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Skills Matrix is a valuable tool for assessing and tracking the skills and competencies of
employees under your company. It helps in identifying skill gaps, planning training programs,
and ensuring that the right people are assigned to the right tasks. This is a report to show
employees with the specified skill with a status of valid, coming up for expiry or expired.

To access this feature, from the left side menu, click Workforce management - Skills
Matrix.

Workforce management

All employees

Employee mobilisations
Active mobilisation requesis
Mobilise an employee
Your company documents
Company questionnaires

Expiries

Employee expiries
Company expiries

Worksite documents & info

Worksite documenis.

Worksite information

Creating New Skills Matrix

1. Click the ENEWSKESMatERT 1, +ton,

2. Select the Worksite you are creating the skill matrix for.

Worksite

Create skills matrix for

Demo Site A -

3. You can select the Employees you want to include in the report.
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Employees

Employees to include

All employees -

Q, search for an option

Real time options

All employees

Only those with a valid induction/registration
Employees currently on site

Employees that have logged in within the last ..

Make your own List

Individually select employees

You can select from the options categorized as Real time options and/or Make your
own list.

In this example, Make your own list = Individually select employees were selected.
Employees

Employees to include

Individually select employees -

Select employees

Search by name or iD Q Currently selected: % Clear all
[ Inactive employees [ Deactivated employees Stanton, Beth Ann (Beth) o
Bond, Julie Damstra ID: 616787 Read, Clarice (Curly) -3

Horan, Nile B b
Horan, Nile B Damstra ID: 656482

Bond. Julie =3
Read. Clarice {Curly) Damstra ID: 655305
Stanton, Beth Ann (Beth) Damstra ID: 618022

4. After selecting the employees, you can now select the skill you want to include in the
Skills Matrix report. Again, you can choose individually the skills by making your own

list or select the skills by Real time options or copy Your saved skill list.
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Skill columns

Include

Select an option -

Q, search

Your saved skill list

Corina's cool list
Corinas favourite skill list
Corinas List

Demo G5T

NHG NA

Precast

In this example, individually select skills were selected.

skill columns

Include
Individually select skills -
Select skills
Filter by group Drivers Licence C Q Currently selected: % Clear all
Selectallvishle - only show skills with skill codes esq (Communication): OHS 3
Construction Induction - General

Skills matching search/filters  x Clear Safety

management (Competencies /

[ esq (Communication): Digital Drivers Licence C Authorisations): Hazardous
Chemical Officer
() esq (Communication: Digital Drivers Licence C Leamer Skill code: HCO23

damstra leaming {Competencies
/ Authorisations): Trainee
Skill code: DMS249

[ esq (Communication): Digital Drivers Licence C P2

esq (Communication): Drivers Licence C
other skills {Competencies /

[ esq (Communication): Drivers Licence C Learner Authorisations): Dragline
Excavators - VoC

[0 esq (Communication): Drivers Licence C P Skill code: VOCDE

[ esq (Communication): Drivers Licence € P1 CEE R E i P
{Competencies / Authorisations):

[ esq (Communication): Drivers Licence C P2 HR Manager

Skill code: DMSZ226

[ other skills (Competencies / Authorisations): Drivers Licence C Class Car esq (Communication): Drivers

Li G
[J other skills (Competencies / Authorisations). Drivers Licence CA Class Car - feence

5. Click the - button once satisfied and move you to the next page.

Idecgen”

6. You can re-order the skills according to your liking by dragging the skill name.

Order skills

OHS Construction Induction - General Safely

i Hazardous Chemical Officer

i Trainee

£ Dragline Excavators - VoC
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7. Select the additional columns and skill information you want to include in the

report.

Columns & skill information

Columns to include Skill display
[) Crew name (@ lcon, expiry date and skill level
Department (O Icons only

Latest medical test expi
O Py Additional settings

[ Date of birth .
Include start date for all skills

[ Last date the employee was on site

[ Company
Date employee started with their company

[ Abbreviate skill level

Job titles days

[ Only show expired skills & skills expiring in the next 90 days

[ Show time frame until expiry for skills expiring in the next 90

8. Modify the skill colours and preview of the report according to your liking or select

the default themes saved on the system under Colour theme to use.

