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Skill Manager 

 

• Within Global Navigator Menu 

• Click onto Training button 

 

 

 

Training will now appear in your toolbar at the top of the screen 

 

• Click onto Training 

• Scroll down to Administration  

• Click onto Skill Manager  

 

The Skill Manager window will open  

 

 

 

You need to set up a Skill Group Heading 

 

 

• Click onto the Skill Group Folder 

 

• Click onto the Add button  

 

 

 

 

 

The Skills Group dialog box will open 

 

• Click onto the Type arrow 

• Choose the type of Skill  

 

 

• Enter a Code 

• Enter the Name of the Code 

 Click OK  
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As you can see ‘Di’s Skill Qually’ has now been entered at the bottom of the ‘Skill Group’ list. 

 

 

 

 

 

 

 

You now need to set up different Skills within the Group you have just created 

 

 

Remember: The Resource Capability Code must match the Relevant Skill Register Code  

 

 

 

• Click onto the Skill Register Folder 

 

• Click onto the Add button  

 

 

 

 

The Skills register window will open 

 

 

 

 Click onto the ‘Group’ Arrow 

 

 Chose one of the ‘Group’ headings 
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 Enter a Name of the Skill 

• Enter a Code  

 

 

Make sure the relevant Skill Code is the same 

as the Code you want the skill to be linked up 

to in Resource Capability. 

 

The rest of the boxes are optional to fill in 

 

• Click OK 

 

 

 

 

 

As you can see ‘Di’s Skill’ and ‘Di’s Skill 2’ – Code – 

‘DIOFRC’ and ‘DIRCAP’ have been entered in the 

Skill Register list. 

 

 

 

 

 

 

 

 
You will find this drop down list in the ‘Personal Record Card’ window within the Sub-Menu - Click 

onto ‘Skill Profile’ – Click on ‘Add’ – Skill Profile  - Click onto the ‘Description’ arrow. 

 

 

 

 

 

 

 

 

 
This section is explained in more detail within the Training Module 

  


