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Using the Skills Matrix

The Skills Matrix provides a graphical 
representation of employees and 
contractors skills.

Users can make use of the information 
to quickly and easily determine the 
current Skills landscape across the 
Organisation and make plans on where 
upskilling maybe needed.

These skills may be formal (such as 
work procedure training) or informal 
(such as computer skills or local site 
knowledge.

This guide explains how to interpret 
and use the data available in order to 
get the most out of the Skills Matrix 
module.

Introduction
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Note that the number of options and 
wording maybe different in your 
System to what is shown here, 
depending on system settings. 

Also Note that the Skills Matrix is 
populated manually and its data is not 
retrieved automatically from other 
modules within your system.

Notes to Consider
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The user interface of the Skills Matrix 
module is divided into the following 
parts:

• Filters and display options, at the 
top of the Skills Matrix

• Skills listed horizontally and 
grouped by Category

• Workers, which are listed in rows

• And Status indicators where 
people and courses intersect

User Interface
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The filters and display options provide 
the ability to refine the data shown and 
the way it is displayed to suit your 
requirements.

Firstly, you can use the Site Selection 
filter to narrow your search down to 
show only specific sites of your 
choosing.

Filters and Display Options
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Click the Select Skills button to 
determine which Skills are displayed. 

The Skills shown here are setup within 
Settings, help with which is available in 
the Support Portal.

The user may select or deselect 
individual Skills using the Checkboxes 
by scrolling through the list.

Filters and Display Options cont.
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Once the required Skill Matrix 
Headings are selected, click Save to 
apply the selection. The selection will 
then be reflected in the column 
headers.

Note that a maximum of 20 skills can 
be selected at one time.

By default, all Workers under the 
selected Person Type for your 
Organisation are displayed on the 
horizontal rows of the Matrix.

Apply Headings
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The number of Workers shown per 
page may be adjusted to suit your 
requirements.

You can scroll through the workers 
using the buttons at the bottom of the 
screen.

Also the order in which employees are 
displayed by can be altered by clicking 
employee name. This will order 
employees by A-Z, or Z-A.

Browsing Workers
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There are four filter types to customise 
your skills matrix view:

• Person Alphabetical is the default 
view and displays all Workers of 
the selected Person Type in A-Z 
order. Use this option to reset any 
filter settings that you've applied.

• Person Company filters to only 
People in a particular department, 
which may be selected in the 
adjacent drop-down and applied 
using the Apply button.

Applying Filters
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• People of a particular Position may 
be selected by choosing Person 
Position and selecting a Position 
from the  adjacent field.

• People that work a particular Shift 
may be selected in a similar way 
using the Person Shift filter, if your 
Organisation uses this.

Applying Filters cont.
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Once the required combination of Skill 
Headings and People has been set, the 
current Skill Requirement status of 
each Person per Skill may be 
determined via the status indicator, in 
the square where Person and Skill 
intersect.

Skill Requirement Status
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Skill Requirement statuses are 
indicated with colours. Colours 
represent the primary status and 
maybe one of the following:

• Black: This person is both an 
Assessor and Trainer of this 
particular skill

• Dark Blue: This person is an 
Assessor of this particular skill

• Light Blue: This person is a Trainer 
of this particular skill

• Dark Green: This person is 
Competent in this skill

Skill Requirement Status cont.
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• Light Green: This person is 
Competent in this skill

• Yellow: This person is Trained in 
this skill

• Orange: This person has limited 
experience in this skill

• Red: This person has no 
experience at all in this skill

• Grey: This skill is not Applicable to 
this person

Skill Requirement Status cont.
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To set a Skill Requirement in a 
particular skill, click into the box of 
your desired skill next to the person 
you wish to update and choose the 
relevant Skill Requirements status from 
the picklist.

The box will now be coloured with the 
colour of the competency you 
selected.

Set Skill Requirement Status
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Data may be exported from the Skills 
Matrix to an Excel spreadsheet, if 
required.

Simply click the Export All Data button, 
then select which format you would 
like to download this in.

A spreadsheet file will be downloaded, 
which you can then open in the 
appropriate application.

Export Spreadsheet




