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Job Aid: Accessing and Modifying Talent Profile

Purpose

The purpose of this job aid is to guide users through the step-by-step process of accessing their talent
profiles, adding information to their profiles, and editing existing talent profile information.

Task A

Access Talent Profile
4 Steps

Task B v
Add Information to Talent Profile Sections
5 Steps
\ H
Task C v
Edit Talent Profile Sections
4 Steps
g
Task A.  Access Talent Profile
Q Enter the Web addreSS Sf http:/ftmstd kso-train.plateau.com/learning/user/login,sp G‘ (<
[N
(URL) Of the user Learning and Performance
: L successfactors™
appl |Cat|on |nt0 you r BUSINESS EXECUTION SOFTWARE

browser Address field and
press the Enter key.

@ Enter your user ID in the Welcome ‘“” Al

User |D textbox_ To sign in, enter your uzser ID and passward in the space provided

to the right and click the Sign In buttan. Ifyou have fargotten your
uzer D ar passward, links below the sign in box will assistyou in

Enter yOUI’ paSSWOI’d |n recovering your credentials. If you do not have an 1D and would like e
t ister, pl lick the "Mew User? link below the sign in hax. zer |D:
the Password tethOX o register, please click the "New User? link below the sign in box p I} |:I

® click Sign In. ©®

Forgot Password? Forgot 107
© 2011 SuccessFactors, Inc. -1- SuccessFactors Learning

Confidential. All rights reserved.



} SuccessFactors Learning v 6.4
successfactors User Job Aid

FUAINESS ERECCTIEN SOERIRAE Accessing and Modifying Talent Profile

- - Wizlcome Brian Fahey | §§ Check System | Sign Out
Q Click your user name in successfactors®
BUSINESS EXECUTION SOFTWARE _
Home My Employees Organization
the User Card on your
Home page. Brian A Fahey 9 SR
Europe Ol Sales '
or LEM
. To-Do List Catalog | Q
@ Click the Your Talent — T T S— Fosy tinks @
Profile is incom p lete link Overdue Approvats Perfarmance Reviews
. . 2 days overdue '@ Management Fundamentals ‘::'3"“"[”“‘:‘““':“““"' ';:““:’ Learning
in the Alerts section of st be regitered
@ Management Policies and Procedures Options and Settings Start a Multi-Rater Assessment
your Home page. e
Order Ticket:
Due within a week . R Loss &
Your talent profile Brofile; . lssleisted) & © Hen
- Flease complete the following sections
d Isplays - Contact the talent profile administrator (talent_profile_admin@plateau.com) if you need to change information in a section that you cannot edit,
5 of 11 sections completed. 6 required sections are still incomplete
= Contact Information
Brian & Fahey
Director of Qil Sales Europe - Europe Oil Sales
Maryland
21236
Map
brianfahey@successfactors.com
= Employee Information « | =Projects ®
User ID: BRAFAHEY « Piedmont Team member Role
Supervisor: Dorr fhills fodernization project at Acme Industries,
Humber of Direct Reports: 2
»" Harpo Consultant and Team member Raole
— — Develop and install requested enhancements and customizations ta the
Length of Service: 15 wears and ¥ months generic systen

Use the icons as described below to view information in the talent profile:

Icon Description

Expand icon: Click to expand the section to see additional information. The icon turns into a
minus sign icon.

Click the minus sign icon to return to default view.

Edit icon: Click this icon to edit the information. Only information with this icon can be edited by
the user; all other data can be updated by sending email to the admin.

+ Add icon: Click this icon to add additional information for that section.
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Task B.

Add Information to Talent Profile Sections

Click your user name in
the User Card on your
Home page.

or

Click the Your Talent
Profile is incomplete link
in the Alerts section of
your Home page.

Welcome Brian Fahey | g Check System | Sign Out
successfactors®
SUSINESS EXECUTION SOFTWARE

My Employees Organization
@& Help
Brian A Fahey )
Your Talent Prafile is Incomplete
Director of Oil Sales Europe
Europe il Sales '
To-Do List Catalog | | Q@
r 1 -
ST Easy Links @
Overdue Approvals i
2 days overdue @ Management Fundamentals BlackRock:Successitory
) External Requests
fhust be registerad Hews Skills Inventory
& Manage licies and Procedures Options and Settings Start a Multi-Rater Assessment

Order Status
Order Tickets

Nhust be registered Start a Self Assessment

Due within a week

When your talent profile
appears, locate the
section to which you
want to add information.

+
Click the Add icon ( =)
to add information to the
section.

o o +
— Groups and Association —QEaailia =

Ba Information

Enter the information as
appropriate.

Click Save.

Add Groups and Association [X|

* Required Feld(z)

Group Twpe

* Group Mame
Role

* Member since |qi"|
dember until |T|

Wehsite

T Jomt

The information displays
in the talent profile
section.

— Groups and Association =

&+ Sales Team Association

Member Augf10/2010 Aszociation
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Task C.

Edit Talent Profile Sections

Click your user name in
the User Card on your
Home page.

or

Click the Your Talent
Profile is incomplete link
in the Alerts section of
your Home page.

Welcome Brian Fahey | g Check System | Sign Out
successfactors®
SUSINESS EXECUTION SOFTWARE

My Employees Organization
@& Help
B"l?" A Faﬁey Your Talent Profile is Incomplete q
Director of 0il Sales Europe
Europe Ol Sales '
To-Do List Catalog | | Q@
[ o) Show:| Bverythine [~ | Easy Links &

Overdue Approvals
BlackRock:SuccessStory
External Requests

Hews

Options and Settings
Order Status

Order Tickets

2 days overdus 7] Management Fundamentals

Must be registersd

Skills Inventory
Start a Multi-Rater Assessment

1@ Manage: licies and Procedures

Start a Self Assessment

fhust be registered

Due within a week

Locate the section to
which you want to edit
information.

Click the Edit icon (=)
to access the section in
edit mode.

== Groups and Association

@ &+ Sales Team Association

Member AugF10/2010 Association

Business Development Institute
M owf 72007 Profeszional Group

[

Member

The Edit dialog box
displays.

Change the information
as appropriate.

Click Save to save your
changes.

Edit Groups and Association |

* Required Feldiz)

Group Tvpe Profeszzional Group

* Group Mame e Busziness Development [natitute
Raole b ember

* fember since 7 Nav/7/2007

™

Member until

Wehsite
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