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The Grey Matter Group  

Quick Start for Managers 
 

To access the system: 

 
If you need support with logging into the system and getting our tips for taking assessments, you 

can refer to the “Quick Start for Users” guide.  Alternatively, you can contact our Support Team 

who can help you with this or any other aspect of our work. See page footer for contact details. 

 

Reports by Person 
 

After you have logged in, from the Portal Home page select Reports then Reports by Person.  

The four circles indicate: 

 

1. Assessments taken 

2. Evidence added                 

3. Results verified  

4. Completed modules 

 

The information is based on your personal activity.  Click on a circle and scroll down to Activity 

results, the sub heading in the blue box will change to match the circle you clicked on and the 

data in the table below will provide the detail.   

 

To get this info for another person, go back to the top of the page and click on the Profile search 

tab, locate or search for the user; when you have found the person, select View profile and the 

info will then show for the person you selected.  The person’s name whose results you are viewing 

will appear in a blue box next to the title Module activity.  You can go back to the Profile search 

tab to change the person. 

  

You can filter the activity results to show only the results relating to a 

specific module.  To do this, at the top of the page on the right, select 

Modules in the yellow box and select the module you want to see.  The 

module you have selected will appear next to the title Module activity.  

You can go back to the Modules button to change the module. 

 

For an overview of assessment results, go to Activity results, click the blue plus icon.  

 

To view the Results for a specific assessment, click the green View Results button on 

the right next to the specific assessment you want to view. 

 

Reviewing and Increasing Assessment Results 
 

When you have opened the Results for an assessment, the page is split into 4 sections: 

 

1. Overview 

2. Learning needs overview 

3. Results overview 

4. Add Input / observations / outcomes / examples / files 

5. Verify 
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The answers given by the person have been recorded against each outcome, some answers 

may include additional explanatory text they have provided.  In the Overview section, the 

Correct Answer and Progress figures give an indication of their current knowledge level.   

Lower scores indicate a higher level of knowledge is still required.  Higher 

scores indicate higher levels of knowledge already exist.  This information 

will enable you to consider and plan the next steps with the person.   

You may want them to engage in various learning activities, particularly 

if their scores are low, and then ask them to take another assessment so 

you can check their knowledge does increase.  With higher scores, you can progress using the 

results to facilitate discussion and to add further anecdotal evidence of knowledge and 

understanding.  The scores can be increased without the person retaking the assessment – this 

is covered below. 

The Learning needs overview shows the outcomes 

that were not marked as correct, ie the 

knowledge gaps.  In the Status column, Evidence 

indicates that evidence has been added, No 

Evidence indicates that evidence has not yet 

been added.  Marked as Correct identifies 

outcomes marked correct by a manager. 

 

The purple buttons link to learning resources 

available including our bite-size (2-5 minute) 

eLearning modules specific to the outcome.   

 

They can use these learning resources to build 

upon their knowledge. The system automatically 

enters a date and time showing they have 

accessed these resources. (see arrow 1).  

 

If evidence is added, it is noted next to the 

outcome under the Results Overview section.  

This is where you will also find the question asked, 

the answers given and if it was market correct or 

not.  (see arrow 2).  The evidence detail is shown 

under the question. 

 

Both you and the individual can Add Evidence to each outcome explaining 

what has been learnt, demonstrating knowledge and understanding (see 

arrow 3).   

 

Click on this link to read our top tips for observation and recording.  

 

Once you are satisfied that the person meets the outcome AND you have sufficient evidence to 

prove it, you can click Tick box to upgrade percentage.  Finalise this by clicking Submit. After this 

action, the Progress and Correct Answer figures in the Overview will increase.  

 

These steps need to be applied to every outcome in the user’s Learning needs overview until all 

the outcomes are marked as complete.  This is why starting with a higher scoring set of results can 

be more efficient. 

 

1 

2 
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In the next section, Add Input / Observations / Outcomes / Examples / Files, you can add or 

review any evidence that is relevant to the whole assessment.  You can also upload and attach 

other documents so the evidence is together in one place.  Some examples are:  witness 

testimonies, thank you letters, observations, supervision notes, training course certificates. 

 

 

 

 

 

 

 

 

 

 

 

When you are confident a person is competent in all the outcomes in the assessment, you can 

click the Verify button.   Before you do this, you must ensure you have sufficient evidence to prove 

your overall judgement of the person’s competence. You must evidence that they have been 

observed in their work place, during normal work activity and that they were able to perform 

competently and safely. 

 

 

 

 

 

 

Administration 
 

From the Portal Home page, select the Administration button.   

 

Structure Chart  

This box allows you to find and Search for organisations / 

groups.  

 

The Edit Group button gives you the ability to alter the 

group’s Name, Description, view the list of Modules 

available to the group and View Org Chart.  There is a tick 

box to Prevent multiple assessments.  Ticking this box and 

saving the change means your staff will not be able to 

take an assessment more than once unless they add 

evidence to the original assessment. 

 

The Add Group button allows you to add a group to the selected organisation / group.  Groups 

may contain other groups. You can double click on a group name to expand the list of groups 

within it. Selecting an organisation / group displays a list of every person within it. 

 

People  

Under the People heading is an administration panel that allows you to manage multiple users. 

You can Search for people (top right), Show the number of entries you want to see on the 

page, use Filters in the drop down menu.   
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To add someone to the system, from the people table, select Add person and complete the 

Add profile form (an email address is preferable as the login name as it needs to be unique).  

 

 
 

 

 

 

 

 

 

 
 

View next to a person’s name allows you to manage their 

individual profile.   You can view and Edit Details, add or 

remove modules via Edit Modules and Move Person to any 

group within your level of access.  You can also view their 

assessment results from here. 

 

Edit Notification gives you an email notifying you that the person has completed an assessment.   

 

Delete Person enables you to permanently remove people who have left your organisation. In 

order to activate this function, please contact our support team. 

 

 

Group Training Needs Analysis 
 
You can identify training priorities for groups of people by going to Reports, Activity Overview, 

find a module and select View Results. Select a Start and End date then Submit to see the results. 

 

Click on the Export 

Table Data icon to 

produce the report 

in MS Excel. 

 

 

 

 

If you have lots of records, moving them into 

MS Excel will enable you sort and filter the 

data.  If you have managers working in your 

team, you can see if they have progressed the 

percentage of the original assessment results 

for their staff.   

 

You can identify how many staff and which 

staff need to undertake urgent priority training 

by their assessment scores.   
             *Used with permission from Microsoft. 

 

The data can also be useful for recruitment campaigns and analysing applicants’ knowledge. 

 

For our full user guide click here.  Contact us if you would like more information or support. 
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