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Employees Maintaining and Updating Talent Profiles 
Talent Profiles enable employees to provide details about their accomplishments to their 

organization via self-service. The Talent Profile allows employees access to view summary 

information about their own profile and make updates or additions to their profile. Through 

Manage Talent Profiles employees are engaged and encouraged to contribute to their profile to 

provide the most current information on their skills and accomplishments.  

As an active participant, employees assist their organization in making decisions about 

promotions and advancement. Employees have the opportunity and the tool to maintain their 

current internal profile with their education, career interests, achievements, licenses and 

certifications and more. Having this information available provides managers and leaders the 

opportunity to plan and fill roles in the organization with identified talent. 

During the OnBoarding process, much of the data regarding an employee’s education and 

background are collected. However, not all of an employee’s accomplishments are collected at 

this time.  

Note: It is best practice for employees to review and update their Talent Profile annually; 

however, using the ESS Talent Profile pages provides employees the capability to update their 

skills and accomplishments as they acquire them. 

Talent Profile Sections 
The Talent Profile has three main sections: General, Education, and Accomplishments.  

General Section  
This section contains options that are captured in the current New Hire OnBoarding process. 

However, for existing employees, some of the information in this section can be updated using 

the Personal Details Tile, while other options have been captured and updated by Human 

Resources. Once employees have access to this section, they can update or  make changes if 

applicable.  

General Page Options:  

 

Data Privacy Elections – Data the employee selects to keep restricted. 

Document Acknowledgements – Acknowledgements that Institutional Policies have been 

read. 

Relative Employed by UT – Adding details on any Relative that is employed by UT. 

Veteran Identification – Adding or Updating an employee’s veteran status. 

Current Location – Adding a physical work location on Campus. 
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Step 1 of 5 – Navigation  
Navigate to the PeopleSoft Employee Self Service Dashboard. Once on the Employee Self 

Service Dashboard, click on the Talent Profile Tile.  

 
 

This opens the Talent Profile. The collection of pages is on the left hand side of the page.  
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Note: The small question mark icon  on the right side of the page provides information 

about the content on the Talent Profile pages.  

 

 

Step 2 of 5 – General Section   
This section may have been pre-populated through the OnBoarding Process for new hires or 

previously captured for existing employees.  

Employees can review the page options in this section and make changes if needed.  
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Step 3 of 5 – View/ Edit Existing Option   
Click on the page link to review the information. If there is an option populated, click on the 

arrow under the Edit/View column.  

 

This opens the Data Privacy Elections that have been previously established.  
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If the employee wants to remove the restriction or restrict a previously unrestricted item, they 

either uncheck or check the box beside the item.  

 
 

If making changes, click the Save button to  close the box and update the selections. If no 

changes are needed, click the Cancel button to close the box and return to the page.  

 

Step 4 of 5 – (If Needed) Adding an Additional Selection   
If an additional selection is needed on one of the pages, click the plus button.  

 

 
 

The pop-up window opens. Enter the Date and click on the magnifying glass to open the 

Lookup Table for the values for the item. Select from the Lookup values. 

 
 

To close the pop-up window and save the data, click the Save button.  

 

Note: The General pages pop-up windows have checkboxes. Employees need to read the 

statements beside checkboxes and check appropriate checkboxes if needed before saving the 

details.  
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Step 5 of 5 – (If Needed) Delete Existing Option   
If the employee would like to remove all the information for any page in any section of the 

Talent Profile, they can click the Delete button in the pop-up window.  

 
 

A verification question appears. Click Yes to delete the selections and close the pop-up window. 

 
 

Note: All pages in the General section can be viewed, edited, added to, and the information 

deleted if no longer applicable.  

 

Education Section 
This Section contains two pages: Highest Education Level and Degrees.  

For most employees, their Highest Education Level has been captured either by Human 

Resources or through the OnBoarding Process. If employees obtain additional education, i.e., 

degrees, secondary degrees, or advanced degrees, they are able to add them to their profile.  

