
 

Manage View – Competency Grid 
Modify Assessments Menu 
 
This reference guide provides an overview of the Manage view’s Modify Assessments menu within StaffReady. The following process steps 
and instructional information are provided within this document: 

o Modify Assessments Grid Navigation 
o Move 
o Explain 

o Excuse 
o Copy Answers 
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1 | Modify Assessments Grid Navigation 

Modify Assessments Grid Navigation 

1.  Click the department to adjust 

the department employees 

displaying assessments within 

the Competency Grid. 

 

 

 

 

 

 

 

 

 

 

 



Page 3 of 11 

 ©2017 StaffReady. All rights reserved. 

 

 

 

 

2.  Click Select Department. 

 

  

 

3.  Click Skillset to change the test 

system viewed within the 

Competecy Grid. 
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4.  Click << Period to view a 

previous annual assessment 

period. 

 

5.  Click Period >> to view a future 

annual assessment period. 

 

 

 

 

 

6.  Click Skillset Assessment menu 

to change displayed annual 

assessment period. 

 

 

  

7.  Search Subject to limit 

Competency Grid assessment 

information to a single 

department employee. 
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2 | Move 

Using the Move Mode 

1.  Click Move. 

 

 

2. Click the Assessment within the 

competency grid that you wish to 

move. 
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3.  Click the status column the 

assessment should be moved. 
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3 | Explain 

Using the Explain Mode 

1.  Click Explain. 

 

 

2. Click the Assessment within the 

competency grid that you wish to 

receive information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

  

 

 

 



Page 8 of 11 

 ©2017 StaffReady. All rights reserved. 

4 | Excuse 

Using the Excuse Mode 

1.  Click Excuse. 

 

 

 

2. Click the Assessment within the 

competency grid that you wish to 

excuse. 
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5 | Copy Answers 

Using the Copy Answers Mode  

Note: You are able to copy all 

document and workflow types 

from the started or completed 

columns  

 

1.  Click Copy Answers. 

 

 

2. Click the Assessment within the 

competency grid that you wish to 

copy answers from. 

 

 

**If you are copying documents that 

contain multiple signature 

sections, all signatures will be 

copied over from the original 

started/completed document to 

the assessments that you have 

selected.  
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3.  Click the “Top Box” to select 

every employee in the 

department assigned the 

assessment. 

                        OR 

4.  You can click individual 

checkboxes to select individual 

skillset employees. 

 

5. Once you are ready, select Copy 

To Selected Assessments 
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Note: If an assessment has been 

restarted, there could then be 

multiple document versions 

displayed in the manage view.  

 

If this it true, you will then be 

unable to copy answers to 

specific versions. Only 

documents with the same 

version can be copied to one 

another.  

 

 

 

 

 

 

  
 

 

  

 


