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INTRODUCTION 

 
This document assists a user in accessing and navigating through the GapSkill system.      
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1. QUALIFICATIONS SECTION 

Click the Qualifications link as indicated in the 
screenshot on the right.  After clicking the link the 
Qualifications (list) window will be displayed as 
indicated in Figure 1.   

 

 

 

 

 

 

 

You can now view existing Qualifications records and/or Add your Qualifications to the list.   

 

 

Figure 1 

  



GapSkill – User Guide – Module 2 

 

 
 

 Signify Software Page 5 of 11 

On this page a number of actions are possible. 

Next/Back:   In order to continue to the next (or previous) section, use these navigation buttons, or you 
can use the Quicklinks on the left hand Menu.   

Edit: If you need to amend an existing qualification record, click Edit next to the applicable record to 
open it in the Qualifications (edit) screen. 

Delete: If you need to remove an existing qualification record, click Delete next to the applicable record. 

Add New: If you need to add a qualification on this screen, click Add New to open a blank qualification 
screen as shown below. You can now provide your qualification details. 
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2. TRAINING AND DEVELOPMENT SECTION 

Click the Training and Development link as indicated in 
the screenshot on the right.  After clicking the link the 
Training and Development (list) window will be 
displayed as indicated in Figure 2.   

 

 

 

 

 

 

 

You can now view your Training Activity Detail and/ or Add your Training and Development to the list.   

 

Figure 2 

 

In order to continue to the next (or previous) section, you can either use the Next or Back navigation 
buttons, or you can use the Quicklinks on the left hand Menu.   
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To add a new Training and Development record, click Add New to open the screen shown below. 

 

On this screen, click Add Course to open a blank Training and Development (Course) page where you 
can start entering your training details.  Click Save to save the training record or click Cancel to close the 
page without saving. 
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3. PROFESSIONAL MEMBERSHIPS SECTION 

Click the Professional Membership link as indicated in 
the screenshot on the right.  After clicking the link the 
Professional Membership (list) window will be 
displayed as indicated in Figure 3.   

 

 

 

 

 

 

 

 

You can now view your Professional Memberships and/ or Add your Memberships to the list.   

 

Figure 3 
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On this page a number of actions are possible. 

Next/Back:   In order to continue to the next (or previous) section, use these navigation buttons, or you 
can use the Quicklinks on the left hand Menu.   

 

Not Applicable: If this section does not apply to you, click Not Applicable to indicate that you have 
completed the section. 

 

Edit: If you need to amend a professional membership record, click Edit next to the applicable record to 
open it in the Professional Memberships (edit) screen. 

 

Delete: If you need to remove an existing membership record, click Delete next to the applicable record. 

 

Add New: If you need to add a membership, click Add New to open a blank membership screen as 
shown below. You can now provide your details. 
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4. PREVIOUS WORK EXPERIENCE SECTION 

Click the Previous Work Experience link as indicated in 
the screenshot on the right.  After clicking the link the 
Previous Work Experience (list) window will be displayed 
as indicated in Figure 4.   

 

 

 

 

 

 

 

You can now view your Previous Work Experience and/ or Add your Previous Work Experience to the 
list.   

 

Figure 4 
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On this page a number of actions are possible. 

Next/Back:   In order to continue to the next (or previous) section, use these navigation buttons, or you 
can use the Quicklinks on the left hand Menu.   

Not Applicable: If this section does not apply to you, click Not Applicable to indicate that you have 
completed the section. 

Edit: If you need to amend an existing work experience record, click Edit next to the applicable record to 
open it in the Previous Work Experience (edit) screen. 

Delete: If you need to remove an existing work experience record, click Delete next to the applicable 
record. 

Add New: If you need to add work experience records, click Add New to open a blank record as shown 
below. You can now provide your details. 

 

On the Previous Work Experience (edit) page a further action is possible namely adding key 
performance areas that applied to your previous work experience. To add these KPAs, click the Add Key 
Performance Area button to add a blank record to the KPA table where you can provide the relevant 
details. 
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