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The Competency Dashboard provides an easy portal for viewing, managing, and generating
reporting for Assessments and Tasks to Complete for individual employees, departments, or
for your entire organization. This tool also provides a graphical display of the status of tasks
and assessments.

Due to the consolidation of data in the Competency Dashboard, admins can gain a quick,
high-level overview that allows you to assess status and make decisions. Mastering this tool
will give you better visibility on your organization’s general progress in completing tasks as
well as looking at granular detail for specific employees.
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Dashboard Navigation

To view the
Competency
Dashboard, select the
Dashboard tab within
the Competency
Module. (Yellow box,
Figure 1)

The Competency
Dashboard has two
different
perspectives with
which to access
Assessments and
Tasks to Complete.
Select the folder icon
to display the
Department Skillsets
perspective or the
clipboard icon to
display the Skillsets
perspective.

(Figure 2)

If you selected
Department Skillsets,
you can select the
Change link below it
to switch which
department you're
currently viewing.
(Yellow box, Figure 2)

You can further filter
your results by
selecting a date
range. (Yellow box,
Figure 3)
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#m Department Overview: North Central Clinics

North Central Clinics change

Recent: & North Central Clinics

Assessments Tasks To Complete

I Not Started (3082)
I Started (0)

I Not Passed (0)
M Completed (0)

I Assigned (139604)
Due Soon (8)

I Overdue (146)

I Complete (19117)

Figure 1

& Department Skillsets -

North Main chang

Figure 2

Note: The Department Skillsets perspective is useful for gathering
reporting data on individual departments and viewing the progress
of competency assessments or to view progress for a specific
employee. The Skillset Requirements perspective is useful for
viewing the progress of your organization on a given assessment or
for viewing the breakdown by exam type.

B Department Overview: Core Lab

@ Corelab | EaCorelab | @ ARC

Recent: | i ARC

Assessments Tasks To Complete

Il Not Started (4774)
I Started (3)

M Assigned (1781)
Due Soon (1594)

I Overdue (3339)

M Complete (7)

I Not Passed (3)
I Completed (3)

@ Click For Details

‘ start Date [01/01/2021 | B2] end Date[12/31/2021 | B This vear ThisMonth This Week Last vear

@ Click For Details

[
Figure 3
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Once you've selected
your perspective,
select the Click for
Details link below
either the Assessments
or Tasks to Complete
pie charts. (Yellow box,
Figure 1)

This will display a list of
all departments and
sub-departments.
(Yellow box, Figure 2)

Select either a sub-
department or a
specific employee and
then select the
Assessments color bar
to expand it.

You can view all
Assessments or filter
your results by Subject,
Document Name,
Requirement, Skillset,
or the Status of the
Skillset.

If there are more
Assessments than
there is space to view
them on, select the
arrow keys at the top
or bottom of the left
side of the page.
(Yellow box, Figure 3)

Process is continued
on page 5.

Competency

th Central Clinics change

¥ View: ﬁmnase écsemp [ L ——

Ea Department Overview: North Central Clinics

Recent: @ North Central Clinics

Assessments

& Click For Details

Figure 1

I Not Started (3082)

I started (0)

I Not Passed (0)
M Completed (0)

Tasks To Complete

W Assigned (139604)
Due Soon (8)

I Overdue (146)

M Complete (19117)

@ Click For Details

i Competency

North Central Clinics change

= &R North Central Clinics
@2 Alice Hassler
-2 Audrey Cheney
(62 BASS LAKE
-2 Brandee Hiller
#-2 Caroline Duvernay
-2 Cassandra Gallay
-2 Chor Xiong
-2 Cisse Mboup
& Uarin nister
-2 Deborah McLain
-2 Golden Sipe
-2 Ikram Hassen
&2 Jennifer Nicholson
-2 Jennifer Young
-2 Julie Sauser-johnson
-2 Karen Rasmussen
-2 Kay Ballinger
-2 Kay Vang
-2 Kevin Conway
-2 Laura Swenson
-2 Linda Schlenker
-2 LINO LAKES

V¥ View: @uamge oosaup [ ——

Er North Central Clinics

Assessments

Recent: @ North Central Clinics | & North Central Clinics

I ot started (3082)
I started (0)

I ot Passed 0)
I Completed 0)

Tasks To Complete

I Assigned (139604)
Due Soon (8)

I Overdue (146)

W Complete (19117)

start Date [01/01/2022_| B €nd Date[12/3172022 | &) This Year ThisMonth ThisWeek LastYear

Assessments

Figure 2

‘ +/  Assessments

Feedback® Help® Export th

<<1>>>
Subject Requirement Skillset Status (Score)  Assigned Completed Attempts
‘ Search | Clear ] |Subjecl |Requ|rement | |Sk|\|set | [complete  v]
Six Months Direct Auto-Sed
Alex Vasquez CL: Auto Sed 2000 2000 Excused 09/26/2021
Six Months Monit Test Auto Sed
Alex Vasquez ~ — O MORIOINELESE ¢ Ao Sed 2000 Z;O; © Excused 09/26/2021
. . . Auto-Sed Completed
Keith Wear Proficiency Testing PT: Auto Sed 2000 2000 (100%) 01/16/2021 03/08/2021 attempt(s)

