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My Lists tool

The “My Lists” tool has been designed to allow
you to store your own unigque collection of
competences for any purpose. For Example,
competence lists could relate to role/team profiles
or modules of learning etc.

This new environment has been designed to make
it easier for you to access your work and also to
improve flexibility and efficiency when working with
competence lists.

This document is a step by step guide on how to
use the My List tool, it covers the following topics:
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Store

My Lists )

Logging in

Getting started

My Lists homepage description
Creating a new list

Creating a new folder

Create a new list within a folder
View a list

Edit a list/folder

Copy a list

0.Copy a folder

1.Delete a list/folder

12.Share a list/folder

Click on the links above for further information



Logging in

In order to access the full functionality of the My
Lists tool you must login if you have an account. If
you dont have an account you will need to register
for one.

1. Log in - click on the log in button to log in.

2. Username - enter your username and
password to log in.

3. Log in - click on login to submit your
credentials and access the tools.

4. Forgotten your password - if you have an
account but forgotten your log in credentials
click on forgotten your password link and
follow the on screen instructions to reset your
password.

5. Register for account - please click and follow
the on screen instructions to register for an
account.
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Getting started

TR

Competence Search

Health Functional Map

1. My lists link - from the Competence

Application Tools main page click the ‘My Lists’ NHS KSF Mapping
link.

0 My Lists

Self Assessment

Career Framework

Team Assessment
Tools Training Portal

Register for Account

. 2/

2. My Lists homepage - this is the My Lists
page. To view lists saved in the future you will

need to visit this page. ("

Competences Tools

My Lists

Compelence Search Why create and save Iists of competences?

Health Functional Map Competencas can be used for 2 wide range of warklorce design and development purpases. Saving them inta 515 enables you to

Caraer Framework rituon to thiem Bme and time again
HHS K5F Mapping I you dant saee lists you may ind yoursell Spending excesshie amounts of ime using the search tasls
Ky Lists

Self Assessment

Team Assessment

‘fou have no lists, To create a 1isf chick new list

Tools Trasning Portal

Account Details

Te'w history of competence changes
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My Lists homepage
description

1. New List - in order to store competences you
will need to create a new list.

(
2. New Folder — to organise your lists create a My Lists
folder and distribute your lists within them. A AT R T R A
H _ H H H Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to
3' xsl‘tew tO view Compe’[enCeS Stored Wlthln a return to them time and time again.

Ifyou dont save lists you may find yourself spending excessive amounts of time using the search tools.

4. Edit — allows you to rename and/or edit the
long and short description for a list or a folder. 2 -

You have no lists. To create a list click new list above.

5. Copy - to duplicate a list or a folder containing
lists you will need to use this feature.

6. Delete - to delete a list or a folder. View history of competence changes
(S

7. Share — share a folder or a list with other users
of the competence suite.
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Creating a new list

My Lists
Why create and save lists of compeiences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to

To be able to store competences you will need to return to them time and time again.
have a “St n plaCe' The IﬂStI’UCtIOﬂ beIOW ta:kes If you dont save lists you may find yourself spending excessive amounts of time using the search tools.
you through the steps required to create a list.

You have no lists. To create a list click ‘new list above.

View histary of competence changes.

NS -
i i (New List )
1. Click on New List. B
2 Enter the ||St name tha.t may I’e|ate .to .the Please fill in the details below to create a new listin which to save your competences.
competences being stored in the list name field. @ Lstname fiigemn
. . Short description: |Will store maternity related competences 4]
3. Enter short description for reference in the short in this is
description field. @ - -
4. Enter long description for reference in the long ]
deSCription field. Long description: [Enter long description if required. . |
5. Click on 'save changes’ to save the list and be e
redirected to the My Lists page.
. . . .
6. View of the My Lists after the creation of the q ...................
new list. J

New List | New Folder |

Fg.m‘ylistssm's Lists

« + + «4-| Maternity {0}
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Creating a new folder

You can use folders to organise your lists. Follow
the instrunctions to create a new folder in the My
Lists tool.

