not have a 
goal, you can add one to the 
ŜǾŀƭǳŀǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ άŀŘŘ Ǝƻŀƭέ ŀǘ 
ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ άDƻŀƭǎέ {ŜŎǘƛƻƴΦ   

Evaluating Goals  
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Click anywhere on the goal window 
for more details to appear to 
ƛƴŎƭǳŘŜ άDƻŀƭ 5Ŝǘŀƛƭǎέ ŀƴŘ άhǘƘŜǊ 
5ŜǘŀƛƭǎέΦ 

 

   Goal name and measure of 
success 
   Goal details 
   Click on  άhǘƘŜǊ 5Ŝǘŀƛƭǎέ  

 

¦ƴŘŜǊ άhǘƘŜǊ 5ŜǘŀƛƭǎέΣ ά¢ŀǎƪǎέ ŀƴŘ 
άtǊƻƎǊŜǎǎ ¦ǇŘŀǘŜǎέ ŀǇǇŜŀǊΦ 
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