<<<1>>>

\
Figure 3
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Selecting the
Attempts link will
open the Assessment

Attempts pop-up Assessment Attempts X

window. From here,

you can view Document

information about the Proficiency Testing

attempts such as the Subject

attempt number, total Keith wear

score, points needed, Assessment Attempts

total pomts, or Attempt Score Earned Points Total Complete

completion date. # Points Needed Points  Date

(Figure 1) 1 100% 1 1 1 03/08/2021 feview

Additionally, you can
view a breakdown of
the results by
selecting the Review
Results link. (Yellow

box, Figure 1) ] PT: Mini Vidas -

ThIS WI” open the (?J Exam Results: PT: Mini Vidas it

Figure 1

Complete Document e s 0
pop-up window.
(Figure 2)

Correct Questions
1

Scorable Questions
1

The number of v, s
correctly answered "
questions, scorable
questions, earned
points, points to pass,
and possible points Figure 2
will be visible.

Points to Pass
1(100%)

Possible Points

Additionally, if you
want to review the
exam, select the
Review Exam button.

Sections

B

B survey kit Keith Wear

Question 1

This will open the ot Questions © | rsumeyion

Document Editor N A 50 v s

(Figure 3) where you B
can view individual Figure 3

answers given for
each question.
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Print or Export Assessments

If you wish to print or export assessments, navigate to the Assessments color bar and select
it to expand it. Next, select the Export link or icon. (Yellow box, figure 1)

Assessments —

Feedback © Help() Export th

start Date[017/01/2021 | B8 End Date[12/3172021 | 21 Thisvear ThisMonth ThisWeek LastYear

<1222

Subject Document Requirement Skillset Status (Score) Assigned Completed Attempts
Search | ISubje([ I IDocument |Requiremem | |Ski|l5et | | Show All V|
. : . Auto-Sed Not Started
KeithWear  Direct Observation CL:AutoSed 2000  MO°F ot ~tarte 10/01/2021
2000 (Incomplete)
Auto-Sed Not Started
Keith Wear Monitoring Test Results CL: Auto Sed 2000 10/01/2021
2000 (Incomplete)
Auto-Sed Not Started
Keith Wear Performance of Maintenance CL: Auto Sed 2000 uro->e ot starte 10/01/2021
2000 (Incomplete)

Figure 1

This will prompt you to select either the Print or Excel functions.
(Figure 2)

T
Selecting Excel will download all given Assessments in Excel 0 Export

format. —

9™ Print
Selecting Print will open the print screen. (Figure 3)

@ Excel

Selecting the Print command in the upper right corner (Yellow
box, Figure 3) will open your computer’s print interface where
you can select printer settings and print the page.

Figure 2

Assessments: 01/01/2021 - 12/31/2021 & Print
Subject Document Requirement Skillset Status (Score) Assigned On Completed On
King Scheele Direct Observation CL: Auto Sed 2000 Auto-Sed 2000 Not Started (Incomplete) 10/01/2021
King Scheele Monitoring Test Results CL: Auto Sed 2000 Auto-Sed 2000 Not Started (Incomplete) 10/01/2021
King Scheele Performance of Maintenance CL: Auto Sed 2000 Auto-Sed 2000 Not Started (Incomplete) 10/01/2021
King Scheele Record Review CL: Auto Sed 2000 Auto-Sed 2000 Not Started (Incomplete) 10/01/2021
King Scheele Problem Solving PS: Auto Sed 2000 Auto-Sed 2000 Not Started (Incomplete) 10/01/2021
King Scheele Proficiency Testing PT: Auto Sed 2000 Auto-Sed 2000 Not Started (Incomplete) 04/15/2021
King Scheele Direct Observation CL: ESR ESR Not Started (Incomplete) 06/01/2021
Figure 3
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To view Assessment Details, select the Document link. (Yellow box, Figure 1)

Assessments —
Feedback®© Help® Export th
<<<12>>>
Subject Document Requirement Skillset Status (Score)  Assigned Completed Attempts
Search | |5UDJE‘C[ | IDocument | IRequ\r'emem | |SkiHset I IShowAII V|
) Not Started
Barbara Dodd Direct Observation CL: ESR ESR 06/01/2021
(Incomplete)
Barbara Dodd CL:ESR ESR I 06/01/2021
(Incomplete)
Performance of Not Started
Barbara Dodd L - CL: ESR ESR 06/01/2021
Maintenance (Incomplete)
Figure 1

This will open the Assessment Details pop-up window. (Figure 2) You can view Tasks to
Complete, the Assessment’s history, or remedial documents by selecting the appropriate
side-tab. (Yellow box, Figure 2)

Additionally, you can email reminders to staff by selecting the Email button or the Email All
link. (Teal box, Figure 2)

