
CHRIS - GSA CHCO Employee Skills Inventory Page 1

CHRIS User Guide for the

Skills Inventory (Employee View)

Module Overview

Purpose The Skills Inventory is a critical step in CHCO’s transformation. In order to build upon the skills
of their employees, CHCO must first know the skills that are possessed by the employees of the
organization. The results of the Skills Inventory will assist in addressing current workload
challenges; in maximizing the combined strengths of our workforce; in developing solutions to
HR problems and issues; in streamlining our business processes and operations; and in
exceeding our customers’ expectations in the professional delivery of quality products and
services.
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#1 – Log into CHRIS, and select “GSA CHCO Employee Skills Inventory”.
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#2 – Before you begin rating your skills, read the instructions at the top of the screen. These instructions will
appear on every screen, and will guide you through the process from beginning to end.
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#3 – Follow the instructions by clicking “Update Rating”.
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#4 – You will see that the skill ratings are now editable. Before you begin, make yourself familiar with the rating
level descriptions by clicking “+Show”, under the column heading “Details”. After reviewing these descriptions,
click “-Hide” if you would like to hide them.
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#5 – Begin rating your skills. Once you have finished rating the 25 skills on the screen, click on “Next 25”, to
continue.
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#6 – Continue following #5, until you have rated all of the skills, or have decided that you would like to save
your ratings, and complete your Skills Inventory at a later time. At this point, click on “Apply”. If you are
planning on saving your ratings, and submitting your Skills Inventory at a later time, please continue to #7. If
you have rated all of your skills and are prepared to submit your Skills Inventory, please go to #14.
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#7 – To save your ratings, and submit your Skills Inventory at a later time, click on “Save for Later”.
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#8 – You will see a confirmation screen, confirming that your ratings have been saved for later. Click “OK”, to
return to the CHRIS home screen.
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#9 – When you decide that you would like to continue with your Skills Inventory, log back into CHRIS, and
select “GSA CHCO Employee Skills Inventory”.
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#10 – Click “Continue” to continue rating your skills.
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#11 – On your screen, you will see that the ratings that you have already issued will float to the top, under
“Work in Progress”. To edit these ratings, click on “Edit Responses”. Rather than wanting to edit these
ratings, it is likely that you will want to continue rating your remaining skills. Continue to #12, for these
instructions.
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#12 – After scrolling down, you will see the skills that you have not yet rated. To begin rating these skills,
click on “Update Rating”.
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#13 – Issue your ratings, and click on “Next 25”, until you have rated all of the skills. Once this is completed,
click on “Apply”.



CHRIS - GSA CHCO Employee Skills Inventory Page 15

#14 – You are now ready to submit your ratings. Click on “Review and Submit”.
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#15 – Click on “Submit”, to submit your ratings. Once your ratings have been submitted, they are no longer
editable.
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#16 – You have submitted your ratings, and will receive a confirmation screen. To return to your CHRIS home
screen, click on “OK”. You have completed your Skills Inventory.
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On a daily basis, from January 5, 2010 through January 14, 2010, CHCO employees who have not submitted a Skills
Inventory will receive the alert, below. This alert’s purpose is to act as a reminder for the employee to submit their
Skills Inventory by the due date, as well as offer instructions on how to begin.

CHRIS Alert Mailer <chris.mailer@gsa.gov>

1/06/2010 12:01 AM
Please respond to

chris.mailer@gsa.gov

To John.Doe@gsa.gov

cc

Subject Reminder: Your "Skills Inventory" has not been submitted

Your "Skills Inventory" is due by COB, January 14, 2010. To begin your "Skills Inventory", please proceed to the CHRIS
Homepage at http://www.gsa.gov/CHRIS, then click on "Logon to CHRIS". Once you are logged into CHRIS, from the
Navigator menu, select "GSA CHCO Employee Skills Inventory". If you experience any password issues, at the login
screen, please return back to the CHRIS Homepage, and refer to the "New User Registration/Reset Password" and "Employee
Express (EEX)" links for instructions on resetting your CHRIS Password.

Full Name : Doe, John

Employee Number : 20589

Office Symbol : CP

"Personal Data - Privacy Act of 1974"