Skill colours & preview

Colour theme to use Manage your themes
Damstra classic h
alid skills Preview Invalid skills Preview
K © 12 50 201930 Mar 2021 . K @ 12'50p 201930 Mar 2021
Level Competent / Appointed Level Failed
Skills expiring in 90 days  Preview Start date in future skills Preview
K O 12500201930 Mar 2021 . K () 12.50p 201930 Mar 2021
Level Competent / Appeinted Level Competent / Appointed
In progress skills Preview Quarantined skills Preview
- |rvalid datel - 12 Sep 201930 Mar 2021
Mvalid dateln progress Level: Competent / Appointed
Mot started skills Preview Archived skills Preview
- - % - 12 Sep 201930 Mar 2021
12 Sep 2019Not started Level Competent # Appointed
Expired skills Preview

Saved themes (optional)

€) 12 Sep 201930 Mar 2021
Level Competent / Appointed

[[] Create a new theme using the colours above

You can create a new theme using the same colours selected above by ticking the

Saved themes.

9. Click the - button to preview the Skill Matrix you created.
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10. Click the Matrix data or Matrix display from above if the preview matrix needs some

revision.

./-_.\.
[3)
'\__./.

Matrix data Matrix display View matrix

11. If satisfied with all the data collected for the Skills matrix report, you can save the

matrix by clicking the _ button. Then, provide a Matrix name for this

Saved Matrix. Visibility can be modified if you want this matrix to be visible to Only

you or to the Public. Click the - button once done.

Save matrix ®

Matrix name

Trainee Matri

Visibility
m Only you
(71 Public

Saved Matrixes

The saved matrix will be automatically seated under Saved Matrixes. This tile will display the
following information:

Ideagen Limited. T:+44 1629 699 100 e: info@ideagen.com w: www.ideagen.com /5

Copyright © Ideagen Limited


mailto:info@ideagen.com
https://www.ideagen.com/

A |
l|deagen’

Matrix Name
Worksite
Visibility
Created

Last Updated

Saved matrixes

v v v Vv v

Showing 1-1of1

O+ Matrix name

+ Worksile + Visibiity + Crealed +Last updated
() Trainee Matrix DemoSite A only you ;/J;‘;‘QOZA wa Details >

Showing 1-10f1

Copy a saved Matrix

The Copy Matrix is an additional feature under Skills Matrix wherein you can copy or

duplicate the saved matrixes in your company portal. To access this feature, go to
Skills miatrix
gl 1 under Workforce management in your left-side menu. The page will display

your saved matrixes, look for the skill matrix you want to copy/duplicate then click the

Skills matrix @

New skills matrix

Saved matrives (1
Saved matrixes
Srowng1-10r1 1

O ~Matrxrame + Worlit < visiiity < Createct + Lastupdatad

) Trainee Matrix DemoSite A 12 Public o202y S 202 Details »

byyau byyou
# Copy matrix

Stowing1-10f1

8 Doloto matrix

Click the ® “™™™ +to duplicate the matrix you selected. An indication will appear on the

upper right side of the screen that the selected matrix was successfully copied. The Matrix
name will have a (copy) word next to it.

QA Tosting Company Al beanchos

a o
v Matsix copied =
Skills matrix @ [ Mowsklls matrs |
Saved matrixes
) Trmnea s tcsone p—— 2 oy E1rE) e =
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Editing a saved Skill Matrix

Editing a saved skills matrix involves updating the existing data to reflect changes in
employee skills, roles, or proficiency levels. This process ensures the matrix remains accurate
and useful for decision making.

You have the option to edit the following:

1. Details — edit the matrix name and the visibility of the skills matrix from only you to
public or vice versa.

Trainee Matrix (copy)(14) ~ Actions
Demo Site A

Only you 24 Jun 2024 24 Jun 2024

<
H

iR
£ il

Display Change history

Click the Update button to save the changes made.

