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	LearningLink
Administrator Job Aid

Access, Modify, and Configure Talent Profiles



	Job Aid: Access, Modify, and Configure Talent Profiles
	Course: Introduction to Plateau Learning Administration

Lab 3: Modify Talent Profile from User Record

	Prerequisites

· Introduction to Plateau Learning Administration
· Introduction to Plateau Performance Administration
Description

The purpose of this job aid is to guide administrators through the step-by-step process of accessing, modifying, and configuring talent profiles. 

Tasks

A. Access and Modify Talent Profiles from User Record
B. Configure Talent Profile for All Users
C. Set Expiration for Talent Profiles
D. Set Up Ad-hoc Expiration of Talent Profile


	Task A. Access and Modify Talent Profiles from User Record
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	Verify the Admin tab is selected.

Navigate to Users > Users.

Enter criteria to search for a user record.

Select Search.
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	Select the edit icon ([image: image2.png]


) for the user record.
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	On the Summary tab, select the View User’s Talent Profile link.
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	The user’s talent profile displays in a separate browser window.
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Pleass complete the following sections.
Contact the talent profile administrator (talent_profile_admin@plateau.com) if you need to change information in a section that you cannot edit.

3 of 3 sections completed.

— Contact Information &

Diana M Daly
Director of Steel Sales North America - North America Steel Sales

Marytand

7000 Arundel Mills Cir
Hanover, Maryland 21076
United States

Map

diane. daly@kso.com

] Vaimize Section  — Contact Numbers.

— Employee Information

User ID: DIMDALY Emergency contact number: 571.555.1212
Employee Type: Exempt Employee. Home Phone: 702.292.0200
Employee Status: Full Time. Work Fax: 702.292.099

Supervisor: Luke A ldziak Cell Phone: 702.555.1212





	
	Locate the section in which you want to edit information.

Select the Add icon to add an item to the section. 
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	The Add dialog box displays.
Enter the appropriate information.

Select Save to save your changes.
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	Roll your mouse over any line item and select the line item to edit. 

Or 

Select the edit icon.
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	The Edit dialog box displays.
Change the information as appropriate.

Select Save to save your changes.
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	Task B. Configure Talent Profile for All Users

	Warning: Talent profiles should only be configured by advanced administrators of Plateau Talent Management. Because there is only a single talent profile configuration for the entire system, it is advisable to have a dedicated admin to ensure and maintain accuracy and consistency.

	
	Navigate to System Admin > Configuration > Talent Profile.
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	Determine which sections to display to users on their Profile screen. 
Select and drag sections from the Unused Sections table to any table cell labeled Open in the Layout for Talent Profile table. 
You can also select and drag sections within the Layout for Talent Profile table to modify the order in which the sections are displayed to users.

Once layout is determined, select update attributes to configure each section.
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	Instructions are provided at the top on how to set up the section attributes.

Check the This section is editable checkbox to make the section editable by users.

Check the corresponding checkboxes to display the attribute to the user, or to make the attribute a required field.

Once you have made all the necessary modifications, select the Save button to save your changes.
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	You are returned to the Configuration screen.

Select Save to save your configuration changes.
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	Task C. Set Expiration for Talent Profiles

	
	Navigate to System Admin > Configuration > Talent Profile.

Select the Expiration tab.
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	Select the Notify user when the talent profile expires checkbox to have the system send users notification when their profile expires.

Select Save.
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	To schedule the expiration period for the talent profile:

Select to check the Automatically expire the Talent Profile: checkbox.

Select the number of months from the Every: drop-down menu.

Select the Select date icon to select the start date.

Select All users to expire the talent profile of all users in the system. Skip to Step 15.

or

Select Users in the selected organizations and their suborganizations to set the expiration schedule for only those employees in the specified organizations.
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	If you know the exact ID of the organization, enter it in the Organization ID textbox and select Add.

If you do not know the exact organization ID, select the add one or more from list link.
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	Enter search criteria on the Organization search screen.

Select Search.
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	Select the Add checkbox to select the organizations (you can select more than one).

Select the Add button.
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	Select Save.
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	Task D. Set Up Ad-hoc Expiration of Talent Profile

	
	Navigate to System Admin > Configuration > Talent Profile.

Select the Expiration tab.
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	Scroll down to the Ad Hoc Expiration section of the Expiration tab. 

If you know the exact ID of the organization, enter it in the Organization ID textbox. Skip to Step 8.

If you do not know the exact organization ID, select the search icon 
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	Enter search criteria to search for the organization.

Select Search.
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	Select Select link.
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	Select Expire Profiles.
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