
 

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

o Accessing Assessment Tasks 
o Completing Assessment Tasks 
o Reporting a Problem with Assessment Question 

o Reviewing Assessment Results 
o Printing Assessment Results 
o Requesting Assessment Retake 
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1 | Accessing Assessment Tasks 

Accessing Assessment Tasks 

1. Select the Welcome View within 

the Home option of the Product 

menu. 

 

 

2. Select My Competency submenu. 

 

 

3.  Adjust date values for viewing 

Tasks to Complete. 
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4.  Click to open the Tasks to 

Complete colorbar. 

 

 

 

5. Use search filters to locate specific 

tasks. 
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2 | Completing Assessment Tasks 

Completing Assessment Tasks 

1. Click Take Exam. 

 

 

 

 

 

 

 

2. Select answer. 
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3. Click Save Progress to exit the 

exam before completion. 

 

Note: Answeres are automaticlally 

saved. Save Progress is an added 

option for peace of mind. 

 

 

4.  Click to Submit for Grading 

once all required question are 

answered. 
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3 | Reporting a Problem with Assessment Question 

Reporting a Problem with Assessment Question 

1. Click Report a Problem. 
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3. Click Change. 

 

Note: It is only necessary to select 

Change if the recipient is not the 

desired supervisor/manager. 
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4.  Begin typing a 

supervisor/manager name within 

Full Name field. 

 

5.  Select supervisor/manager name 

from auto-complete below Full 

Name. 

 

 

 

 

 

6.  Click Save Changes. 
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7.  Click Send Email. 
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4| Reviewing Assessment Results 

Reviewing Assessment Results 

1. Click Review Results. 
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2. Click Review Exam. 
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3. Click Back to Results 
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4.  Click to Missed Questions. 
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4.  Click to Back to Results. 
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5 | Requesting Assessment Retake 

Requesting Assessment Retake 

1. Click Review Results. 
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2. Click Request Retake. 
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3. Click Change. 

 

Note: It is only necessary to select 

Change if the recipient is not the 

desired supervisor/manager. 
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4.  Begin typing a 

supervisor/manager name within 

Full Name field. 

 

5.  Select supervisor/manager name 

from auto-complete below Full 

Name. 

 

 

 

 

 

6.  Click Save Changes. 
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7.  Click Save Changes. 
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6 | Printing Assessment Results 

Printing Assessment Results 

1. Click Review Results. 
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2. Click Print Results. 
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3. Click Print Page. 

 

Note: This will send the print job to 

your local print manager.  

 
 

 

 

 

 

 

 

 

 

 


