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This reference guide provides a comprehensive overview of the process for setting up Skillset Levels within the StaffReady Competency
module. The following process steps and instructional information are provided within this document:

e Overview of Competency Levels * Add New, Edit, Reorder or Remove Levels

¢ Linking Levels to Requirements
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2xokllon of Congluzigney Lavals

Skillset Levels allow
administrators to assign
different Skillset Requirements
and documents, as well as
other Qualified Personnel, to
different employees based on
their level.

When requirements are set up
under Skillset, the Levels
feature supports the use of one
skillset for different levels of
employees. For example,
instead of creating a whole new
skillset for less skilled or more
highly skilled personnel, Levels
allows for different
requirements to be setup for
different groups.

[+) StaffReady

& Mini Vidas Il
Skillset +
Skillset Employees +
Requirements +
Assessment Periods +

Levels <i

Feedback© Help® Audit 7]

< Order + Level + Demands + Job Descriptions + Skill Ne
=s1 Basic Basic 0 jobs Not Qualified Edit/Remove
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1. Click on the Skillset to
display the list of Skillset color
bars. In this example, the Mini
Vidas Skillset under the
Chemistry folder has been
highlighted.

2. Click on the Levels color bar
to expand it.

3. Click the New link.

(3 StaffReady
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Adelinig ANew Cogngetescy Layel

, , Create Level
4. Enter in a unique name for

the new Level in the Level text

field. Level* ®

Skill ®
| Not Qualified % | explain

Demands ©®

5. Assign a Skill Level, which is

issued to determine the Save Changes H

eligibility for shift work, based

on Job Descriptions. Create Level

— Note that the Scheduling
module must be enabled on Level* ®

your software license in order

to use the Competency- ;kill

Scheduling Integration. For v Not Qualified nglain
more information, please read low
the following document: Link Medium-Low
Schedules to Skillsets Medium
e Medium-High
...or contact StaffReady High
Customer Support at R

1.877.229.5230

. Rea dy ©2019 StaffReady. All rights reserved.
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6. Enter the Level Demands

Create Level
information in the Demands

text field.
— This field is primarily used F‘Level*
for the Competency-Scheduling Advanced
Integration. This text field can Skill
remain blank, or be used to re- Medium & ] explain
enter the Level name, if Barnards
desired.
7. Click the Save Changes E>
button. , z
Save Changes | <:j
8. The new Level will be Levels -
created and listed on the Levels Feedback© Help® Audit ¥
color bar. $Order  %Level + Demands + Job Descriptions + Skill New
=41 Mini Vidas - Chemistry Chemistry 0 jobs Medium | Edit/Remove

]
©
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Basic Basic 0j Edit/Remove
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b

©
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1. To edit a Level, click the
Edit/Remove button to open
the Edit Level screen.

2. Make the desired
adjustments within the Level

Name menu option. The Level

and/or Demands text fields,
and/or Skill drop down menu
can all be modified.

— The Job Descriptions menu
option is primarily used within
the Scheduling module, which
must be enabled on your
software license.

3. Once changes are in place,
click the Save Changes button.

StaffReady
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Levels —
Feedback© Help® Audit ]
vOrder  +Level + Demands ¥ Job Descriptions v L New
=1 Mini Vidas - Chemistry, Chemistry 0jobs Medium I ) Edit/Remove
=42 Basic Basic 0jobs Not Qualified ‘ Edit/Remove |
e 3 Advanced Advanced 0jobs Medium Edit/Remove|

Edit Level

Advanced Level II: Level Name

)

Level* &

Advanced Level ||

.