2. Data — edit the employees and skills selected by adding or removing them from the
matrix.
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Details Data Display
Matrix data
Employees to include
Individually select employees. 2
Select employees
Search by name o i Q| cunentysetected: * Closean
() Inactive employees (] Deactivated employees 2 Bond.Jule
B Bond, e Damstia il 616787 & Horan, NioB
. Stanton, Beth Ani
B Horan Nie B Damstra ID: 656482 i
@ Stanton Heth Ann Heth) Damstra I0: 618022
Additional seftings
() Dot show an emplayes in the matrixf thay have nona of
the skils selecled below
Include
Individusally select skills
Select skills.
Filter by group Search skills. Q Cumently setected.  Cloar al
() Only show skills with skill codes toncles /
- Authorisations): Hazardous Chemical
[ accoss leved IAppoINtmentsy 6908
‘Sl coder HCD23
0] access level tAppointmentst Anne Skil - Inactive o
‘damstra learning (Compelencies /
(0] actess level (Appointments'. Anne Skil Site Aulhortsationst Trainee:
Sl o DME249
accoss lovel U] ntmentsr Asphall Operator
- o other skills Competencies /
(0] access level thppaintments) Authorised Isolator Authorisationsk Dragline Excavators -
Vot
[ acress level iAppaintments). Client-configured | Worksite-specific | Worksite appointment | SRR
Parent skill | OF nues. damstra forms approver types
«© / Autherisations) HR
[ access level IAppOIntmentsy Comvoyor Bell Winch mm

0 access level tAppointmentst Crawl Borer

() access level (Appaintmentst CURAUTH.GEN - Content Expert - Crane AT 25T Franna

) access level iAppaintmentst CURAUTHGEN - Content Expert - Crane Slew Kobelco 2507
) avrive Ionsad EAROOINITAAIEY TR ALITHIER . Crntant Evnart - Mariahis Wk Tahia

Adational settings

] Hide skl column If none: of the selected employees have:
that skl

Click the Update button to save the changes made.

‘Sl coos DMSZ26

Ideagen”

D

Crange history

3. Display — edit the display by re-ordering the skills, column and skill information and

the colour palate.
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Change history

Ix

View Detads

Matrix display
#  Hazardous Chemical Officer
#  Traince

#  Dragline Excavators - VoC

H HR Manager
‘Columns & skill information
Columns to incude Sl display
) Crew name @ Icon. expiry date and skil level
© Icons ank
@ Department 8] ly
Latest medical test exj
=} piry Additional settings
[0) Date of birth
G Inclixde start date for all skitls
[ Last date the employee was on site Dony s
Comy
] [0 Abbreviate skil evel
Date employee started with their company .
e o expiry for next 90
Job Uiles days
Skill colours & preview
Colour theme to use optional Manoge your thermes
None Selected
Valid skills Preview Invalid skils Proview
_— e - e
Levol Compotent / Appointed Lovet Faedt
Skills expiringin 90 days  Preview Start dale in fulure sidlls  Preview
- [ - |
Lovel Compotant / Appointod Lovet Compatant / Appainied
In progress skills Proviow Guarantined skills Preview
. 12500 20190 Mar 2021
ralic datoln progeoss. .
Not started skills Proviow Arcived shills Proview

12 Sep 20190 Mar 2021

X 12 Sop 20190t startod o .

_— o
Levet Compotent / Appeintod

Saved themes taptional

Create anew theme using the colours abowe

Click the Update button to save the changes made.

Downloading Skills Matrix

Details »

To download the Saved Skills Matrix, click on the

A Download

button. Then click the

button. The downloaded file will be saved as an Excel file.

Deleting a Skill Matrix
There are three ways to delete a saved skill matrix.

1. From the saved skill matrix page, click the ™ and select the delete matrix button.
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Details »

& Copy matrix

m Delete matrix

= Actions

2. Another way to delete a matrix is by clicking the P25 > then the button.
Trainee Matrix (copy)(14) ~ Actions
- P —

3. The last option is deleting matrixes in bulk by ticking the box next to the skill name, a
pop-up box will appear at the bottom of the page. Select the Delete button to delete

the selected matrixes.

Saved matrixes

Saved matrixes

# Last updated

Toainee Matix DomoSto A 5 Pubikc Bt ¥ hmaas Detalls > | =
4 . 4 Jun 2024
@ Irainee Matrix (copyia) Demo Ste A 4 Onlyyou Z“*v""” :V’f i Detaits > | =
1
x Deselectail

— °
Provide Feedback
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