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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 in

LearningLink.

Task A

Access Talent Profile
5 Steps

Task B v
Add Information to Talent Profile
Sections

\ .

Task C v

Edit Talent Profile Sections
5 Steps
\§
Task A. Access Talent Profile
Enter the web address T o— 5E 2l
L B 1

(URL) of the user ’%]E;.,..,Mﬁ
application into your S
browser Address field and
press the Enter key.

Q Enter your user ID in the
User ID textbox.

Enter your password in
the Password textbox.

Q Select Sign In.

ourse, the Leaminglink team suggests the
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Q Select your user name .in [;;?%Iﬁ Welcome Theresa DAmico | §§ Check System | Sign Qut
the User Card on your

Organization

Home page. veegers~ | Theresa A D'Amico
Sales Associate
Morth America Steel Sales e
or = LA
©  select the Your Talent To-0o List o | 13
Profile is incomplete link | [/ oo A shewieetie | L) Easy Links 7
. . Overdue e . o
n the Alerts section Of 14 days overdus [ Improving Your Sales Performance
your Home page. fihust be registered
Your talent profile Profile (s Updated:) G @
: Pl lete the followd cti
dlsplays . Co?:‘:i:t:;pt;:ntiriﬁnl;w:dgm?:\‘slt?:tsor (talent_profile_admin@plateau.com) if you need to change information in a section that you cannot edit.

1 of 2 sections completed. 1 required section is still incomplete

= Contact Information —[ g

Theresa A D'Amico
Sales Associate - North America Steel Sales
Washington DC

509 7th S5t NW
Washington, DC 20004
United States

Map

— Employee Information |' &

User ID: THADAMICO
Employee Type: Exempt Employee
Employee Status: Full Time
Supervisor: Diana M Daly
Number of Direct Reports: 0

Hired on Febi1/19%

More Employee Information

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

Icon Description

|'— Expand icon: Select to expand the section to see additional information. The icon turns into a
— minus sign icon.

|_— Select the minus sign icon to return to default view.

|' & Edit icon: Select 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: Select this icon to add additional information for that section.
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Task B.

Add Information to Talent Profile Sections

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

or

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

Welcome Theresa D'Amico | §§ Check System | Sign Out

e ——
LearningLink

Theresa A D'Amico
Sales Associate
Morth America Steel Sales

Organization

our Talent Profile is Incomplete

Catalog l

To-Do List

Y B

[ earch To Do fist. Q)

show:| Eventrine |~ | (] )

Easy Links

Overdue

st be registered

14 days owerdus L@ Improving Yeur Sales Performance

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

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

L +
— Groups and Association —[REssu=isis <

Mo Information

Enter the information as
appropriate.

Select Save.

Add Groups and Association %]

* Required Feld(s)

Group Type

* Group Mame
Role

* Member since m
* Member until @

Website

o T —
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The information displays o +
in the talent profile — Groups and Association =
section.

&+ Sales Team Association
member Aug/3/2010 - Jun/30/2011
Association

Task C. Edit Talent Profile Sections

. T S DLPATMNT OF LABOR Welcome Theresa D'Amico | §g Check System | Sign Out
Q ?ﬁleﬁt yogr ucic,er name in Leam.mmk
e User Card on your Organization
Home page. TheresaAD'Amico o
o r — MNorth America Steel Sales ‘
@ Select the Your Talent To-Do List cateog [ la
Profile is incomplete link | | e A showltents v | (CEDE Easy Links ¢l
. . Overdue o » 3
n the Alerts SeCt]Oﬂ Of 14 days overdue L Improvine Your Sales Performance
your Home page. st b registored
Locate the section to Groups and Association %
which you want to edit P e
information.

. &+ Business Development Institute
F: ) member Mow/7/2007 - Apr/B/2011

©® | sclect the Edit icon (
to access the section in
edit mode.

Professional group

&+ Sales Team Association
member  Aug/9/2010 - Jun/30/2011
Association
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displays.

Change the information * Required Field(s)
as appropriate.
a Select Save to save your Group Type o Professional group
changes. * Group Mame Business Development Institute
Role member
* Member since E‘Q Mow 72007
* Member until m Aprigizo
Website
5