Skill @

B High ¢]_><p|a|n
Demands ©

[j> Advanced Level I|

)| save Changes | | Delete Level
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In this example, the Advanced
Level was updated to Advanced v/ Levels =
Level Il, with the Skill Level Feedback © Help®@ Audit
changed from Medium to High. $O0rder  %Level % Demands %)ob Descriptions % Skill New
=41 Mini Vidas - Chemistry Chemistry 0jobs Medium Edit/Remove
=42 Basic Basic 0jobs Not Qualified Edit/Remove
=43 Advanced Level Il <::| Advanced Level Il 0jobs High Edit/Remove
ﬁ /}
v/ Levels
v/ Levels ,
To reorder Levels: click, hold
Feedback © < Order < Level
and drag the Level to the < Order + Level + Demands =
=1 Advanced Level |l
desired location. =1 Mini Vidas - Chemistry Chemistry
I = Advanced Level Il Edit/Remove | =°2 Mini Vidas - Chemistry
=33 Basi
=3:2 Basic Basic g
V' Levels -
. Feedback® Help®@ Audit Ml
1. To remove a Level, click the $Order  %Level % Demands % Job Descriptions % Skill N New
Edit/Remove button to open Ee1  MiniVidas-Chemistry Chemistry 0jobs Medium I > | Edit/Remove
the Edit Level screen.
=:2 Basic Basic 0 jobs Not Qualified Edit/Remove
=43 Advanced Advanced 0 jobs Medium Edit/Remove

(3 StaffReady
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2. Click the Delete Level button.

— Note that the Delete Level
option is disabled if there are
Skillset Employees,
Requirements, or Job
Descriptions connected to it.

— Note that with regards to
the Job Descriptions menu
option, the Scheduling module
must be enabled on your
software license in order to use
the Competency-Scheduling
Integration. For more
information, please read the
following document: Link
Schedules to Skillsets.

3. The Level will be removed
from the Levels list.

— You will not be prompted to
confirm the deletion of a Level.
— At least one Level must
remain on every Skillset.

StaffReady

Level* (&

Advanced Level Il
Skill @
High #]e_plain

Demands @
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Advanced Level II: Level Name

Advanced Level Il

Save Changes | | Delete Level

Levels —
Feedback© Help@ Audit
$order  4Level ¢ Demands ¢ Job Descriptions % Skill New
=41 Mini Vidas - Chemistry Chemistry 0 jobs Medium Edit/Remove |
=42 Basic Basic 0jobs Not Qualified Edit/Remove|
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1. To setup a new Level with a
Skillset Requirement, click on
the Requirements color bar to
expand it.

2. Click to the Requirement
name to open the Edit
Requirement screen.

3. Check the box next to the
Level you wish to assign to the
Requirement.

4. Click the Save Changes
button.

— For for information on
setting up Skillset
Requirements, refer to the
following training guide-
Skillset Requirements Setup

« o »

) Ready

fIt

()

Requirements <::

Add Requirements

Feedback© Help@ Audit [V

¢ Requirement ¢ Assignment ¢ Assignee s Folder ¢ Levels
. CL: Mini Vidas <:| Skillset start date Employee* Chemistry Multiple Remove l
. PS: Mini Vidas ‘ Skillset start date Employee Chemistry Multiple Remove I
PT: Mini Vidas Specific time window Qualified - Employee Chemistry Multiple 7@?

Edit Requirement

CL: Mini Vidas

Levels ®

Mini Vidas - Chemistry Basic |#! Advanced Level Il <:|
Assigned On ® ﬁ

Assignment Window* ®

v Save Changes I <:|

[ Skillset Start Date ¢J

Workflow ®

Workflow Type* ® Warning Reminder* ® Time to Complete* ®

[ Employee #] 10 Day(s) 30 Day(s)
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Visit Our Training Center
]

To learn more about the Staff
Ready Competency module,
please review the following
documents in the Training

Media Center ) [ StaFFReady

For assistance with the
StaffReady Competency
features, please contact our
Customer Support team:

Skillset Folder Setup PDF Document
6am-5pm PST Skillset Setup PDF Document
Monday thru Friday Skillset Requirements Setup PDF Document
Phone: 1.877.229.5230 Managing Skillset Employees PDF Document
Online Support Form — -

Publishing Skillsets PDF Document

Click the Need Help? box in Updating Skillset Employee Profiles PDF Document

StaffReady to access our new View First Year Assessments PDF Document
online Chat feature!
Ready Bot
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https://mwstraining.maplewoodsoftware.com/guides/mws/viewskillsetemployeefirstyearassessmentschedule.pdf
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./Download%20PDF
https://mwstraining.maplewoodsoftware.com/guides/mws/skillsetfoldersetup.pdf
https://staffready.com/customer-support
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