
ESS – Reviewing & Updating My Talent Profile

1. Select Me to display your 
employee functions

2. Scroll down and click Show More
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3. Click Skills and Qualifications 
under the Career and 
Performance heading
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4. Review your Profile Strength

This will increase as you add 
skills and qualifications to your 
profile

5. Click the arrows on the right side 
of the page to expand or collapse 
the content sections
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Note: Content sections with an Add 
or Edit button can be updated by you

6. Click Add to add content to your 
profile or click Edit to modify the 
existing content

Note: Content sections without an 
Add or Edit button cannot be 
updated by you

Note: The Training section will be 
populated automatically from Relias 
and cannot be updated here
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Note: When adding or editing, each 
section will vary slightly based on the 
information that is relevant to the 
specific section

7. Enter all relevant details including 
required fields indicated with a 
blue asterisk

8. When finished, click Save

9. If required to submit for approval, 
click Submit
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Note: Licenses & Certs, Degrees, 
Credentials, and Authorizations all 
require HR approval upon submittal

Note: Licenses, Certifications, and 
Degrees require supporting 
documentation to be uploaded prior 
to submittal
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10. Continue to review and update 
accordingly until your profile is 
complete

End of Procedure


