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Running a Skill Matrix Report 
 
 
This is done by going to the Employees tab then selecting Skill Search in the list. 
 

1. Select skills from the list using the scroll bar. You may also search for the skill by typing its 
keywords. 

 

 
 

2. To add the selected skill, drag it to the Include Skills destination field. You may also do the same 
to the Exclude Employees with Skills field if you wish to further filter your selections. 

 

 
 

3. Set your parameters by selecting person/s, selecting site/s, and setting the date range (skill 
acquired between and skill expiry between) 

 

 
 

 

You may select multiple skills from the list and add them all at once by dragging them to the 
destination fields 
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4. Choose your display options by clicking the radio buttons of Axes and Style 
 

5. Tick the boxes of the details to be included in the report 
 

6. Click Display Employees on Screen to view the skills matrix report on screen. This can also view 
exported to a PDF or Spreadsheet document using the export buttons on the page 
 

 


