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eLMS 5.8  Admin Job Aid – Self Assessments

Purpose: The purpose of this job aid is to guide administrators through the step-by-step process of creating and assigning competencies and self assessments to users.  
There are three ways to assign competencies to users.  An administrator can assign a single competency to a specific user or assign multiple competencies to users using a competency profile.  This competency profile can be assigned to a specific user or to all users who have the same job position.  This JobAid lists the steps taken to accomplish assigning competencies to users in three different ways.  

There are two types of Surveys that can be created: an assessment survey, where the user is rated on his assigned competencies and competency profiles, or a dynamic survey, where the user is rated on the competencies assigned to the his job position, as well as any other competencies assigned directly to the user.
Tasks:

Task A: Create Competency

Task B: Create Competency Profile 
Task C: Assign Competencies to Users (Choose 1 of 3 options)

Option 1: Assign single Competency to specific Users

Option 2: Assign multiple Competencies to specific Users using Competency Profile
Option 3: Assign multiple Competencies to multiple Users with same Job Position using Competency Profile

Task D: Create Assessment Survey
Task E: Create Assessment Process
Task F: Initiate Assessment Process (includes Assigning Assessment Process to Users)

Task G: View Assessment Process Status 

Task H: Delete Assessment Process 

Task I: Cancel Assessment Process 
Terminology:

Self Assessment: User’s assessment/rating of his own demonstrated Competencies based on a rating scale.  Users complete Assessment Surveys to rate themselves on competencies, and completed Assessments are displayed in the User's Assessment History.

Assessment Process: The procedure by which individual user(s) are assessed on one or more competencies. This process begins when the Training Administrator selects an assessment survey and one or more users to be rated.

Assessment Survey: A collection of competencies used by users to assess themselves (in a Self Assessment) or others. The users fill out surveys which are derived from the rating criteria attached to a competency.
Competency: An aspect of job proficiency as defined by the organization. There are four types of competencies: 
Skill - Physical or mental activities that support the performance of job-related activities. 
Knowledge - Facts and information needed to comprehend, recognize, and/or recall terms, rules, concepts and symbols related to the performance of job-related activities. 
Ability - Capacity to meet physical and/or psychomotor requirements for job-related activities. Usually an innate physical attribute. 
Attitude - Behavior required to perform job-related activities.
Competencies are measurable capabilities that are required or recommended for effective performance. Competencies assigned to an Item indicate the level to which a user is expected to demonstrate the Competency upon successful completion of the Item. 
Competency Category: A text label (e.g., “Teamwork”) that is used to group similar competencies when they are displayed in a view, assessment survey, or report.

Competency Profile: A grouping of competencies that can optionally be associated with a job position or a function to help manage the consistent assignment of related competencies to users with similar responsibilities. Competency Profiles can be created to include minimum required mastery levels, helping supervisors to identify gaps in a user's training.

Competency Type: There are four types of competencies: 
Skill - Physical or mental activities that support the performance of job-related activities. 
Knowledge - Facts and information needed to comprehend, recognize, and/or recall terms, rules, concepts and symbols related to the performance of job-related activities. 
Ability - Capacity to meet physical and/or psychomotor requirements for job-related activities. Usually an innate physical attribute. 
Attitude - Behavior required to perform job-related activities.
Dynamic Survey: Survey used to assess a user based on the user's assigned competencies and job positions.

Rating Scale: A range of number values (for example 1, 2, 3) where each number indicates a rating (Beginner, Intermediate, Expert) for the specified competency.

Task A: Create Competency

1. Navigate to Performance > Competencies.

2. Click Add New.

3. Enter Competency ID and Description.

4. Choose Competency Category from drop down menu.

5. Choose Competency Type from drop down menu.

6. Choose Rating Scale from drop down menu.

7. Choose Competency Source from drop down menu.

8. Select the domain for the competency.

9. Enter an explanation and comments for the competency.

10. Verify the Active checkbox is checked.

11. Click Add.

12. Click the Subject Areas tab to add subject areas to be associated with the competency.

13. Enter the Subject Area ID and click Add, or

14. Click the “add one or more from list” link to search for and select subject areas, and click Add.

15. Click Apply Changes.

16. Click the Rating Criteria to change criteria labels or add comments for the criteria used in Assessment Surveys to evaluate users in the appropriate box.

