GETTING STARTED AS AN ADMINISTRATOR
GET THE BEST OUT OF YOUR WORK FORCE
Welcome! Skills DB Pro provides an innovative, powerful, and technologically advanced
method for tracking and managing the skills and talents of your employees.
Complex details regarding the proficiencies of each person in your workforce can easily
be captured and represented in the system. The system offers a number of features
which include:


Skills Management: Each employee can manage and update their skills and
competence levels. Managers can also add skill ratings for those assigned to
them. In many parts of the system, you can choose to evaluate based on either
the employee’s rating or the manager’s rating, or both.



Search Feature: Need 10 people with a particular skill set for a job? Skills DB
Pro makes finding them a walk in the park. Using the Search Feature, you can
select a team according to a wide set of criteria. You do not just get to choose
someone with the required skill, you can also select their level of competency
and more, and so if you need your team of 10 to be comprised only of experts, or
to range between experts and those who have some knowledge of the skill, and
you want all of them to be located in Los Angeles, you simply set the criteria and
hit the search button. Awesome you say? We agree.



Advanced Reporting Features: Skills DB Pro offers an array of reporting
solutions to help you generate the most insightful reports. Our frontrunner is the
pivot table. With it, you can create reports on employee skills and competencies
however you want by simply dragging and dropping report controls.



Competency Feature: This allows you to select skills, and set the minimum and
ideal competency levels on each skill selected as is needed for effective
fulfillment of each job position. Employees occupying these positions can be
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evaluated based on this, and if they do not meet up, they can be registered for
scheduled training using the training feature in the system.
The features covered so far are just a foretaste of the level of organization you get from
the system.
This guide is intended to help administrators set up the system for use by managers,
experts, and employees. It is divided into three main steps – Skills Setup, People Setup,
and Rate Employees on Skills – each encompassing multiple sub steps.
Let’s Get Started......
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SOME TERMS DEFINED
Qualification: An entry that cannot be rated on a scale but can only be answered with
true or false. For example: “The employee is certified in Oracle database
management”, or “The employee has a master’s degree in Accounting.”
Category: A category groups a set of related skills, qualifications, or people together.
For example the IT-Programming category contains all skills related to
programming.

STEP 1 – SKILLS SETUP
This is the first step needed to prepare the system to receive and store the skills and
qualifications of employees.

You can perform the skills setup yourself, or allow employees to set them up as
they use the system.

SKILL SETUP BY EMPLOYEES
Allowing employees to add skills themselves reduces the amount of work an admin
would perform when setting up the system. The downside is that employees may enter
the same skill in different ways, and so there may be duplicates of the same skill in the
system.
By default, employees can add new skills, qualifications, and categories in the system.
However, to ensure that this option is enabled, go to Admin > Company > Company.

Check to see if the “Employees can add to skills list” check box is ticked. If it’s not, tick it
and click Submit.
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Next, inform your people to add skills and qualifications following the instructions on
page 5 of the “Getting Started As An Employee Guide.” This guide can be found in our
help section.
Note: If you do not want employees to be able to add skills, uncheck the checkbox in
the picture above and click submit.

SKILL SETUP BY ADMIN
If you want to have control over what skills and qualifications go into the system, you’d
have to set them up yourself, and there are two ways to do this. You can import skills
and qualifications from a CSV document, or you create them manually.

IMPORTING SKILLS
This is the most convenient way to get your company’s skills into the system. All skills
and qualifications can be imported in one go from a CSV.
To import skills, go to Admin > Skills Setup > Skills Import.
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This opens up a page with two import sections. Under the “Import Skills & Categories”
section, click on the second link to download the import template in CSV format.
Next, click on the first link to download the import instructions. Following these
instructions, populate the CSV file with skills information. When this is done, click
Launch Import.

Set the import type to “Skills”, click on “Choose File” and select the populated CSV
document, and click Import.
The result should be as in the picture below:
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MANUAL SKILLS SETUP
It is considerably more time consuming to setup your company’s skills using this
method. To set up skills and qualifications this way, you have to create categories first,
and then create skills or qualifications under these categories.
SETTING UP SKILL CATEGORIES
To set up skill categories, go to Admin > Skills Setup > Skills Category.

Enter the category you want to create as shown in the picture below.
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Click on Add to create the category, in this case the “IT-Database Management”
Category. You can now create skills related to database management under this
category.

SETTING UP QUALIFICATION CATEGORIES
Go to Admin > Skills Setup > Qualifications Category.

Type in the main category, type in subcategories if necessary, and click Add.

