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2 Single Sign On 
 

Step 1: Enter URL to TE2 (https://te2.petronas.com) . Once directed to SSO login page as below, click on “Petroliam Nasional 

Berhad” 

 

 

Step 2: Transitive the next page, user click on “Petroliam Nasional Berhad”. 

 

 

Step 3: User will input username and password to login. 

https://te2.petronas.com/
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Step 4. After user logged in, system will direct user to My Profile page. 

 

3 Talent Engine Enhancement Modules 
 

3.1 Admin 

3.1.1 SKG Assignment via Role Management 
 

Step 1: Click "Username” on the top right side of the screen and navigate to “Role Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: Click “  “ on top of Role Management list to assign SKG to new role OR  

 

 
 

Click “ ” button under Action column to assign SKG to existing role. 
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Step 3: Select SKG to be assign to role under “Dataset” section and choose module accessible by role under “Module” 

section. 

 

 
 

Step 4: Click “Save” to proceed. 

 

 

3.1.2 Display Dashboard Link 
 

Step 1: Click on “Username" from the top right corner of the screen and navigate to “Role Management” 
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Step 2: Click “ ” button under Action column for the required role. 

 

 
 

Step 3: Under “Module” section of selected role, select “Link to Dashboard” checkbox then click “Save” button to 

save changes. 

 

 
 

Step 4: Dashboard Icon “ ”  will be available on the top menu for selected role. 

 

 

 

3.1.3 Vacant Superior Update 
 

Refer to section 3.2.1 
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3.1.4 Assessor Management 
 

3.1.4.1    Search Assessor 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Assessor Management" from 

"Administrator" sub menu. 

 

 
 

 

Step 2: In Assessor Management page enter staff number of assessor or assessor name in search field and click “ ”. 

System will filter list based on entered value. 

 

 

 

3.1.4.2   Add Assessor 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Assessor Management" from 

"Administrator" sub menu. 

 

 
 

 

Step 2: Click "Add New” button on top of Assessor listing. 
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Step 3: In Add Assessor Screen, enter details of assessor to be added and click “Search”. Once record is displayed in 

list, click “Select” button. 

 
 

Step 4: Fill in Assessor related details in Add Assessor Screen. Once all details have been filled up click “Save” button. 

New Assessor record will be added to Qualified Assessor list. 

 

Note:  

i. After selecting Assessor Type TPCP Assessor, ACD Assessor or both, “ACD/TPCP Qualifications” section will 

be displayed where user are required to fill in  ACD/TPCP Qualification of assessor. 

ii. After selecting Assessor Type Business SME, “Business SME Qualifications” section will be displayed where 

user are required to fill in  Business SME Qualification of assessor. 

iii. Qualification added under ACD/TPCP Qualifications section cannot be assign under Business SME 

Qualification and vice versa. The qualification should not be duplicated within same section or across 

section. 

iv. If Assessor is no longer Active, user to uncheck “Status Active” checkbox. Inactive Assessor is no longer 

searchable under Qualified Assessor Section for Superior’s Assessor Selection screen. 
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3.1.4.3   Edit Assessor 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Assessor Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In Assessor Management page enter staff number of assessor or assessor name in search field and click “ ”. 

System will filter list based on entered value. 
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Step 3: Move to the right end side of the table listing and click Edit “ ” under Action column. 

 

 
 

Step 4: In Edit Assessor screen, make amendment required and click “Save” button. 
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3.1.5 Talent’s Personal Competency Profile (PCP) 
 

3.1.5.1 View Talent’s Personal Competency Profile (PCP) 

 

View Talent’s historical result and mapped TPCP result if available. 

 

Step 1: Go to Talent’s Profile page. 

 

Step 2: Once in Profile page, Navigate to “PCP” section 

 

 
 

Step 3: List of Talent’s PCP will be displayed in listing of the Personal Competency Profile (PCP) section. 
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3.1.6 Talent Competency Report 

3.1.6.1 Download Competency Report Uploaded by Talent 

 

Refer Section 3.2.3.1 

 

3.2 CM 

3.2.1 Vacant Superior Update 
 

Step 1: Click on “Username" from the top right corner of the screen and navigate to “Staff Management” 

 

 
 

Step 2: Search for Talent by Staff Id or Staff Name then click “ ” button under Action column. 
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Step 3: Enter Superior detail under “Superior” field and select the required Superior. 

 

 
 

Step 4: Click “Submit” button at the end of the page to save the changes. 