 

Step 1 of 9 – Navigation  
Navigation is the same for all of the Talent Profile options. Click on the Talent Profile Tile on the 

PeopleSoft Employee Self Service Dashboard.  

 



 

9 
 

OFFICE OF SHARED INFORMATION SERVICES 

Click on Education to open the Education section.  

 

Step 2 of 9 – View Highest Education Level    
This information may have been pre-populated through the OnBoarding Process for new hires 

or previously captured for existing employees.  

To view the details, click on the arrow in the Edit/View column to open the Highest Education 

Level details pop-up window. 

 

In the pop-up window, review the information that is listed.  

 

 

Step 3 of 9 – Edit Highest Education Level    
If changes need to be made to the Highest Education Level, click the Add New Version button.  
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This opens the Add New Version pop-up window. Enter the Effective Date for the change of 

the Education Level and click the Continue button to close the pop-up window.  

 

 

  



 

11 
 

OFFICE OF SHARED INFORMATION SERVICES 

The Effective Date has been updated. Click the Level drop-down arrow to select the new value 

from the options.  

 

 

Step 4 of 9 – Add an Attachment 
This section allows employees to upload attachment to support their selection like a copy of the 

diploma. To add an attachment, click the Add Attachment button.  
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This opens the File Attachment pop-up window. Click on My Device to open the File Explorer 

on the employee’s device.  

 

Select the document that is going to be attached. The document name appears in the File 

Attachment pop-up window below two new buttons: Upload and Clear.  

 

Click the Upload button to add the attachment.  

 
 

Once the Upload is Complete, click the Done button that appears in the top right corner of the 

pop-up window.  
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The File Attachment pop-up window closes and the Attachment appears below the 

Attachments section in the Highest Education Level pop-up window. An additional Description 

can be added as a reference to describe the attachment. The attachment can also be deleted.  

 
 

Step 5 of 9 – Save the Edit on Highest Education Level 
To save any edits that have been made to the Highest Education Level, click the Save button in 

the Highest Education Level pop-up window.  

 

This closes the Highest Education Level pop-up window.  

When changes are made to this information, a new column is added to the Highest Education 

Level Page: View History. 
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Step 6 of 9 – View or Edit Degrees 
Click on the Degrees page. To view the information that is listed, click the arrow in the 

Edit/View column.   

 
 

This opens the Degrees pop-up window. Employees can update the information for the Degree 

listed by using the magnifying glass icons next to the fields and making the selections from the 

individual Lookup tables. If there is no magnifying glass for the field, it is a free form text field.  

 

If the employee has graduated and earned the degree, click the Graduated checkbox.  

 
 

Step 7 of 9 – Save the Edit on Degree   
To save the edit to the Degree information, click the Save button, and the pop-up window 

closes.  
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Step 8 of 9 – (If Needed) Add a Degree    
To add Degree details, if there are none, click the Add button and complete the details in the 

Degrees pop-up window.   

 
 

If there is a Degree listed, click on the plus button to open the Degrees pop-up window and 

complete the details.  

 
 

Enter the information and click the Save button in the Degrees pop-up window.  
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Step 9 of 9 – (If Needed) Delete Existing Option   
If the employee would like to remove all the information for any page in any section of the 

Talent Profile, they can click the Delete button in the pop-up window of any of the pop-up 

windows, answer Yes to the validation question, and the details are deleted.   

 

Accomplishments Section 
Accomplishments are pages that capture specific work experience, skills, licenses and 

certifications, honors and awards, etc. Employees can update this section with the details as they 

acquire new skills or certifications.   

Accomplishments Page Options:  
 

Job Knowledge/Experience – Employees select from a predetermined list of Job 

Knowledge and Experiences that have been set up and identify their years of experience.  

Supervisory Experience – Employees can indicate the number of years of experience in a 

Supervisory role.  

Language Skills – Employees can add language proficiencies to their profile by indicating 

the language, reading and speaking proficiencies.  

Licenses & Certifications – Employees select from a predetermined list of Licenses and 

Certifications that have been set up by the Campus.  

