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Job Aid: Participating in Competency Assessments (Employee) 

Purpose 

The purpose of this job aid is to guide users and supervisors through the step-by-step process of 
participating in a competency assessment by viewing gaps, assigning items, conducting a self-
assessment, reviewing completed assessments, and viewing the competency history.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

View Gaps and Assign Items 
6 Steps 

Task A  

Employee: Conduct Self Assessment 
8 Steps 

Task B  

Employee: Review Completed 
Assessment – 6 Steps 

Task C  

Employee: View Competency History 
11 Steps 

Task D  
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Task A. View Gaps and Assign Items 

 From the Home page, 
click the Competencies 
pod. 

 

 View the current 
competency ratings. 

To assign an item to meet 
the required competency 
rating, click Assign 
Related Items next to 
the competency. 
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 Click the Action 
checkbox next to the 
appropriate item title. 

Click Assign Selected 
Items. 

 

 Click Return to 
Competency 
Assignments. 
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Task B. Employee: Conduct Self Assessment 

 From the Home page, 
click the Competencies 
pod. 

Note: Another navigation 
option is to click the Start a 
Self Assessment easy link. 

 

 Click Initiate Self 
Assessment. 
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 Complete the assessment 
by selecting the radio 
button option for the 
appropriate rating for 
each competency. 

Click Add Comments to 
enter comments about 
the competency rating. 

Click Next Page to rate 
additional competencies. 

 
Note: Rollover each rating title to view a description of the rating. Make 
sure you navigate through all pages of the assessment. 

 When you have 
completed the self 
assessment, click Submit. 

 

 Click Confirm to confirm 
ratings in the self 
assessment. 

 

 A status message 
displays. 

Click Return to return to 
the Assessment History 
page. 
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Task C. Employee: Review Completed Assessment 

 From the Home page, 
click the Completed 
Work pod. 

 

 From the Completed 
Work page, hover over 
the title of the 
assessment to review for 
additional information. 

Click Open. 

 

 Review the results.  

Click Next to view the 
next page(s). 

Click the Printable 
Version link at the top of 
the page to view a 
printable version of the 
graphs; then click the 
Send to Printer link to 
print. 

Click Back to return to 
the Completed Work 
page. 
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Task D. Employee: View Competency History 

 From the Home page, 
click the Completed 
Work pod. 

 

 From the Completed 
Work page, click the 
Competency History 
link. 

 

 From the View drop-
down, select how you 
wish to view completed 
competencies. For this 
example, select By 
Competency. 

Sort the table by column 
headers, Competency 
Title or Assessment 
Date; note the sort arrow 
( ). 

Click the Assessment 
Rating link to view rating 
criteria details. 

To navigate through 
multiple pages, select 
the Next button or click 
the next page button. 

 
Note: You can initiate a self-assessment or a multi-rater assessment from 
this page. 
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 From the View drop-
down, for this example, 
select By Assessment. 

Click the expand arrow  
( ) to view details for 
each assessment. 

Click the Assessed Rating 
link to view rating 
criteria details. 

Click the View link to see 
assessment results 
(similar to previous task). 

To navigate through 
multiple pages, select 
the Next button or click 
the next page button. 
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