1. Click on New Folder.

2. Enter the folder name that may relate to the
lists being stored in the folder name field.

3. Enter short description for reference in the short
description field.

4. Enter long description for reference in the long
description field.

5. Click on ‘save changes’ to save the folder and
be redirected to the My Lists page.

6. View of the My Lists after the creation of the
new folder.

g e o o oFolder name: [Meonatal Care

@ o Al LE' Meonatal Care

New List | New Folder

Ff:; mylistssfh's Lists

----- | Waternity 103

(n

ew Folder

Please fill in the details below to create a new folder to store your lists in.

Shert description: |Neonatal Lists ;l

Unit

(My Lists )
Why create and save lists of competences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to
return to them time and time again.

Ifyou don't save lists you may find yourself spending excessive amounts oftime using the search tools,

Mew List | MNew Folder |

r'?—_{4|1'T;flistss1’h's Lists

1| watermity {0}

View history of competence changes.
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Create a new list within a

folder My Lists )

Why create and save lists of competences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to
return to them time and time again.

To be able to create a list inside a folder you will
need tO fO”OW the inStrUCtionS be|OW Ifyou dont save lists you may find yourself spending excessive amounts oftime using the search tools.

1. Click on the folder that will store the new list to View history of competence changes.
highlight it. -

2. Once highlighted click on new list.

(New List \

Flease fill in the details below to create a new list in which to save your competences.

3. Enter the list name that may relate to the .
competences being stored in the list name field. @ - -ustoame [Cetimnroi

Shart description: |Write Short Description Here ;I

4. Enter short description for reference in the short
description field. Qo - i

5. Enter long description for reference in the long o il [N Do i :II
description field.

6. Click on ’save changes’ to save the list and be Q@ '
redirected to the My Lists page. -

7. You can now see the list has been created
within the folder.

‘?—_‘1 miylistssfh's Lists

Iﬂ Meonatal Care
s e b et ] Listwithin Folder {0}
=] matemnity 143
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View a list

After you have created a list you will want to add
competences to it using one of the tools available
to you. To find out how to add competences to a
list please look at the relevant tools userguide.

From time to time you might want to return to your
saved lists and view its competences. In order to
be able to view the competences within a list you
will need to follow the instructions below:

1. Select the required list by clicking on it once to
highlight it.

2. Once highlighted click on View.
3. View of the competences within a list.

e Hint:

To delete a competence from the list, select and
click on delete selected button.

%iéw List

rl‘u’ly Lists )

Why create and save lists of competences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to
return ta them time and time again.

Ifyou dont save lists you may find yourself spending excessive amounts of time using the search tools.

L?—'_, mylistssfh's Lists

El Meonatal Care

View history of competence changes.

View List as PDF

Maternity
Delete Selected | | Select List| | Add to List >> Maternity OrderBy: | Default |
Select All [T
Prepare re-usable medical devices for sterilisation
Updated: 24th May 2010, 1514 Ref DEC4
This standard covers the preparation of re-useable medical devices for sterilization. This includes the MHS KSF|EF2 |2
inspection and testing (where relevant} of re-useable medical devices, and assembling and packing the HFEL: e E1.3.4
medical devices, prior to sterilisation. Users of this standard will need...
Select ™
Implement individualised maternity care plans
Updated: 20th May 2010, 09:55 Ref: MCHN10
This standard is about warking in partnership with wamen, key people invalved in their care, and other NHS KSF| HWBS | 3
professionals/practitioners, to implement individualised care plans. The care plan may be related to HEM: @ B14.7
antenatal, intraparturn and/or postnatal care of women using maternity... .
Select [T

N\
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Edit a list/folder

A list or a folder can be edited after it has been
created. To edit a list or a folder follow the
instructions below:

1. Select the list/folder that will be edited by
clicking on it once to highlight it.

2. Once the list/folder has been highlighted click
on ‘Edit’.

3. Edit the list/folder name, short description or
long description.

4. Click on ‘Save Changes’.

5. View of the My List page with the editted list/
folder.

My Lists
\Why create and save lists of competences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to
return to them time and time again.

