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eLMS 5.8  User Job Aid – Self Assessments

Purpose: The purpose of this job aid is to guide users through the step-by-step process of completing a Self Assessment.
Tasks:

Task A: Identify Self Assessment 
Task B: Complete Self Assessment
Task A: Identify Self Assessment
1. Navigate to Career > Assessment Status. 
2. Click on Assessments to Complete.
3. The Filter drop down will filter assessments that have been completed, not completed, or all assessments.

4. Click the arrow next to the assessment process name to expand the process.

5. Check the Select box and click Open.
NOTE:  Another way to complete steps 1 and 2 is to click on the “You have assessments to complete” alert on the homepage. 

Task B: Complete Self Assessment

6. Follow any directions listed at the top of the Self Assessment.

7. Choose a rating for each competency.  When the mouse is held over the rating categories (N/A, (1) Limited, (2) Basic, etc), a description of each rating appears.

8. Add comments, when applicable, by clicking Add Comments.

9. To advance to the next page for more competencies, click Next Page.

10. To view previous competencies, click Previous Page.

11. To save ratings, click Save.

12. To save and exit the Survey, click Save and Close.  The survey will close and the Assessments in Progress screen will appear.

13. To discard changes that have been made, click Discard Changes.

14. To submit the assessment after all competencies have been assigned a rating, click Submit.

15. If all competencies have not been rated and an assessment is submitted, a status is given and the number of incomplete competencies is displayed.  Click Return To Survey to complete ratings.

16. When all competencies have been rated, click Confirm.

17. Click Return to return to other assessments that are in progress.
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