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VQUAL Setup

The VQUAL Matrix is an optional module 
which displays Worker progress against 
Competency targets.

Before it can be made use of in a new 
system, or additional Competencies can 
be added to an existing one, there are a 
number of prerequisites that must be in 
place and settings that must be 
configured as shown to the right.

This guide explains how to configure all 
of these things. Help with later using the 
VQUAL Matrix itself is available 
separately in the Support Portal.

Introduction
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Begin in Settings which can be found 
under the icon toward the top of the 
screen.

Click to expand the ‘Training’ section, 
then click ‘Competencies’. 

Settings
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If you’re just starting out with a new 
system, the first step is to define the 
levels by which your Organisation will 
measure Competency, for example 
‘Beginner’ through to ‘Expert’.  

Note that these levels will be common to 
all Competencies that you load into your 
system.

To do this, click the ‘Competency Levels’
tab. Any existing levels already added to 
your System will be displayed. 

To add a new one, click ‘Add’ and define 
your first level.

Defining Competency 
Levels
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‘Level ID’ is an alphanumeric field with a 
maximum of two characters that is used 
as an abbreviation for this level in the key 
on the VQUAL Matrix. For example, for 
the level ‘None’, we may want to 
abbreviate this to the letter ‘N’. 

Then, enter the full Level Name and the 
Level Value. This value is used for gap 
calculation, for example in this scheme 
this is the first level in the scale so we will 
enter ‘1’. 

Finally, choose a colour to represent this 
Competency level in the VQUAL Matrix 
by either clicking and selecting a colour 
from the palette, or by entering a hex 
value.

Once all details are entered, click ‘Save’ 
and repeat this procedure for all 
Competency levels in your Organisation’s 
scale.

Defining Competency Levels cont



VQUAL Setup

The Categories / Competencies tab is 
where Competencies are defined and 
grouped into categories.

Click any existing Category in the left-
hand table to display any Competencies 
that belong to it in the right.

In this example, an existing ‘Project 
Management’ category groups together 
Competencies that relate to Project 
Management roles such as critical 
thinking and decision making. 

To add a new category, click the ‘Add’ 
button above the Category table. 

Competencies / Categories
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Provide the Category name, and Save. 

Repeat this procedure for any other 
categories you wish to add at this time 
and use the ‘Actions’ button to edit or 
delete any existing categories.

To add a new Competency, click the 
‘Add’ button above the ‘Competencies’ 
table.

Add Category
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Select the Category that the new 
Competency belongs to from the pick-
list before entering the name of the 
Competency itself.

Next, select which Sites within your 
Organisation the Competency should be 
visible to by searching or scrolling the 
Org Structure and making the 
appropriate selection. 

If it should be available to all Sites, select 
the global level.

Add Competency
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Next, we can link the Training Courses 
that will lead to achieved levels of this 
Competency when successfully 
completed by a Worker.

To do this, click the ‘Add’ button and 
begin typing the name of the Training 
Course you’d like to link to this 
Competency. Smart Search will find the 
right Course as you begin to type.

Then, select the default level of 
Competence that the Course will provide. 
If, upon completing the Course, an 
individual Worker achieves a different 
level, this can be manually adjusted at 
the time that the Course outcome is 
recorded.

Add Competency cont.
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Once all Courses are added, click ‘Save’.

The Competency is now added and is 
visible in the register. Repeat this 
procedure for any other Competencies 
you would like to add. 

Add Competency cont.
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Another method of linking Training 
Courses to Competencies exists in the 
‘Course Competencies’ tab. The register 
on this tab lists all existing linked Courses 
and Competencies across all Categories.

You can quickly link a Course to an 
existing Competency by clicking ‘Add’ 
and filling in the form.

Linking Competencies with Courses
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Now that Competencies and Courses 
have been defined, we can set targets for 
Workers that hold particular Positions via 
the ‘Targets’ tab.

We can work from the perspective of 
either a Position or a Competency using 
the radio buttons for each. 

Setting Targets
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When ‘Select Position’ is selected, first 
select a particular Position and consider 
which Competencies your Organisation 
expects for Workers holding it, and which 
level you would like to set as the target. 

Note that changes are automatically 
saved as soon as selections are made.

For any Competency that does not apply 
to the Position, leave the ‘Competency 
Level’ field blank.

Setting Targets via Position
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When ‘Competency’ is selected, first 
select a particular Competency and 
consider which Positions your 
Organisation expects to have some level 
of Competency within it. 

Again, leave the field blank for any 
Positions where no level of this 
Competency is expected. 

Setting Targets via Competency
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The final item requiring configuration is 
the colours we will use to represent gaps 
between actual and target levels. For 
example, if a Worker has a target of level 
five but achieves an actual level of four, 
there is a gap of one, which can be 
conveyed by a colour on the VQUAL 
Matrix.

For each gap value, click in the field and 
select a colour from the palette, or enter 
a hex value.

With all of these items configured, our 
VQUAL Matrix is now ready to use. 

Setting Gap Colours




