
 

Dashboard View – My Competency Menu 
Dashboard Tasks to Complete Colorbar 
 
This reference guide provides an overview of the Dashboard view Tasks to Complete colorbar within StaffReady. The following process 
steps and instructional information are provided within this document: 

o Dashboard Navigation 
o Email Task Assignees 

o Print Tasks List 
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1 | Dashboard Navigation 

Dashboard Navigation 

1. Select the Dashboard View within 

the Competency option of the 

Product menu. 

 

 

2. Select Dashboard Perspective. 

• Department Skillsets 

• Skillset Requirements 

 

3. Click change. 

 

 

4. Click Select. 
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5. Click Click For Details. 
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6. Click  icon for Start Date or 

End Date to manual adjust 

Dashboard dates. 

 

7. Click date links (This Year, This 

Month, This Week, or Last Year) 

to adjust Dashboard dates. 
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8. Click Dashboard Tree nodes (e.g. 

Skillsets, Requirements, 

Employees) to change focus of 

Dashboard data. 
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9.  Click Dashboard Bread Crumb to 

adjust Dashboard focus to 

previoulsy viewed data. 
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2 | Email Task Assignees 

Email Task Assignees 

1. Use serch filters to locate specific 

assessments. 

 

2. Click Email All to email everyone 

in the task list. 

 

3. Click Send Email to email an 

inidivual assignee within the task 

list. 
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3 | Print Task List 

Print Task List 

1. Click Export. 

 

 

 

 

 

 

 

 

 

2. Click Print, which will open an 

additional tab in a print preview 

format. 
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3 | Print Task List 

Print Task List 

1. Click Print. 

 

 

Note: This will send the print job to 

your local print manager. 

 

 

 

 
 