17. Click Apply Changes.

NOTE: Competencies may be associated with specific items (courses, etc) by navigating to the Learning > Items and searching for the specific item.  Select the Competencies tab and click Edit to associate any competencies with the item.
Task B: Create Competency Profile

18. Navigate to Performance > Competency Profiles.
19. Click Add New.

20. Enter Competency Profile ID and title.

21. The Creation Date defaults to today’s date.

22. Verify the Active checkbox is checked.

23. Select the domain for the Competency Profile.

24. Enter a description and comments, if needed (comments will appear only to administrators).

25. Click Add.

26. Select the Competencies tab.

27. Enter Competency ID and click Add to add the competency, or

28. Click the “add one or more from list” link to search for and select competencies, and click Add.

29. Specify the level of requirement for each competency based on agency specifications.

30. Click Apply Changes.

Task C: Assign Competencies to Users (Choose 1 of 3 options)
Option 1: Assign single Competency to specific Users

31. Navigate to User Management > Users.

32. Enter criteria to find the user to whom to add a competency.
33. Click Search.
34. In the search results list, click the Edit icon to select the user.

35. Select the Competencies tab.

36. Enter Competency ID and click Add or,

37. Click the “add one of more from list” link to search for and select competencies, and click Add.

38. Specify level of requirement for each competency based on agency specifications.

39. Click Apply Changes.
40. Repeat for all users to assign competencies.
Option 2: Assign multiple Competencies to specific Users using Competency Profile

41. Navigate to User Management > Users.

42. Enter criteria to find the user to whom to add a competency.
43. Click Search.
44. In the search results list, click the Edit icon to select the user.

45. Select the Cpty Profiles tab.
46. Enter the Competency Profile ID and click Add, or

47. Click the “add one or more from list” link to search for and select competency profiles, and click Add, or

48. Click Attach Job Related Competency Profiles to attach profiles that have been assigned to the user’s job position.

49. Click Apply Changes.

Option 3: Assign multiple Competencies to multiple Users with same Job Position using Competency Profile
50. Navigate to User Management > Job Positions.
51. Enter criteria to find the job position to which to add a competency profile.

52. Click Search.

53. In the search results list, click the Edit icon to select the job position.

54. Select the Cpty Profiles tab.

55. Enter the Competency Profile ID and click Add, or

56. Click the “add one or more from list” link to search for and select competency profiles, and click Add.

57. Check the “Add competency profile(s) to users who are assigned this job position” checkbox.

58. Click Apply Changes.

Task D: Create Assessment Survey

59. Navigate to Performance > Assessment Surveys

60. Click Add New.

61. Enter Assessment Survey ID and Title.

62. Select the domain for the Assessment Survey.

63. Choose Yes or No to enable Custom Weights on Competencies.  Click No to have all competencies weighted equally on the survey.  Click Yes to designate different weights for each competency (this will not allow a competency profile to be assigned to the survey).  

64. Click Add.

65. Select the Competencies tab.

66. Enter the Competency ID and click Add, or

67. Click the “add one or more from list” link to search for and select competencies, and click Add.

68. Click Apply Changes.

69. If Custom Weights are not enabled (weight is distributed equally throughout competencies), select the Cpty Profiles tab.

70. Enter the Competency Profile ID and click Add, or

71. Click the “add one or more from list” link to search for and select competency profiles, and click Add.

72. Click Apply Changes.

73. Select the Formatting tab.

74. Choose to group competencies by Category or Profile.

75. Choose whether or not to display Category/Profile Average.

76. Choose to break the page after each group or each competency.

77. Choose where to include comments: After each group, after each competency, or after both.

78. Choose Competency Group Title to describe competencies.

79. Click Apply Changes.

80. Preview the survey by clicking Preview.

Task E: Create Assessment Process 
81. Navigate to Performance > Assessment Processes.
82. Click Add New.

83. Enter Assessment Process ID and Title.

84. Enter Process Description.

85. Choose 1 of 3 options:

· Enter Survey ID or 

· Click Use Dynamic Survey, or 

· Enter Survey ID and click User Dynamic Survey.  

A dynamic survey will use the user’s job position as the basis for the assessment, by utilizing the competencies assigned to the job position, as well as any competencies associated with the user.  An assessment survey will use only the competencies and competency profiles that have been assigned to the user.  Using both will use all competencies and competency profiles assigned directly to the user, as well as any competencies assigned to the user’s job position.

86. Select the domain for the Assessment Process.

87. Enter an email address for the contact person for the process.  Emails will alert this person to different situations that may arise.