8

SETTING UP SKILLS
To set up Skills, go to Admin > Skills Setup > Skills List.

In the “Add/Edit Skills” section, select the category under which the skill should be
grouped, write the name of the skill, and enter the skill description.
In the example below, we selected the category we just created (IT-Database
Management), and created an Oracle DB Skill under it.
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Click on Add to complete the skill creation. Employees can now be rated on their
knowledge of Oracle 12c.

SETTING UP QUALIFICATIONS
To create qualifications, go to Admin > Skills Setup > Qualifications List.

In the “Add/Edit Qualifications/Attributes” section of the page, select the
qualification category, enter the qualification, write a description, and click Add (see
picture below.)
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SETTING UP SCORE DESCRIPTION
You can set up each score to reflect any level of expertise you require. For example,
you could decide that 1 should represent Basic Knowledge, 2 – Intermediate
Knowledge, 3 – Advanced Knowledge, 4 – Experienced Level, and 5 – Expert Level.
To set up a score description, go to Admin > Skills Setup > Score Description.

Enter the score and score description and click Add.
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However, scores 1 to 5 are predefined in the system and you may want to edit these to
suit your requirements. To do this, click on the number you want to edit.

This prompts the system to load the details of this score into the “Add/Edit Score
Description” section for editing.
Make the required changes and click Submit.
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STEP 2 – PEOPLE SETUP
At this point, we need to prepare the system to receive users. This requires that we set
up the parts of the system that are used to group workers, including “People
Categories” and “Department.”

SETTING UP PEOPLE CATEGORIES
Go to Admin > People Setup > People Categories.

Click on the link labeled “Add New Category”, enter the category, and click Add.
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SETTING UP JOB TITLES
To set up Job Titles, go to Admin > People Setup > Job Titles.

Enter the job title and click Add.

SETTING UP DEPARTMENTS
Go to Admin > People Setup > Departments.
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In the “Search Departments” section of the page, click on the link labeled Add New
Department.

Enter the name of the department and click Add.

SETTING UP BUSINESS REGION
Go to Admin > People Setup > Business Region.

Enter the name of the business region and click Add.
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ADDING PEOPLE TO THE SYSTEM
You can add people to the system by importing them from a CSV document, entering
each user’s data manually, or sending a registration link to people to register
themselves.

IMPORTING PEOPLE
This is the most convenient way to get users into the system. All personnel can be
imported in one go from a CSV document containing their details.
To import people, go to Admin > People Setup > Import People.

This opens up a page with two import sections. Under the “Import People” section, click
on the second link to download the import template in CSV format.
Next, click on the first link to download the import instructions. Following these
instructions, populate the CSV file with your personnel details. When this is done, click
Launch Import.
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Leave the “Import type” set to People, click on “Choose File” and select the populated
CSV document, and click Import.
The result should be as in the picture below:
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MANUAL ENTRY
To manually add a user to the system, go to All People > Manage Personnel.

Click the link labeled “Add New Person” on the bottom right of the “Search All People”
section of the page.

Enter the user’s details into the form and click Add.
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REGISTRATION LINK
You can also send a registration link to everyone who needs to sign up. Clicking on this
link takes the person to the registration page where they can create their own account.
To do this, go to All People > Manage Personnel.

Within the “Search All People” section of the page, you can see a part labeled “Self
Registration Link”. Copy this link and email it to as many people as you want to register
(see picture below).

ASSIGNING EMPLOYEES TO MANAGERS
All employees within a department can be assigned to the manager of that department.
This makes it possible for managers to administer and optimize the talents within their
departments.
To assign employees to a manager, go to All People > Assign People To Managers.
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Select the manager to whom you want to assign employees and click Select Manager.

In the “Assign People To Manager” section of the page, select the name of the
employee you want to assign to this manager and click Add.

STEP 3 – RATE EMPLOYEES ON SKILLS
This is the final step needed to prepare the system for day to day usage.
Skill scores and qualifications can be entered by an employee (self evaluation), or by a
manager to whom the employee is assigned (manager evaluation).
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To rate an employee on a skill, go to All People > Manage Personnel.

Skim through the list for the employee you want to rate, and click Skills.

In the “Add/Edit Managers Skill Scores” section of the page, select score type, select
the skill you want to score, choose a score, enter years of experience and notes if
necessary, and click Add Skill.

UNLEASH THE POTENTIAL OF YOUR WORKFORCE
If you have completed the steps covered above, then the system is ready to help you
get the best out of your employees.
We hope you can take advantage of these features and build an ever more competent
workforce!
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