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How-To Guide

The latest enhancements to the dita Platform are now live.
This guide will help you manage and report on your competencies with the latest
updates from dita Solutions.

For ongoing support, contact: °
support@ditasoltuions.com dlra

solutions




Linking a Document to a Competency - Step 1 dil'a
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Just as we have done with Modules, you can now link a document to a competency. In the Competencies Tab, simply find
' . n H n ' n L | |
: the competency you are wanting to link to, and select "Actions" and click on "Edit".
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Linking a Document to a Competency - Step 2 dil'a
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You will be brought to the Edit Competency screen, were you can link an asset to this particular competency. In this
instance, we will be linking a Document. From the "Link Asset" field, select "Document” from the drop-down list

ﬂ Ben Pedrazzini ~
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Linking a Document to a Competency - Step 3 dil'a
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To link the correct document to this competency, in the "Linked Document" field, start typing the name of the document
you wish to add. Documents will pre-populate based on what you have typed. Simply select the correct document and save.
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Replacing a Linked Document to a Competency - Step 1 dil'a
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In the future, you may wish to update a competency that already has a document linked to it. Do do this, you need to edit
the competency, then select the "Edit" pencil option next to the name of the existing linked document.
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Replacing a Linked Document to a Competency - Step 2 dﬂ'a
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A warning will automatically pop up to advise that you have selected to replace a linked document. Select "Replace Linked
Document” to proceed. Then simply select a new document by typing the document name in the "Linked Document" field.

A Warning

Changing the linked document will from this point onwards require users
to complete the new document in order to be deemed competent.

Any users who are part-way through the current document will have the
competency updated upon completion.

Are you sure you want to change the linked document?

REPLACE LINKED DOCUMENT

A Warning

Changing the linked document will from this point onwards require users
to complete the new document in order to be deemed competent.

Any users who are part-way through the current document will have the
competency updated upon completion.

Are you sure you want to change the linked document?

CANCEL REPLACE LINKED DOCUMENT
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User Competency List: New View and Status dil'a
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There are new statuses in the User Competency List which now provide an administrator greater clarity at a glace as to
what is needed for a user to be "Compliant" with a particular competency.
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dila

User Competency List: New Actions

The Actions list for a user's competency has also had a revamp. Many actions were already part of the system previously,
however we have streamlined the list to provide easier access to these, plus the new actions for managing compliance.
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User Competency Actions: View Changelog dﬂ'a
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One of the new action additions is "View Changelog". The Changelog provides approved administrators a record of all
notable changes to the selected competency.
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User Competency Actions: Download Changelog PDF dﬂ'a
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The Competency Changelog can also be downloaded in a PDF. This action is a new addition and can also be located in the
Competency Actions list. Simply select "Download Changelog PDF", then "Create PDF" from the pop-up.

&£ Download Changelog PDF

A POF will be created containing the changelog for the following competency:

APl Competency Test 5

& Download Changelog PDF

A PDF will be created containing the changelog for the following competency:

APl Competency Test 5
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User Competency Actions: View History & Actions dﬂ'a
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At a glace, you are able to view the history of any user competency simply by selecting the "View History" action from the
Actions list. From there, you can select from further options, such as viewing or downloading the change log, or editing the
competency record.
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User Competency Actions: Edit Competency Record dﬂ'a
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You may find yourself in the position where an existing competency record requires editing. This can be done via the
"View History" then "Edit" actions of a user's competency. From here, you can make the necessary changes to the
record, which will then be visable in the Competency Changelog.
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Where a competency is in a "Not Compliant” status, an "Edit Due Date" action has been added. This allows admin to
provide extra time for a user to become compliant. Simply select "Edit Due Date" from the Actions list and update the

User Competency Actions: Edit Due Date dila
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= Edit Due Date

< Another Competency with a scorm 1.2 attached

Due Date

CAMNEEL " SAVE DUE DATE

= Edit Due Date

Another Competency with a scorm 1.2 attached

Due Date

20 Novemnber, 2021

CANCEL « SAVE DUE DATE



User Competency Actions: Disable User Competency dﬂ'a
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Where a user competency is no longer required, your organisation can now "Disable" it from the Actions list. This won't
delete the competency or the associated records, but will just disable them from view. Once selected, click "Disable" from
the pop-up.

& Disable User Competency

Are you sure you want to disable this user's competency?

Once a competency has been disabled for a user, it will no longer be visible in
the user's dashboard,

@ Disable User Competency

Are you sure you want to disable this user's competency?

Once a competency has been disabled for a user, it will no longer be visible in
the user's dashboard.

CANCEL DISABLE
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User Competency Actions: Re-Enable User Competency dil'a
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t's easy to re-enable a disabled user competency. In the Competency Tab of the user's profile, tick the "Show Disabled
Competencies" checkbox, then select "Re-Enable" from the Actions list associated with the competency you wish to
re-enable.

‘:) Ben Pedrazzini
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New Competency Reports: Disabled Competencies dira
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To report on the competencies that have been disabled, you can build a Custom Report from the Reports Tab. \WWhen
building the report, you will see the new filter option of "Disabled User Competencies” - simply choose this option, give
your report a name and select the date range for the report.

Custom User Report Builder

Select the desired options to build your custom user report.
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