
 

Employee View – Competency Module 
Employee colorbar 
 
This reference guide provides an overview and process steps for the Employee colorbar within the Employee view. The following process 
steps and instructional information are provided within this document: 

o Employee View Navigation 
o Employee Global Search 

o Add New Employee 
o Modify Employee Profile 
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1 | Employee View Navigation 

There are three perspectives within the Employees view of StaffReady Competency: 

1. Search Employees: allows for employees to be search by first and/or last name from directly within the Employees view 

2. Browse By Department: displays employees according to department selection 

3. Search Separated Employees: displays employees with separated (non-active) status 

Search Employees Perspective  

1. Search Employees is the default 

perspective within the 

Employees view. 
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2. Enter Employee name. 

 

 

 

 

 

 

3a.  Select employee name from 

auto-complete menu…OR 

 

3b.  …Click Go.  
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Browse By Department Perspective  

1. Select Browse By Department 

perspective. 

 

 

 

 

 

 

 

 

 

 

  
 

 

 

2. Click change. 
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3. Click Select Department. 
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Search Separated Employees Perspective  

1. Select Search Separated 

Employees perspective. 
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2 | Global Employee Search 

From any screen within StaffReady, you can search globally for employees within your license. 

Global Employee Search  

1. Click within Search. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

2. Enter Employee name. 

 

 

3. Click Enter. 
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4. Click Competency: Employees. 
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3 | Add New Employee 

Add New Employee  

1. Within Employees view, click 

create a new employee 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

2. Enter Employee name. 

 

 

3. Click next. 
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4. Click department under 

Department. 

 

 

 

 

 

5. Click the Select button for the 

correct deparment. 
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6. Click jobtitle under Job Title. 

 

 

 

 

7. Click Select Job Title 
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8. Click Next. 

 

 

 

9. Click Edit to add Primary Email 

 

 

10.  Click Edit to add Primary 

Phone Number (optional) 

 

11.  Click Next 
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12.  Click Finish 

 

Note: The Skillsets the employee 

will automatically be added are 

displayed on the final screen. 

This is based on settings within 

the Setup menu.  

 
 

13.  Click to open Skillsets colorbar 

 

 

Note: This will allow you to 

manage Skillsets the employee was 

automatically added. Please see the 

Skillsets colorbar reference guide 

for more information. 
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4 | Modify Employee Profile 

Modify Employee Profile  

1. Within Employees view, select 

employee to edit. 

 

 

2. Click to open Employee colorbar 
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3. Click Edit Employee  
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4. Edit employee profile  

 

 

 

 

5. Click Save Changes 

 

 
 


