CASMIS User Guide

Human Resources  Module

5.2 Skills Explorer

The CASMIS Skills Explorer application allows Administrators to categorize, define, and report on an organization’s skills.  The purpose of the Skills Explorer is to help executive-level management ensure that the organization is properly trained, that the appropriate training courses are being provided, and that shortcomings are corrected in a timely fashion.  Administrators can add, edit, and delete Skills Groups and Skills and define each Skill level.  Users should complete a skill assessment as part of in-processing and periodically as their skill set is enhanced.
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Adding a Skill Group

A Skill Group is a top level or parent folder in the Skills Explorer Tree View that is used to help manage individual skills.  Skill groups are for organization only, they do not appear in the user’s Certifications / Critical Skill Screen found in the In-processing, Person Information, and Person Information Administration applications.  Add a new Skill Group by right clicking in the Skills Explorer Tree View and selecting Add Group to add a top level group or Add Sub-Group to add a subordinate level group.  Complete the Group Name and Description fields and select OK to add the new Group or Sub Group.  

5.2.2 Editing A Skill Group
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Edit a Skill Group by right clicking on it in the Skills Explorer Tree View and selecting Edit Group.  Make the required changes to the Group Name and Description fields and select OK to save changes.  Editing a Group does not affect the individual Skills listed in the Group.  

5.2.3 Deleting A Skill Group

Delete a Group by right clicking on it and selecting Delete Group from the drop down menu.  A Group can only be deleted if it has no subordinate groups or Skills associated with it and cannot be restored.  Groups deleted in error must be recreated as a new Skill Group or Sub-Group.

5.2.4 Adding a Skill

Add a new Skill by selecting the Group to which it will be assigned in the Skills Explorer Tree View, right clicking on it, and selecting Add Skill from the drop down menu to open the Add Skill dialog box.  Complete the Skill Name and Description and select OK to add the new Skill.  A Skill is identified by a wrench icon and is visible to users of the In-processing, Person Information, and Person Information Administration applications.  

5.2.5 Editing a Skill 
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Edit a Skill by right clicking on it from the Skills Explorer Tree View and selecting Edit Skill from the drop down menu to open the Edit Skill dialog box.  Complete the required changes to the Skill Name and Description and select OK to save changes.  Skills are visible in the Person Information, In-processing, and Personal Information Administration explorers.

5.2.6 Deleting a Skill

Delete a Skill by right clicking on it from the Skills Explorer Tree View and selecting Delete Skill from the drop down menu.  Deleting a Skill removes the Skill from the Critical Skills Screen of the In-processing, Person Information, and Person Information Administration applications.  Skills can be deleted whether or not users have selected a Skill rating and cannot be restored if deleted in error.  The Skill must be re-entered as a new Skill and users must reassess their Skill.

5.2.7 Adding, Editing, or Deleting Skill Proficiency Definitions

CASMIS allows organizations to further define each Skill entered in the Operations Setup Explorer application.  Add, edit, or delete a proficiency definition by right clicking on the Skill in the Skills Explorer Tree View and selecting Edit Skill from the drop down menu to open the Skills Maintenance dialog box.  Enter or make changes to the Skills Name and Description if required and then click on each of the Skill Level tabs to enter a Skill description.  Proficiency descriptions can be used to further clarify or reduce the subjective nature of one word Skill definitions.  Enter the minimum number of team members that should possess this skill in the Personnel Threshold field.  The threshold number will be used to report skill deficiencies. 

5.2.8 Skill Explorer Reporting

The CASMIS Skill Explorer was built with a set of reporting tools that can be used to generate common reports in either Microsoft Excel or as a Adobe Acrobat PDF File.  Reports are generated in the CASMIS Report Window and can be accessed by right clicking in the Skills Explorer Tree View.

5.2.8.1 Reporting Critical Skills by Person

Report each user’s self assessed Skill ratings by right clicking in the Skills Explorer Tree View and selecting the Critical Skills by Person Report from the drop down menu.  CASMIS will search the HR/Ops database and generate a report that lists each of the organization’s current users and their Skills Assessment.  Variations of this report can be generated using the CASMIS Ad Hoc application located in the Self Service Module.

5.2.8.2 Critical Skills by Person Report

The Critical Skills by Person Report allows human resources representatives and other select employees to retrieve a report that lists Critical Skills and the people who possess each skill.  Retrieve the Critical Skills by Person Report by right clicking in the Skill Explorer Tree View and selecting Critical Skills by Person Report from the drop down menu to open the Critical Skills by Person Report window.  The report can be printed to a network printer or exported to Microsoft Excel or Adobe Acrobat Reader.  Print a report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Adjust the size of an online report by selecting the Magnifying Glass icon to select a new report size.  Some reports may contain multiple pages; use the up or down arrow buttons or enter a new page to view the previous or next page.

5.2.8.3 Members by Critical Skills Report

The Members by Critical Skills Report allows human resources representatives and other select employees to retrieve a report that lists employees and their associated skills.  Retrieve the Members by Critical Skills Report by right clicking in the Skill Explorer Tree View and selecting Members by Critical Skills Report from the drop down menu to open the Members by Critical Skills Report window.  The report can be printed to a network printer or exported to Microsoft Excel or Adobe Acrobat Reader.  Print a report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Adjust the size of an online report by selecting the Magnifying Glass icon to select a new report size.  Some reports may contain multiple pages; use the up or down arrow buttons or enter a new page to view the previous or next page. 

5.2.8.4 Members by Critical Skills in Organization Report

The Critical Skills by Organization Report allows human resources representatives and other select employees to retrieve a report that lists organization members and their associated skills.  Retrieve the Critical Skills by Organization Report by right clicking in the Skill Explorer Tree View and selecting Critical Skills by Organization Report from the drop down menu.  The report can be printed to a network printer or exported to Microsoft Excel or Adobe Acrobat Reader.  Print a report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Adjust the size of an online report by selecting the Magnifying Glass icon to select a new report size.  Some reports may contain multiple pages; use the up or down arrow buttons or enter a new page to view the previous or next page. 

5.2.8.5 Skill Deficiencies Report

The Skill Deficiencies Report allows human resources representatives and other select employees to retrieve a report that lists those Skills with reported deficiencies and the description of each deficiency.  Retrieve the Skill Deficiencies Report by right clicking in the Skill Explorer Tree View and selecting Skill Deficiencies Report from the drop down menu to open the Skill Deficiencies Report window.  The report can be printed to a network printer or exported to Microsoft Excel or Adobe Acrobat Reader.  Print a report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Adjust the size of an online report by selecting the Magnifying Glass icon to select a new report size.  Some reports may contain multiple pages; use the up or down arrow buttons or enter a new page to view the previous or next page.

5.2.8.6 Skill Deficiencies Detail Report

The Skill Deficiencies Detail Report allows human resources representatives and other select employees to retrieve a report that lists Skills with reported deficiencies by proficiency and the percent of the minimum threshold achieved.  Retrieve the Skill Deficiencies Detail Report by right clicking in the Skill Explorer Tree View and selecting Skill Deficiencies Detail Report from the drop down menu.  The report can be printed to a network printer or exported to Microsoft Excel or Adobe Acrobat Reader.  Print a report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Adjust the size of an online report by selecting the Magnifying Glass icon to select a new report size.  Some reports may contain multiple pages; use the up or down arrow buttons or enter a new page to view the previous or next page.
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