Ifyou dont save lists you may find yourself spending excessive amounts of time using the search tools.

% mylistssfn's Lists

@ Mecnatal Care

View history of competence chanages.

(Edit )
------ Name |r-.-1aternity'Competences
*Short description: |Will store maternity related competences ;l
° in this list
Edited

*Long Description: |Enter long description if required.... ;l
: Edited

Mew List | Mew Folder |

Flé_', mylistssfh's Lists

EI Meonatal Care

ofe oo -J Maternity Competences {4}
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Copy a list

My Lists A
Why create and save lists of competences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enahles you to
return to them time and time again.

Ifyou dont save lists you may find yourself spending excessive amounts of time using the search tools.

You can make duplicates of competences in a list

by copying the list. When you copy a list it is best New List | MNew Folder |
to name the duplicate different to the original list. %= mylistssihs Lists
To copy a list, follow the instruction below: i EiNeonatal Care

View history of competence changes.

J
1. Select the list by clicking on it once. This will a ~
. . \ . . . . Copy

highlight the list which is going to be copied.
2. Once .the ||St haS been hlghllghted Clle Oﬂ &Cnpy Maternity Competences” including any sub lists?

‘Copy, . Rename or amend new list details

. e e o o o|jst name |r-.-1aternityCompetences_COPY

3' |nthe Copy Screen enter the new name In the Short description: | COPIED_Will store maternity related =]

‘L|S‘t name’ f|e|d. Eodliw;epdetences in this list
4. Enter new short description. Q- ' .
5. Enter new long description. e ey [CoPED Elracescmny. )

Edited

6. Click on ‘Save Changes’ to copy the new list

and be redirected to the My List page.

SAVE CHANGES

7. View of the My List after copying the list.

Mew List | Mew Folder |

‘?—_{, mylistssfh's Lists

E Meonatal Care
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(I‘ufly Lists )

Copy a folder Why create and save lists of competences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to
return to them time and time again.

If you dont save lists you may find yourself spending excessive amounts of ime using the search tools.

Mew List | New Folder |

You can make duplicates of lists in a folder by o
copying the folder. When you copy a folder it is
best to name the duplicate different to the original
list. To copy a folder, follow the instruction below: @
C‘iew history of competence changes. j
(Copy )
1 . Seleot the fO|der by C|ICKIﬂg Oﬂ l.t Once Th|S &Capy Meonatal Care” including any sub folders?
Wl" hl.ghllght the f0|der Wh'Ch |S gOIﬂg tO be Rename or amend new folder details :
COppIed . g e o « Folder name: |Meonatal Care_COPY
2. Once the folder has been highlighted click on shert desrption | leensisl Lts_CORY »
‘Copy’. e ......... L
3. In the copy screen enter the new name in the =
‘FO|der name’ f|e|d Lang Description: |Job rales (lists) within a Neonatal Care <]
Unit_COPY
4. Enter new short description.
5. Enter new long description.

6. Click on ‘Save Changes’ to copy the new folder
and be redirected to the My List page.

7. View of the My List after copying the folder. T mylistssth's Lists

El Meconatal Care
e b -+ H4= Neonatal Care_COPY

_] Maternity Competences {4}

----- J Waternity Competences_COPY {4}

. 8/
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Delete a list/folder

Lists and folders can be deleted at any time after
they have been created. To delete a list or a folder
follow the instructions below:

1. Select the list/folder by clicking on it once. If
successful your list/folder will be highlighted.

2. Once list/folder has been highlighted click on
‘Delete’.

3. On the delete page click on ‘Save Changes’ to
confirm the deletion of the list/folder.

4. View of the My Lists after the deletion of the list.

(I‘ufly Lists
Why create and save lists of competences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to
return to them time and time again.

Ifyou dont save lists you may find yourself spending excessive amounts of time using the search tools.

