
 

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

o Add Employee to Skillset 
o Remove Employee from Skillsets 

o Change Skillset Start Date 
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1 | Add Employee to Skillset 

Add Employee to Skillset 

1. Within Employees view, select 

employee to edit. 

 

 

2. Click to open Employee 

Skillsets colorbar 
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3. Click Add Skillset  
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4. Click Select Skillset 
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2 | Remove Employee from Skillset 

Remove Employee from Skillset 

1. Within Employees view, select 

employee to edit. 

 

 

2. Click to open Employee 

Skillsets colorbar 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click Remove on the Skillset 

row to remove an individual 

Skillset or select Remove All to 

remove an employee from all 

Skillsets 
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3 | Change Skillset Start Date 

Change Skillset Start Date 

1. Within Employees view, select 

employee to edit. 

 

 

2. Click to open Employee 

Skillsets colorbar 
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3. Click skillset start date 
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4. Edit Skillset Start Date 

 

 

 

 

5. Click Save Changes 

 

 
 