Assessment Details b 4

Tasks To Complete Tasks To Complete
Assessment History
Skillset Requirement Document
Remedial Documents Mini Vidas CL: Mini Vidas Performance of Maintenance
Subject Assigned Status
King Scheele 03/20/2021 Not Started
Tasks
+Assignee ¢ Status + Assigned ¢ Due Email All
Filter | |F\ ter Assignee | |Show All V] IFMter Datesl@
King Scheele /\ Overdue 03/20/2021 04/19/2021 Email

Figure 2
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Selecting the Tasks to Complete color bar will allow you to send notification emails and
export or print Tasks to Complete. You can either select the Email All link (Yellow box, Figure
1) or the Send Email link. (Orange box, Figure 1)

Tasks to Complete
Feedback © Help @ Export th
. . . . . Email
Assignee Subject Document Requirement Skillset Status Assigned Due Al
Search Clear IASS\gﬂEE‘ | ISL.bJett | IDo:umen: | IHequu’emeﬂ | |>k\H~3£—t | |Inc0mplete V‘
Direct Auto-Sed . Send
BarbaraDodd  Jo Hall rect CL:Auto Sed 2000 ~10€ Upcoming 1070172021 10/31/2821 =<
Observation 2000 Email
Barb. Dodd King Scheel Direct CL: Auto Sed 2000 Auto-Sed U i 10/01/2021 10/31/2021 senc
I :
arbara Do INg scheele Observation uto >e 2000 pcoming Email
) Direct Auto-Sed ) Send
Barbara Dodd Matt Klinger : . CL: Auto Sed 2000 Y Upcoming 10/01/2021 10/31/2021 2
Observation 2000 Email
Figure 1
Selecting either of the above mentioned New Message

options will open the New Message pop-
up window. (Figure 2) You can set

To:* ® "Barbara Dodd" <bdodd@staffready.com> Change

Cc: © Add Email

recipients or ccd contacts as Wel.l as el Termplte: o [ E T
customize the reminder message in the Subject* ©

Body field. When finished select the Send Tesk Reminder

. Body* ©
Emall bUttOﬂ. Barbara Dodd,

This is a reminder that you have a task, 'Direct Observation', which is

AS before |f yOU Want to Print or Export assigned to you and may require action. The current status of the task is
. ' . R 'Assign’. This task is due on '10/31/2021".
select either the Export link or the icon.
(Teal box, Figure 1) If you selected Print,
. . http://tom303.maplewoodsoftware.com/StaffReady/CompleteDocument?
the Tasks to Complete prlnt screen will WorkerDutyPk=-2128874187&PaperPk=-2137837761
open. (Figure 3)

The following is a link to the task:

Selecting the Print function will open your |
computer’s print interface where you can
select printer settings and print the page.

Figure 2

Tasks to Complete: 01/01/2021 - 12/31/2021 & Print
Assignee Subject Document Requirement Skillset Status Assigned On Due Date
Barbara Dodd Jo Hall Direct Observation CL: Auto Sed 2000 Auto-Sed 2000 Upcoming 10/01/2021 10/31/2021
Barbara Dodd King Scheele Direct Observation CL: Auto Sed 2000 Auto-Sed 2000 Upcoming 10/01/2021 10/31/2021
Barbara Dodd Matt Klinger Direct Observation CL: Auto Sed 2000 Auto-Sed 2000 Upcoming 10/01/2021 10/31/2021
Barbara Dodd Crystal Beckman Direct Observation CL: Auto Sed 2000 Auto-Sed 2000 Upcoming 10/01/2021 10/31/2021
Barbara Dodd Jason Brown Direct Observation CL: Auto Sed 2000 Auto-Sed 2000 Upcoming 10/01/2021 10/31/2021
Barbara Dodd Jeff Young Direct Observation CL: Auto Sed 2000 Auto-Sed 2000 Upcoming 10/01/2021 10/31/2021
Barbara Dodd Jim Shill Direct Observation CL: Auto Sed 2000 Auto-Sed 2000 Upcoming 10/01/2021 10/31/2021

Figure 3
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This concludes the User Guide for the Competency Dashboard. We hope that you have a
better understanding of this feature and how it functions within the entire framework of the
Competency module.

For more focused Guides on the functions and features discussed in this document, please
check out the linked Guides on this page for supplemental reading.

For further assistance, please contact our Support Team directly.
Our service hours are Monday through Friday, 6am to 5pm PST.
Phone: 1-877-229-5230

Online Support Form

Related Topics

Please select any link to skip to that topic.

‘Skillsets and Employees ‘ ‘PDF Document ‘
Skillset Levels - PDF Document |

Modify Assessments Assignments, and ‘PDF Document ‘
Remediation

‘Publish and Restart Assessment Periods ‘ ‘PDF Document ‘
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https://mwstraining.maplewoodsoftware.com/guides/mws/PublishAndRestartSkillsetAssessmentsUserGuide.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/ModifyAssessmentsAssignmentsRemediationUserGuide.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/skillsetlevels.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/skillsetandemployees.pdf
https://staffready.freshdesk.com/support/home