Honor & Awards – Employees select from a predetermined list of Honors and Awards 

that have been set up by the Campus. 

Special Projects – This is the only free form text page where the employee enters a 

Description of the Special Project.  

Technical/Computer Details – Employees select from a predetermined list of Technical 

and Computer Skills that have been set up by the Campus. 

Note: There is a Competencies page, but the Campus must set up the Competencies list before 

an employee is able to add to this page.  
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Step 1 of 5 – Navigation  
Navigation is the same for all of the Talent Profile options. Click on the Talent Profile Tile on the 

PeopleSoft Employee Self Service Dashboard.  

 

Click on Accomplishments to open the Accomplishments section.  

 
 

Accomplishments Page Details 

      Additional Information:  

 All Accomplishments pages have the same features. If the page does not contain any 
      details, all pages have an Add button.  
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 If the page has an Accomplishment listed, use the plus button to add another item to 
       the list for that option.  
 

 
 

 Language Skills and Licenses & Certificates can be updated by adding a new 
             Effective Date; these Accomplishments pages use the Add New Version button to    
             update the Effective Date on the existing Language or License & Certification.   
 

 
 

 ALL Accomplishments page details can be deleted by clicking on the Edit/View 
column and clicking on the Delete button. Answer Yes to the validation question, and 
the details are deleted from the employee’s Talent Profile.  
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Step 2 of 5 – Add an Accomplishment 
To add an Accomplishment, click on the page for the type of Accomplishment that is being 

added.  

Click the Add button to open the pop-up details window for that Accomplishment.  

 

When the pop-up window for the specific Accomplishment opens, click on the magnifying glass 

beside the field to open the predefined list to make selections.  
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The Lookup Table opens. Employees scroll through the list and click on the value that they are 

adding to their Talent Profile.   

 

This closes the Lookup Table. Complete any other fields that are in the pop-up window.  

 It is important to provide the Experience Level if that is one of the fields to select. This 

assists managers and leaders with valuable information in determining potential within 

their teams.  
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Step 3 of 5 – Save the Details 
Once the fields have been entered, click the Save button in the top right corner of the pop-up 

window.  

 

This closes the pop-up window and adds the Accomplishment to the employee’s Talent Profile. 

A green banner appears with a success message.  
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Step 4 of 5 – (If Needed) Add Additional Items to Specific Accomplishments 
Once one element has been added, a list box appears where employees can Edit/View the 

details.  

To add another element to the Accomplishment, click the plus button above the list to open 

the pop-up details window.  

 
 

Make the selections and click the Save button. 
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Step 5 of 5 – Complete the Accomplishments Section 
Employees continue adding Accomplishments until their Talent Profile is complete by clicking on 

the specific page under the Accomplishments section and following Steps 1 through 4.   

 
 

Note: Each pop-up window in the Accomplishments section has its own Lookup Table and 

requested details. Enter the information for each based on the selection made and the 

predefined values.  

 

Talent Profile Updated 
When the employee completes the Talent Profile, they can click on the Home icon at the top 

right of the main banner and return to their Home Page.  
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Maintaining the Talent Profile 
It is recommended that an employee’s Talent Profile is reviewed and updated at least annually.  

With employees’ access to the Talent Profile, employees can update their Accomplishments as 

they acquire them giving the organization a more real-time view of their employees’ potential. 

To maintain the Talent Profile, employees navigate to the Talent Profile and edit existing values 

or add new experiences, skills, licenses & certificates, etc. to provide the most up to date 

snapshot of their profile.    

 

Using the Search Criteria in the Lookup Tables 
Many of the Lookup Tables in the Talent Profile have numerous rows. Employees can narrow 

their search by using the Search Criteria section in the Lookup Table.  

Click on the expansion arrow beside Search Criteria in the Lookup Table.  
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A Search Criteria section opens. Employees can use the Description field to search for a value. 

Enter a description or the first 3 to 5 characters of the description and click the Search button.  

 
 

This returns a smaller selection in the Search Results.  

 


