Technical Tips for SkillPro Users

This document includes tips on the following topics:
« Nauvigating through the SkillPro software
» Saving tasks lists to different media (i.e., exporting task lists)
* Importing a task list
» Exporting and importing profiles

1. Navigating through the SkillPro Software

Arrows — the right arrow takes you further into the software while the left arrow (which is shown in

the screen on the next page) takes you one step/screen back.
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Please select a registered analyst.
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You need to have a current
SkillPro license to use this
application.

If your name is not shown,
you have notloaded a licenssg
file provided by ACT.

If your name is shown and
your license has expired, you
need to get an updated
license from ACT.

When you receive the license
file, we suggest you save it or
the desktop to make it easier
to find when you're ready to

activate the SkillPro software.
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Double-click — you can double-click to initiate some actions within SkillPro. For example, from the
Welcome screen, the profiler can click Next to move further into the software or the profiler can
double-click on their name to move further into the software.

Profile Navigator - can be used to move within an individual profiling session or from one profile session to
another as part of the same profile.

« Double-click on Profile Management — to see all the profiles you have created (not all
the sessions created, just the profiles)

» Double-click on any other link under Profile Management — to see details about the
particular profile you are working with (e.g., the skills included in the profile)

SkillPro Tips (right margin of screen below) — include tips helpful to the current page. Be sure to
read them.

View menu- (top margin of screen below) — allows the profiler to hide either/both the Profile
Navigator and/or the SkillPro Tips. You can also Hide or Show the Profile Navigator or SkillPro Tips
by clicking on its heading in the top margin. Hiding the Profile Navigator and SkillPro Tips may be
most useful during task editing with the SMEs in order to maximize the size of your screen and the size
of the current task being edited.
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the report (e.g., 3M). Try not to end the
abbreviated name with a period. There are
Short Company Name to appear in report: Yc several places in the report where the company
name is the last word in a sentence and you
Division: Human Resources end up with two periods.
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. You do not have to shorten the company name.
Contact: James Jones For example, Your Company would not have to
be abbreviated.

Title: Personnel Director =
Some company names have already been
i entered into the database. If you begin typing
Email: jjones@yc.com the name of one of these companies, SkillPro
will populate the company name for you. You ||
Phone 1: (111) 111-1111 will still need to complete the remaining required
fields.
a e ’ Phone 2: LD P S If you begin to type the name of a company that
vou have already entered. the remaining fields [~
Fax: (222) 2222222
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Street 2:
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Print Options - The options to print (such as to print task lists or the SME Info form) can be found

under the Print menu. The print menu only becomes available, however, as you get to screens where
you actually need to print. Specifically, you will not see the print menu on the first few screens you use
to create the profile, but you will see the Print Menu in the Prepare, Conduct, Results, etc. menu tabs.
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Menus/Tabs - In short, if you don’t notice the menu tabs you need to look “up.” For example, using
the screen shot below, the Profiler is preparing for the profile. The functions related to preparing a profile
session are above the Prepare tab as shown.
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3  Complete contract forms, prepare change of address records, or issue service discontinuance ... Click Details to review a brief description of
4 Confer with customers by telephone or in person to provide information about products or serv... the occupation. For more information about
0 : s sz the occupation title and to review related
5 Contact customers to respond to inquiries or to notify them of claim investigation results or any... 2 s
occupations, go to onetonline.org and use the
6 Determine charges for services requested, collect deposits or payments, or arrange for billing. |= O*NET code and related keywords to search
7 Keep records of customer interactions or transactions, recording details of inquiries, complaint... for information.
8 Obtain and examine all relevant information to assess validity of complaints and to determine p... . — .
) R Continue to search on job titles until you find
9 Order tests that could determine the causes of product malfunctions. many redundancies (i.e., two or more tasks
10 Recommend improvements in products, packaging, shipping, service, or billing methods and p... concerning the same general work function)
11 Refer unresolved customer grievances to designated dep ts for further i igation. or no matches.
12 Resolve customers' service or billing complaints by performing activities such as exchanging m... To add new tasks, select Add Task and then
13 Review claims adjustments with dealers, examining parts claimed to be defective, and approvin... — click Edit or double-click on the words New
14  Review insurance policy terms to determine whether a particular loss is covered by insurance. Task. The new task will be added above the ~
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16  Calculate and quote charges for services such as long-distance connections.
17  Consult charts to determine charges for pay-telephone calls, requesting coin deposits for calls ...
18 Interrupt busy lines if an emergency warrants.
19  Keep records of calls placed and received. and of related toll charges.
20 Listen to customer requests, referring to alphabetical or geographical directories to answer qu...
21 Monitar autnmatad far nlacina collact calls And intervene for a callere neading assista




2. Saving Task Lists to Different Media (e.g., hard drive, flash drive)

The Export Task List function is used to save a task list in SkillPro to other media. You will want to save (or
export) a task list in order to use the list in later, similar profiling sessions (such as replication sessions).

From the Prepare or Conduct menu tab, choose Export Task List. (Note: If you do not see the Export

Task List option, widen your screen and the missing button(s) will appear.)
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1 Responds to complaints concerning billing by correcting errors in system.

2 Issues caliing cards by entering the required information in system and submitting request

3 Processes customer requests for refunds by entering the appropriate code.

4 Manages the customer information in the computer database by correcting when updated information is received. o
5 Notifies customers installation is completed by contacting them using the list

6 Opens accounts for customers by creating new records in the computer database.

7 Assists customers in placing calls by dialing the call for them.

8 Notifies other departments of customer's problem by sending an email request

9 Receives orders for telephane service by inserting the appropriate transaction code in the computer with special instructions.
10 Adds prospects to "No Call" list by entering name in database with code.