88. Click Add.

89. Select the Rater Types tab.

90. Click Remove for all rater types except Self.

91. Enter 100 as the Weight for Self.

92. Click Apply Changes.

93. Select the Instructional Text tab.

94. Enter instructions to be viewed by users rating themselves in Assessment Completion Text, and enter instructions to be viewed by people reviewing the assessment (such as a supervisor who is required to review the survey after a user submits it) in Assessment Review Text.

95. Click Apply Changes.

96. Select the Options tab.

97. Choose User as Rater Nominator.

98. Choose None as Rater Approver.

99. Verify No is selected for Anonymous Assessments.

100. Verify No is selected for Hide User Names While Rating.

101. Verify No is selected for Display Histogram of Responses.

102. Choose Yes or No for Supervisor Approval of Assessment Results.  If Yes is selected, the administrator will not see the results of the survey until the supervisor has viewed and approved them.

103. Choose Yes or No for End of Process Grace Period for Publishing Overdue Assessments to allow review of overdue assessments.  If Yes is selected, enter the number of days past the End Date to allow reviews.

104. Choose Yes or No to Exclude Recently Assessed Competencies in the assessment process.  If Yes is selected, enter a number into the Exclude Assessments since Number of Days.

105. If needed, enter the maximum number of assessments the user is allowed to take in Maximum Number of Assessments per Rater.  (This field may be left blank.)

106. Click Apply Changes.

107. Select the Notifications tab.

108. Check the Remind Rater box to send a notification to remind the user to complete the survey.

109. Enter the Number of Days before End Date user should receive reminder.  (This field may be left blank if reminders are not sent, but must be filled out if the Remind Rater box if checked.)

110. Enter the number of days after the initial reminder that email messages should go out in Reminder Days.  For example, to have reminders sent every 2 days, enter “2”.  (This field may be left blank if reminders are not sent, but must be filled out if the Remind Rater box if checked.)

111. Click Apply Changes.

Task F: Initiate Assessment Process (includes Assigning Assessment  Process to Users)
112. Navigate to Performance > Assessment Processes.
113. Enter criteria to find the assessment process to assign to users.  
NOTE: The Status radial button defaults to Started.  If the assessment process has not started, choose the appropriate status to search. 

114. Click Search.

115. In the search results list, click the Edit icon to select the assessment process.

116. Select the Users tab.

117. Enter the User ID and click Add, or

118. Click the “add one or more from list” link to search for and select users, and click Add.

119. Add all users required to take the selected survey.

120. To send a notification to users, check the Select box for users and click Send Notification.  This will initiate the Build Email page in the Send Notifications wizard.

121. Select the Status tab.

122. Choose the Start Date for the Assessment Process.

123. Choose the End Date for the Assessment Process.

124. If an approver was selected for the assessment process, choose the Rater Approval Deadline to select the last date an approver can approve the survey.  
NOTE: The Rater Approval Deadline must be before the End Date for the Assessment Process.

125. Click Apply Changes.

126. To start the Assessment Process, click Initiate Assessment.  Users are alerted via email and an alert on the Plateau Home Page that they have an assessment to complete.  
NOTE:  Make sure all settings are final before initiating the assessment because changes cannot be made, except to change the dates in the Status tab or to add users.
Task G: View Assessment Process Status
127. Navigate to Performance > Assessment Processes.
128. Enter criteria to find the assessment process to view its status.

129. Click Search.

130. In the search results list, click the View icon to select the assessment process.

131. Select the Status tab.

132. Click Expand All to see status of all users assigned to the assessment process.

133. Click on the Steps 1 – 5 to view the status of each user and reviewer (if applicable).
Task H: Delete Assessment Process

An assessment process may be deleted up until the time the assessments process is initiated.  Once the assessment process is initiated, the process may NOT be deleted.
134. Navigate to Performance > Assessment Processess.

135. Enter criteria to find the assessment process to delete.

136. Click Search.

137. In the search results list, click the View icon to select the assessment process.

138. Select the Summary tab.

139. Click Delete.

Task I: Cancel Assessment Process

An assessment process may be cancelled up until the time the assessments are submitted.  Once the assessments are submitted, the process may NOT be cancelled.
140. Navigate to Performance > Assessment Processes.
141. Enter criteria to find the assessment process to cancel.

142. Click Search.

143. In the search results list, click the Edit icon to select the assessment process.

144. Select the Status tab.

145. Click Cancel Assessment.

























































































































































[image: image1.png]eLMS 5.8 User Job Aid – Self Assessments
Page 8 of 8

