Welcome to the SkillsPass Employer Guide.

Before we get started, let’s make sure you are using a supported browser. Chrome, Firefox, Edge, and Safari are a-ok. If
you are trying to use Internet Explorer, prepare to be frustrated. It is enjoying a well-earned retirement.

Have you been here before? If you have, maybe you’re interested in heading to the good parts:

* Help

e My Team There is no | but there is a My

e Worker Search Like Tinder but for locating employees and not romantic
e Certificates Unlike above, there are two I's

e Reports Captain Picard isn’t the only one that loves data

When accessing your employer network, there are three main things you will want to do; access your team, add
members to your team via Worker Search, and access employee training records in Certificates.

My Team

Let’s start by checking out your team.

When you sign in, you will see current members of your network. Members will be listed alphabetically by last name.

You will notice that members are also listed by first name, SkillsPass ID, partial email address, phone number (if
provided), location, and primary employer.

@ WORKERSEARCH  CERTIFICATES SAMYTEAM | ey EN v SIGNOUT

Type in Worker's First Name, Last Name, Email or ID

LastName FirstName SkillsPass ID Email Address Phone Number City Primary Employer

Alzugaray Ludivina JSZHN4 Bluedrop ISM

Amodt Marisha FNEXVA Bluedrop ISM
Angleton Cyrus 54FAGZ  Utmod@myskillspasscom et 793 Donovan Homes
Aragan Candida HG7P8Z Bluedrop ISM
Aragon Kimberley 8ACTSK Bluedrop ISM
Arjune Adriane csxép4  ttUSim@30adev e 412 Santa Monica Bluedrop ISM

885 Toronto Bluedrop ISM

Baute Deena DDW5QP
Beagle Jerica FNMYHW “*ort@bluedrop.com St.John's Bluedrop
Beagle Randall V2UNAP =rkaq@30adev Bluedrop ISM

Belak Keira NGSNJA ruz@myskillspass.com St.John's MyskillsPass Employer

2345>Last

Members of your team are listed 10 per page. If there are more than 10 members of your team, you can scroll by
selecting the page number, clicking the arrow, or selecting ‘last’.

2 3 4 5 > Last




You can also use the search option to find a specific team member.

Type in Worker's First Name, Last Mame, Email or |ID

You can access a member’s records by clicking anywhere on their profile. You can download a copy of their certificate by
clicking on the download icon.

Keira Belak X

Worker's Profile

+8 TEAMS

skillsPass ID: MGSM 14
Primary Employer: My SkillsPass Employer
City: St John's

CURRENT RECORDS /\

Basic Safety Orientation - Demo @

Training Provider: Skillspass Demo

019-08-22

Expiry Date: 2022-08-22

ARCHIVED RECORDS v

Members of your team that have admin status will be indicated under their last name.

Bichrest

- Winona

If you would like to make a member an admin, click anywhere on their profile, click on the Team logo, then select the
box under Make an Admin and hit submit.

ADD NEW WORKER

Name: Ludivina

Last Name: Alzugaray

TEAM MAKE AN ADMIN

Bluedrop ISM (133) @

D MySkillsPass Employer (14)

Can:e' m

To remove an administrator or to remove a member of your team, follow the same steps, unselect the box, and hit
submit.




ADD NEWWORKER

Name: Winona

Last Mame: Bichrest

TEAM MAKE AN ADMIN

|:| Bluedrop ISM (133)

¥ MyskillsPass Employer (14)

Cancel




Worker Search

If you need to add employees to your team, you will want to use Worker Search

@' WORKER SEARCH

The quickest way to locate a worker in the system is by SkilssPass ID or email address. Keep in mind that some people

use personal email addresses for their profile.

Worker Search

Q wris9z

Don't have 5killsPass ID or Emails?

SEARCH

If the search result matches the employee you are trying to add, click on the result to bring up their Worker Profile. To
add them to your team, select the Team button. Select the box under Team and hit submit. If you are an admin for
multiple employer networks, they will be listed under Team. Choose the network you wish to add the employee to.

ADD NEW WORKER
MNarme: Meghann
Last Name: Nims
TEAM

D Bluedrop ISM (133)

My5killsPass Employer (14)

If the worker is not already a member of your employer network, information like SkillsPass ID, email address, and

phone number will be partially redacted.