11 Locates clients with delinquent accounts and attempts to secure payment by calling customers and getting them to agree on
12 Calculates charges for services requested by using pricing charts and a calculator.

13 Contacts customers by phone or in writing to obtain more information about their accounts.

14 Records toll charges by entering in database

15  Enters account information obtained from customers into computer database by typing in on correct screen.

16 Prepares a verbal report on sales activities for the day by summarizing the types of products or services sold.

17  Calls prospective new customers to explain new services and products by using the appropriate script and pricing charts.

18  Provides customers with catalogs and information concerning company products and services by submitting a mail request.
19 Prepares a printout of customer’s current services in order to determine what additional services to offer by printing list from
20 Prepares for a sales call to a non-GCOMM customer by reviewing the printout showing the prospect’s current phone company
21 Quotes prices for customized plans to non-GCOMM customers by using the worksheet

22 Selis telephone services to preferred business accounts by offering plans and upgrades.

23 Updates prospect information during phone solicitation call by entering or updating prospect information in sales database.

24 Provides information to customers conceming company products and services by completing and submitting an order form.
25  Assists customers in the selection and purchase of specialized telephone services, such as long distance plans, by using scr...
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use to develop your Initial Task List. To begin, [
click on Search Tasks. A pop-up box wil
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and their related tasks.
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Click Details to review a brief description of
the occupation. For more information about
the occupation title and to review related
occupafions, go to onetonline.org and use the
O*NET code and related keywords to search
for information.

Continue to search on job titles until you find
many redundancies (Le., two or more tasks
conceming the same general work function)
or no matches.

To add new tasks, select Add Task and then
click Edit or double-click on the words New
Task The new task will be added above the
task that your cursor is on when you select
Add Task

To edit an existing task, click on the task and
then click Edit or double-click on the task
itseff.

SkillPro directs all exported task lists to a Tasks folder on your hard drive in a default location

which you can access by entering the following into the Windows search field:

%AppData%\ACT\ACT.WorkKeys.SkillPro\Tasks

Of course, you can also save a task list to any location on your hard drive that you prefer.

Be sure to give the task list a name that you can easily recognize later. Exported task lists are
saved as text (.txt or ASCII) files.
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The toolbar above provides the Icons you will |
use to develop your Initial Task List. To begin, [~ |
click on Search Tasks A pop-up box will
appear and you will be able to find job titles

and their related tasks. =

Click Details to review a brief description of
the occupation. For more information about
the occupation title and to review related
occupations, go to onetonline org and use the
O*NET code and related keywords to search
for information.

Continue to search on job tities until you find
many redundancies (i.e , two or more tasks
concerning the same general work function)
or no matches.

To add new tasks, select Add Task and then
click Edit or double-click on the words New
Task. The new task will be added above the
task that your cursor is on when you select
Add Task

To edit an existing task, click on the task and
then click Edit or double-click on the task
itself b




3. Importing a Task List

This section contains instructions for importing tasks that originate from another source into SkillPro

(e.g., onetonline.org, other internet resources, a job description). First, format and then save the list of
tasks.

Format the Task List

Before importing a list of tasks, format the document as close to the SkillPro format as possible.

To do this, open the document containing the task list in Word (or another word processing
program) and be sure to:

» Correct any misspelled words.

+ Remove any extra spaces between the tasks (i.e., remove blank lines).

+ Remove hard returns or at least do not hit the enter key and add hard returns.
» Remove the numbers if the tasks are numbered.

Save the Task List. In order to import the task list into SkillPro. It must be saved as a “Plain Text”
file type (“.txt” and not “.doc”).

In Word, go to File at the top of the screen. Click on Save As and browse to the location where you
want to save the new version of the file. You will need to know this location when you import the

file into SkillPro. (We suggest you save task lists in the Tasks folder in SkillPro or into a folder on
your desktop.)

Change the “Save as type” setting from “Word Document” to “Plain Text.”
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When you select “Plain Text” the file names for other types of documents will disappear from the
Save As menu. Click on Save.



The word processing software may remind you that any remaining formatting in the
document may be lost when converting the document to a txt file as shown below.

File Conversion - Secretary.ITL.txt

Warning: Saving as a text file will cause all formatting, pictures, and objects in your file to be lost.
Text enceding:

. (O ms-pos (O other encoding:

Options:
[] Insert line breaks

End lines with: [CR/LF +

l:] Allows character substitution

Preview:

Prepares to restock office supply inventory by reviewing the supplv request popup -
alert which indicates quantities description of items taken from cabinet (reached
order point) to place new order. -
Orders office supplies bv completing the Purchase Requisition (fills in information

in correct column and row) form of selected items and listing prices, quantities, and
item descrintions _calenlates s tatal and snhmits ta accainting for annroval

OK ][ Cancel ]




Navigate to the appropriate session in SkillPro and click Import Task List
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Find the file that you want to import. When you select (i.e., click on) the file, the name will populate
the file name fields. Click Open to load a copy of the task list into the session.



4. Exporting and Importing Profiles

Profilers who have access to both a desktop computer and a laptop may choose to move profiles
from one copy of SkillPro to another.

T

0 Export a profile from SkillPro:
From the My Profiles screen, mark the profile to be exported and click Export Profile.
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Status Organization Profile Type Job Title Session Count Date Sentto ACT
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Save the profile to a different location (such as to a folder on your desktop).
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The selected profile was exported successfully.




To Import a profile into SkillPro:

- From the My Profiles Screen in SkillPro, click Import Profile. Then, navigate to the location of
the saved profile. (Be sure to choose All Files if you do not see the profile.)
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- Click Open to import the profile.
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The profile was imported successfully.




