
 

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

o Modify Assignments Grid Navigation 
o Edit 
o Move 

o Move All 
o Explain 
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1 | Modify Assignments Grid Navigation 

Modify Assignments Grid Navigation 

1.  Click department to adjust the 

department employees displaying 

assessments within the 

Competency Grid. 

 

 

 

 

 

 

 

 

 

2.  Click Select Department. 
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3.  Click << Period to view a 

previous annual assessment 

period.  

 

4.  Click Period >> to view a future 

annual assessment period. 

 

5.  Click <<Today menu to change 

the displayed assignment period 

to the four week assignment 

period containing today’s date. 

 

 

 

 

6.  Click Skillset Assessment menu 

to change displayed annual 

assessment period. 
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7.  Search Subject to limit 

Assignment Grid task 

information to a single 

department employee. 

 

 

 

8.  Click Skillset to display tasks 

associated Skillset.  
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9.  Click Requirement to display 

tasks associated Requirement.  
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2 | Edit 

Using the Edit Mode 

1.  Click Edit. 

 

 

2. Click the   icon. 
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3.  Click Assignee Task Card  

. 

 

 

 
 

4.  Enter Employee name to 

reassign task.  

 

5.  Edit Deadline Date to cahnge 

task due date. 

 

6.  Click Save Changes. 
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 3 | Move 

Using the Move Mode 

1.  Click Move. 

 

 

2.  Click Requirement Task Card. 

 
 

 

 

 

 

 

 

 

 

 

 



Page 9 of 13 

 ©2014 StaffReady. All rights reserved. 

3.  Hover over the destination 

employee Assignment Task 

Grid Cell. 
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4.  Click the destination employee 

Assignment Grid Task Cell. 
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4 | Move All 

Using the Move All Mode 

1.  Click Move All. 

 

 

2.  Hover over and Click the 

currently assigned employee 

Assignment Task Grid Cell. 
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3.  Hover over and Click the 

destination employee 

Assignment Task Grid Cell. 
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5 | Explain 

Using the Copy Mode 

1.  Click Edit. 

 

 

2. Click the   icon. 

 

 

3.  Click Assignee Task Card  

. 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 


