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Getting Started

Look in 
the My 
Tasks 
area for 
tasks that have 
been assigned to 
you. 
To open a task, click 
the task name.

An icon will show 
you the status of 
each task.  Refer to the 
legend to learn what 
each icon means.

If available use the Quick 
Selector to get to your 
tasks faster.

Additional Resources 
provide additional online 
resources to help you.

Use Options to 
filter what will be 
shown in the My 
Tasks area.

The Activity Tracker 
provides a continuous 
status update of 
feedback, approvals, 
etc.

Click Feedback to select a Feedback Type to 
send to a team member. Or add a note to your 
feedback area. 

Use the Navigation 
Bar to go to different 
areas of the site. Using 
your browser’s Back 
button could result in 
lost data.

Click the Gear icon to manage your settings. 
Click the Question Mark 

icon to use the Online Help 
feature or to contact your 
administrator. 

Utilize the Halogen TalentSpace to update your objectives, and development plans, collect feedback and track your professional development at 
Carleton.  

This Quick Reference Guide will provide you with navigation tips through the TalentSpace. 
 
You may access the system through this url: https://tms.na1.hgncloud.com/carleton 

Navigating the Homepage
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My Performance
My Performance pages are used to update objectives, development plans and feedback on an going basis to support your professional 
development. Below is a screenshot of the features available to you in My Performance tab. Each feature in My Performance tab is explained 
in detail below. 

Profile 

Your Profile is a collection 
of information, such as 
education, certifications, 
languages and other 
important information 
that can be searched to 
identify particular areas 
of expertise and increase 
your development 
opportunities. 

Objectives 

The Objectives tab contains 
a list of your current 
objectives. 
As a best practice, update 
your objective status 
on a regular basis and 
include notes to track your 
progress. 

Feedback 

The Feedback tab contains 
feedback gathered during 
the year.  The information 
gathered throughout the 
year can be used to highlight 
accomplishments, recognition 
or areas of development.

PDP

Use the PDP tab to access your past professional development 
forms.  

Use the Options to filter by date and sort the columns as you 
wish.

Documents 

Use the Documents tab to access any documents that you 
have imported into My Performance. 
Use the Options button to filter by date and sort the 
columns as you wish.
You may use this section to store letters of recognition or 
project updates. 

To upload a document, refer to Page 4. 

Development 
Plans 
Use the Development 
Plans tab to view and 
manage your professional 
development. These may 
be used to improve a skill 
or competency in your 
current role.
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Development plans outline activities that are assigned to build skills that will help you improve or to prepare for your next role. 
Development plans that are added to your PDP form can be viewed once the process has been completed. Development plans can be 
accessed for updates from the My Performance area by selecting Development Plans.

My Performance 
To update a status of an existing Development Plan 

1. Click the title link of the 
development plan.

2. Update the status using the 

dropdown list.

3. Click OK when finished.

You can view, update and modify the status and completion percent of an objective. Objectives that are added on your Professional 
Development form will appear here once the process is completed. Access objectives by clicking the Objectives tab in My 
Performance. 

To update a status of an existing Objective

1. Select the goal you wish to update the status.

2. Update the status, percent complete and/or 
progress flag.

3. Click OK when finished.
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Uploading a Document 

Using Feedback Central 

• Go into the My Performance tab.

• Click on the Documents tab.  

• Select the Add icon.

• Type in the Title of the document that you wish to add. Click 
the Browse button, then, select the Filename. 

• Select OK. 

• Your document will now be uploaded into the Documents tab in 
My Performance. 

To Add Feedback 
• Click on the Feedback icon on your Hompage.
• Click Recognition. 
• Fill in the form. Click OK. 

Feedback Central is an excellent way for you to provide feedback to your team members. You can decide whether or not 
your team members can view the feedback you provide, but your manager can view feedback you have given to other 
employees and feedback they may have given to you.

There are 2 different types of feedback you can give or receive:
 
• My Note is used to create a note for yourself that you can share with  

management.

• Recognition is used to send specific feedback to a team member.

Types of Feedback
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Talent View
Talent View is a visual representation of your organizational directory. It is a powerful way for managers to view metrics 
across their entire organization at once by providing additional views into key talent data related to objectives, feedback, and 
professional development.
Talent View provides you two ways of viewing information about your team members: the List View and the Chart View.

To navigate within the Chart View, click and hold down the mouse button while the cursor is on the chart, and then drag the chart.

Click on the Find Me icon to find yourself in the chart. Click the Go to Top icon to move to the top of the chart.

 The List View is a directory of
team members that you can filter 
by job title, location, and other 
criteria.

You can search by names or by 
any public information in the 
team member’s profile data.

You can zoom in on a branch or individual in the 
Chart View to see more information. You can also 
drag to orient on any branch or individual you 
choose. To expand the chart fully, click Expand
All. To expand a selected card, click Expand 
Selected.
With the zoom slider you can click the plus and 
minus sign to enlarge the chart and see more 
detailed card information
on each team member.

 The employee card displays 
details about the individual 
including first and last name,
job title, department, direct 
managers, etc.
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Working with a Form in a Process

While working with a form, you are
encouraged to save your work on a
regular basis by clicking the Save button.

Note that saving the form will not submit 
it for the next step in the process; it will 
store the information in the system so you 
can return to it later.
If no activity has been detected for a
certain period of time, the system will 
warn you of inactivity. You will get a 
message asking if you’d like to continue 
working in Halogen. If no action is taken 
when the message displays, you will be 
logged out and will lose any unsaved 
work.

Once you have finished completing the 
form, click Complete to submit. The 
completed form will be saved in the 
system and submitted for the next step in 
the process.

If you click the Complete button
before you are finished, contact your
TalentSpace Administrator immediately by 
selecting the Contact Us link. 

 Key features of the forms are described here. Shown directly below is a screen shot of the Form Navigator bar found at the top of 
each form. The icons are explained below.

Click the Show as PDF icon to 
open the form in the PDF format 
in a new browser window. From 
here, you can either Save or Print 
the form. 

The Language Check tool will flag 
words that may be offensive. It will 
offer suggestions for replacement 
words; such as replacing the word 
“lazy” with “unmotivated.” 

Click the Spell Check icon to 
check the entire form for spelling 
mistakes. Note: The Spell Check 
icon also appears in sections 
within the form and allows you 
to check spelling for individual 
sections. 

Click the Print icon in the navigation 
bar. Select Normal Print or 
Condensed Print. Normal Print 
will print the form as it is shown, 
Condensed Print will print a shorter, 
more condensed print of the form. 
To keep sections together on a page, 
clear the Allow Sections to break 
across pages checkbox.

With your form open, use the split screen 
to view your Employee Records such as 
Objectives, Development Plans, or Past 
PDP. 

Select the item that you want to display. 
The split screen window will open at the 
bottom of the form. Copy and paste or 
drag and drop information directly into 
the form you are working on. 
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Working with a Form in a Process

Once the process is complete, your completed appraisal form will be saved in your Past Appraisals section in the PDP tab. 

• To view your completed form after the process closes select My Performance. 

• Click the PDP tab.

• Select the form you want to view by either clicking The Title or View. 

• You may use Options to filter Past PDPs. 

As you meet with management on an ongoing basis for feedback and to update results, you may update your 
Objectives and Development Plans under the My Performance page: 
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