
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Creating Competencies  

STEP ONE | Creating a competency 
 
Click on the ‘Compliance’ tab, select ‘competency library’ 
 

 
 
Click add 
 

 



 

  

 

Complete the required fields and click ‘save’. Tick the check box ‘requires a verified 
document if required 
 

 
 
 
 
 



 

  

 

STEP TWO| Creating a grouped competency 
 
Click on the ‘Compliance’ tab, select ‘competency library’ 
 

 
 
Click add 
 

 

 
 
 
 



 

  

 

 
Select the radio button ‘Group’, complete the required fields and click ‘Save’ 
 

 
 
Click ‘Add Member’ to add competencies required for the group. 

 
 
Search for the competency and click on it to add to the group. Repeat until all 
required competencies have been added to the group. 
 

 
 
 
 


