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Update User Profile 
To update your User Profile, navigate to Profile > Profile Details > Choose File > Upload  
Then, Save. 

 
 

 

 

 

Navigate to 
Profile. 

To upload Profile Picture, click to 
Choose File & Upload it.  

Click to view 
Profile Details. 



 
Edit Password 
To update your User Profile, navigate to Profile > Login & Security > Edit Password 
Edit Password details. 
Then, Proceed. 

 

 

Navigate to 
Profile. 

Click to view 
Login & Security. 

Click to Edit 
Password.  



 
Department/Division Creation 
To create a new Department/Division, navigate to Department/Disvision. 
 

 

 

Click to create new 
Department/Division 

Navigate to  
Department/Division.  



 
Enter relevant information about Department/Division and Reporting Department/Division, then Save. 
 

 

 

 

 

 

 

 

 

 

 

Enter relevant 
information.  

Click to Save.  



 
Employee Management 
Navigate to Employee Management. 
Click to Import the employee list. 

 

 

 

 

 

 

 

 

 

 

 

Click to import 
employee list. 

Navigate to  
Employee Management.  



 
Step 1: Employee List - Hiring Managers & Human Resource Managers 
Upload 2 lists:  

• Employee List: Click to select file to import employee list, then click to Save. 
• Reporting Manager List: Next, click to select to import reporting manager list, then click to Save.  

Once both lists have been uploaded, an email notification will be sent to all managers to register an account on OrgTalent.  

 

 

 

 

 

Click to save. 

Click to save. 

Click to 
select file. 

Click to 
select file. 



 
Step 2: Employee List - Users  
Upload 2 lists:  

• Employee List: Click to select file to import employee list, then click to Save. 
• Reporting Manager List: Next, click to select to import reporting manager list, then click to Save.  

Once both lists have been uploaded, an email notification will be sent to all users to register an account on MeTalent.  

 

 

 

 

 

Click to save. 

Click to save. 

Click to 
select file. 

Click to 
select file. 