Name SkillsPass ID

Email Address

Meghann Nims R0 F

....................

min@bluedrop.com

If you don’t have the worker’s email address or SkillsPass ID, don’t worry, there is still a way to locate them with Worker
Search. Fill out at least two of the following fields for better results: Last name, first name, phone number, postal code.



Q Type in SkillsPass ID or email address

Don't have SkillsPass 1D or Emails?

Q Type in SkillsPass ID or email address

Fill in at least 2 fields for better results.

Last Name Phone Number
Pallanes 1 <1

First Mame Postal Code
Cher AlA 1A

Like before, click on the preferred result. You might be required to provide more information like email address, phone
number, or postal code before you can add to your team.

Cher Pallanes x

Worker's Profile

The worker you're searching for is not
associated with your company. Please provide
one piece of additional personal info to be able
to check the worker's certificate data.

Please fill in at least one field in order to proceed

Email Address:

bxample@domaincom

Mobile Number:

[0 PR

Postal Code:
ATA 1AL

To return to your team, select My Team.

ax MY TEAM HELP v SIGN OUT




Certificates

Now that you have built your team, let’s start accessing some certificates.

@ WORKERSEARCH  CERTIFICATES

Your team will be listed alphabetically by last name.

Workers

=]
in
el
5]
i

Marisha AmodtBluedrop I5M

Kimberley Aragon
Bluedrop 1SM

Adriane ArjuneBlusdrop I5M

Deena BauteBluedrop 15M

Certificates will also be listed alphabetically (left to right).

Basic Safety Orientation

Certificate test Example Course
PLUS

If you want to access the records of a specific employee, you can use the search function. To go back to the full list of
your team’s training, clear the search and hit enter.

Employes Name

If the certificates page is looking way too busy, you can filter by completion date, status, or course.

COMPLETION DATE CERTIFICATE STATUS COURSE

Completion date let’s you narrow your search to a specific day or date range.



COMPLI:TION DATE CERTIFICATE STATUS

Trainee’s Certificate Completion Date

Start Date End Date
< December 2022 >

SUM MON TUE WED THU FRI SAT

Clear Apply

Status let’s you search all certificates, expired, expiring soon, and certified which are certificates with an expiry date that
are still valid.

CERTIFICATE STATUS

Trainee’s Certificate Status

O an

[ certified
D Expiring Soon

[ Expired

Clear Apply

Courses let’s you filter by specific training.

Courses associated with Trainee

Q  Searchfor Course

There are more than 10 items. Please
refine the search.

] A

D Basic Safety Orientation ...

[] Basic Safety Orientation...

D Certificate Test

Once you have selected your preferences in one of the filters, hit Apply. To return to the previous view, select clear.

Clear Apply




Reports

You have the ability to download a report based on your customized search.

Employee Name Q COMPLETION DATE CER“F(';EQEHSTATUS Eg:';sj

Basic Safety Orientation

Workers SkillsPass ID Total Count Certificate test
- Demo
@ Certified
Dominigue Weflbacher 5953PF 3 NA ® Certified
MyskillsPass Employer :
@ Certified

I DOWNLOAD REPORT (CSV) ¥

As well, you can save the report. The information on your saved report will update the information of your search
parameters. For example, if you add new team members that fit the specifics, they will be added to the report.

% SAVE REPORT =, LOAD REPORT
Certified 2Selected
SAVE YOUR REPORT

Sawve Your Report

Example 1]

After saving this report, you may load it anytime by using Load report option.

Cancel Save

You can access the report under Load Report. Find the report you are looking for and click Load.

Y SAVE REPORT ==* LOAD REPORT
YOUR SAVED REPORTS
Example 1
1:40PM / 20.12 2022 Load
Delete

ExampleReport
1:42PM / 06.12.2022 Load
Delete

Example Report
1:40PM / 06.12.2022 Load

Delete

Test
11:27AM f01.12.2022 Load
Delete

Demo Report
3:05PM f21.01.2021 Load

Delete

Cancel




You can also download a copy of your report at any time by selecting Download Report in the bottom right corner.

DOWNLOAD REPORT (CSV) ¥

Help

Hopefully this guide answered all of your questions. If it didn’t you can access knowledge base articles or contact
support by selecting Help at the top of the page.

HELP




	My Team
	Worker Search
	Certificates
	Reports
	Help

