
Add External Training to Talent Management System (TMS) Transcript 
 
 
From osuokc.edu, log in to my.OKSTATE with your O-key credentials. On the Employee tab, click the link 
for Talent Management System. 
 
Click on T for Completed Transcript.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To add external training, click on the 3 dots on the far right for more menu options, and pick Add 
External Training. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



In the form, enter the title of the training, description, the institution sponsoring the event, training 
dates, cost (can be 0), and the credits earned (number of hours of training). You are also able to drag 
and drop or upload files with more detailed training information. 
 
Click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you submit the training, it will show up right away in your transcript. Be sure to select Mark 
Complete to move training to your completed list. If training was set up with a future date, you will not 
be able to mark complete until that date.  
 
 


