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Introduction

S

killGRID is a complete learning management solution. In addition to delivering online learning
content, it keeps a record of employee learning accomplishments, identifies future learning
requirements, maintains training credentials and certifications, and can certify employee
competency for the position held. As an administrator, you will intervene to approve documents and
training items, as well as to oversee user access to SkillGRID courses and other important features.
The administrator profile also provides insight to overall workforce competency data. This manual
will outline the use of all of these features.
When employees use SkillGRID in combination with SkillSTICK, the system becomes truly portable
and maintains the currency of all information even when access to the Internet is limited, intermittent
or not available. In addition to tracking valuable training and learning data, SkillGRID can also
manage and store other important worker documentation such as passports, visas, and certifications.
It can also provide direct access to online courses that your company deems necessary.

Using this Manual
This administrator manual is intended to show how to effectively utilize the features found in SkillGRID
because administrators play a pivotal role in corporate competency programs. The administrator has
full SkillGRID privileges and can update and create personnel assignments within the system. The
content of this document is specific for administrators within SkillGRID. This manual was prepared to
be read in any order; therefore, you may skip to the relevant section(s) that relate to your needs.
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Within this manual, words in double quotes (“xxx”) refer to precise wording that can or would be
seen on your screen. Italics indicate words that have specific meaning within SkillGRID, or that serve
as keywords that should be familiar in order to understand how SkillGRID works.
In the event that you are already familiar with SkillGRID as a student or assessor, then you may find
some of the material in this manual redundant. However, some sections have been added or updated
specifically for administrators.

SkillGRID Login Page
The SkillGRID software can be accessed via internet connection or through SkillSTICK. Access via
the Internet is possible by going to https://www.skillstick.com.

Technical Support
If you need help using SkillGRID, or experience a problem with the product, contact Technical
Support by clicking the link on the login page (bottom left).

Logging In
Enter the username and password provided by PetroEd into the respective fields on the login page
and click the “Login” button.
The menu, located at the left side of the page, is shown on all pages.
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Users

T

he “Users” section of SkillGRID is a database containing useful data about your workforce.
In addition to making information about each employee accessible, the “Users” section also
allows data to be updated by the assessor. The database can easily be filtered and sorted,
making management of a very large workforce more convenient. In the examples that follow, a small
example workforce will be used to demonstrate the features available to the assessor. Figure 1 shows
an example user database that appears after clicking the “Users” button on the left menu in SkillGRID.

Figure 1 “Users” page shows the workforce members that utilize SkillGRID
accounts: In this example, the total number of records is 11.
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Searching User Records
Search Bar
A good method for finding records with specific data is to use the search bar at the top left corner of
the page. Typing a search term and clicking on the binocular icon will cause SkillGRID to search the
selected field of all records for the term you entered. Figure 2 shows the results of a search for the
word “drill” in the “email” field. Note that this is a wildcard search (search-result records have email
addresses that contain the word “drill”). Entering a more specific term has the potential to narrow
the search results.

Search bar

Binocular icon

Figure 2 Search results using the search bar at the upper left corner of the “User” page: The drop box selects what field you
want to search in—for example: user names, employee ID, location, department, position, email, or role.

Column Headings and their Drop Boxes
The column headings within the User page can also be used to sort the visible records in an order
corresponding to that field. If the administrator chooses, the records can be sorted based on the last
names of the employees by clicking the “User” heading in the third column.
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Some column headings (training matrix items, training records, documents, registrations, and status)
have drop boxes associated with them. Choosing selections from the drop-boxes screens the results
again, thus providing a cumulative filtering feature. Suppose that the assessor or administrator wants
to verify that all assistant drillers have current registrations. Figure 3 shows an initial wildcard search
for “assistant driller” within the position field, resulting in only the assistant drillers being visible.
Note that there are two assistant drillers with registrations and two without. Using the “Registrations”
drop box, “No unit registrations” is selected as shown in Figure 4, resulting in only those assistant
drillers that have no unit registrations.
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Figure 3 Listing of Assistant drillers in the database (unsorted)

Figure 4 Using the “Registrations” drop box after the initial search for “Assistant drillers”
(Figure 3): Now, only those Assistant Drillers without registrations are visible.
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Viewing and Modifying User Records
Employee Profile Updates and Modifications
The pencil icons associated with each user record enable updating and modifications. These are shown in
Figure 5 circled in red. As an administrator, your SkillGRID account privileges allow you to change the
worksite, position and other attributes of a worker.
Finally, the second-column buttons indicated by the “grid” icons, will load the position-grid page for each
respective user. From here administrators and assessors can view student progress and completion
percentages (see the icons circled in blue in Figure 5.

Figure 5 When clicked, the pencil icons (circled in red) bring up the “edit profile” page for each
respective user. The grid icons (circled in blue) load the Position Grid for each respective user
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Reports
The “Reports” option found at the bottom of the administrator menu shows reports for a variety of
options, as shown in Figure 6. Individual reports are loaded by clicking on the hyperlinked records
count associated with each report title. Figure 7 shows a sample “Positions” report.
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Figure 6 Reports page accessible from the Administrator console

Exporting Report Data to Excel
The reports feature also makes it possible to copy SkillGRID data for export to other programs such
as Excel spreadsheets. Clicking the “Copy Table for Excel” button copies the visible-table data to
the system clipboard.
Click here to export data

NOTE: This function on works when using the Internet Explorer web browser.
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Figure 7 “Positions” report accessed from the Reports page

At this point a new or existing spreadsheet can be opened and the data pasted in using standard
Excel keystrokes.

Figure 8 Excel spreadsheet with report data exported from SkillGRID
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