Mew List | Mew Folder | View | Edit | Copy | Delete | Share
Fr:_', mylistssfh's Lists
|:E| Meonatal Care
[ Necnatal Care_COPY

—————————————————————————————————

0 oo oo -_J «Maternity Campetences_COPY {4}

Mew List | Mew Folder |
F%—'_mylistssfh's Lists
EI reonatal Care
-1 Neonatal Care_COPY
_J Maternity Competences {4}
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Share a list/folder

Share function allows you to share your lists and/
or folder with other users of the competence tools.
Once you have your list or your folder ready you
will need to follow the instructions below to share
your list or folder.

Sender

These are the steps the sender needs to make to
share and send a list to the recipient:

1. Select the list/folder by clicking on it once. If
successful your list/folder will be highlighted.

2. Once list/folder has been highlighted click on
‘Share’.

3. Enter the recipient’s details in the recipient
username/email.

4. Check the option to determine the access right
to the list/folder being shared.
A. Read-Only: allows read-only access to
the list being shared

B. Amend: allows the recipient to amend
the list.

5. Click on ‘Add >>’ to forward the list to the user.
6. View of the My List after list/folder is shared.

e Hint:

You can share a list/folder with more than one
person at a time.

e | e Read-Only: & Amend: €

Gu’ly Lists R
Why create and save lists of competences?

Competences can be used for a wide range of workforce design and development purposes. Saving them into lists enables you to
return to them time and time again.

[fyou dont save lists you may find yourself spending excessive amounts of time using the search tools.

L?—_" mylistssfh's Lists

@ MNecnatal Care

- INeonatal Care_COPY

C‘iew history of competence changes. j

(Share List \

List Details: Maternity Competences

. Recipient Username { Email
|mirzazaden2000

o o ADID) ==
* [== REMOVE

\_
(“Share List

List Details: Maternity Competences

AN

Recipient Usemame / Email
|mirzazadeh2000

Read-0Only: & Amend:

|ADD == |

[<<REMOVE |

X mirzazadeh2000 (READ-ONLY)

@ List share success.
N J
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Share a list/folder

Once a list/folder has been shared the recipient
will receive an email notifying them of the list they
have received and the steps they need to take in
order to add the list to their My List account.

Recipient

These are the steps the recipient needs to follow
to receive the list in their My List:

1. Click on the link which is in the email that has
been received from the Skills for Health Tools
Team to accept the list as your own.

2. Login to your account once prompted.

3. Accept the shared list after you have logged in
by clicking on ‘Save Changes’.

4. View of the My List after accepting the shared
list.

6m: 5fH Tools Team [tools. team @skilsforhealth. org. uk] Sent: Wed 26/01/2011 11:45
To Mani Mirzazadeh
Co
Subject: mylistssth has sent you a list of competences
This is an automated message sent by Skills for Health. Do not =
reply to it.

mylistssfh has sent you a list.

Title: Maternity Competences
This list contains 4 competences.

- Prepare re-usable medical devices for sterilisation

- Implement individualised maternity care plans

- Review and revise individualised maternity care plans
- Prepare wages

To accept this list as your own, please click the link below, and
login to the Competence Application Tool:

o- . https://tools.skillsforhealth.org.uk/mylists/accept share/168871

If you are not interested, no further action is required on your
part and you may safely delete this message.

Regards,
Skills for Health.
Copyright Skills For Health 2809-2011 (L&)

4

o - )

Tools Portfolio Login

Enter your username and password below to log into your account.

Usermame: |mirzazadeh2000

Passwoard Illllllll|

- J

Accept Shared List )

mylistssth has invited vou to share a list called "Maternity Competences”.

FPlease accept the list.

SAVE CHANGES

Lists marked with {!) contain competences which have been subject to change and require your attention

= Mani Hirzazadeh's Lisis

[H-. Marie Training Day
~|_| Develop methods of communicating {51

-] fortesting {5}
J megan finney {5}

- test
-] testeris
E-edAnn

. From Nathan
- Testing mental health
- Project Leaders Program
=1 Social Workerv2 {27 (1)}
= shared Lists
J Social Worker {27 (1)}
~1 ] testlistia
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