 

3.2.2 Assessor Management 
 

3.2.2.1    Search Assessor 
 

Refer Section 3.1.4.1 

 

3.2.2.2    Add Assessor 
 

Refer Section 3.1.4.2 

 

3.2.2.3    Edit Assessor 

 

Refer section 3.1.4.3 

 

3.2.3 External Assessor Management 
 

3.2.3.1    Search External Assessor 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “External Assessor Management" from 

"Administrator" sub menu. 
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Step 2: In External Assessor Management page enter staff number of assessor or assessor name in search field and 

click “ ”. System will filter list based on entered value. 

 

 

 

3.2.3.2   Add External Assessor 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “External Assessor Management" from 

"Administrator" sub menu. 

 

 
 

 

Step 2: Click "Add New” button on top of External Assessor listing. 
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Step 3: Fill in External Assessor related details in Add External Assessor Screen. Once all details have been filled up 

click “Save” button. New External Assessor record will be added to External Assessor list. 

 

 

 

3.2.3.3   Edit External Assessor 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “External Assessor Management" from 

"Administrator" sub menu. 
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Step 2: In External Assessor Management page enter staff number of assessor or assessor name in search field and 

click “ ”. System will filter list based on entered value. 

 

 
 

Step 3: Move to the right end side of the table listing and click Edit “ ” under Action column. 

 

 
 

Step 4: In Edit External Assessor screen, make amendment required and click “Save” button. 

 

Note: If Assessor is no longer Active, user to uncheck “Status Active” checkbox. Inactive External Assessor is no longer 

searchable under External Assessor Section for Superior’s Assessor Selection screen. 
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3.2.4 Position JCP Management 

 

3.2.4.1 View Position JCP 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Position Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In Position Management page, search for Position Id. 
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Step 3: Once Position record is displayed in listing, click on “ “ button under Action column. 

 

 
 

Step 4: In the Edit Position Management page, scroll down to the “JCP (Technical Competency) section to view the 

list of JCP assigned to Position. 

 

 
 

3.2.4.2 Add New JCP to Position 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Position Management" from 

"Administrator" sub menu. 
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Step 2: In Position Management page, search for Position Id. 

 

 
 

Step 3: Once Position record is displayed in listing, click on “ “ button under Action column. 

 

 
 

Step 4: In the Edit Position Management page, scroll down to the “JCP (Technical Competency) section and click “Add 

New” button on top of the list. 

 

 
 

Step 5: Fill in all JCP details to be assigned to Position and click “Save” once done. 
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3.2.4.3 Edit JCP assigned to Position 

 

Note: Only JCP that has no assessment progress by Talent are allowed to be edited. The Edit button will be disable if 

the current status of JCP is either Draft, Pending Review or Approved. 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Position Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In Position Management page, search for Position Id. 
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Step 3: Once Position record is displayed in listing, click on “ “ button under Action column. 

 

 
 

Step 4: In the Edit Position Management page, scroll down to the “JCP (Technical Competency) section and click on “

” button under Action column to proceed with editing existing JCP. 

 

 
 
Step 5: In the Edit JCP screen, amend the required details then click “Edit” button to save changes. 
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3.2.4.4 Delete JCP assigned to Position 

 

Note: JCP that is Pending Review status are not allowed to be deleted thus the Delete button will be disable if the JCP 

is currently pending for superior review. Existing score and comments from Deleted JCP of Talent will remain as 

Talent’s PCP. 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Position Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In Position Management page, search for Position Id. 

 

 
 

Step 3: Once Position record is displayed in listing, click on “ “ button under Action column. 

 

 
 

Step 4: In the Edit Position Management page, scroll down to the “JCP (Technical Competency) section and click “ ” 

under Action column to Delete JCP from Position. 
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Step 5: When prompted for confirmation, click “Yes” button. 

 

 
 

3.2.5 Position Key Accountabilities Management 

 

3.2.5.1 View Position Key Accountability 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Position Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In Position Management page, search for Position Id. 

 

 
 

Step 3: Once Position record is displayed in listing, click on “ “ button under Action column. 
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Step 4: In the Edit Position Management page, scroll down to the “Accountability” section to view the list of 

Accountability added to Position. 

 

 
 

 

3.2.5.2 Add New Accountability to Position 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Position Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In Position Management page, search for Position Id. 

 

 
 

Step 3: Once Position record is displayed in listing, click on “ “ button under Action column. 
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Step 4: In the Edit Position Management page, scroll down to the “Accountability” section and click “Add New” 

button on top of the list. 

 

 
 

Step 5: Fill in all details and click “Save” once done. 

 

 
 

 

3.2.5.3 Edit Accountability of Position 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Position Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In Position Management page, search for Position Id. 
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Step 3: Once Position record is displayed in listing, click on “ “ button under Action column. 

 

 
 

Step 4: In the Edit Position Management page, scroll down to the “Accountability” section and click on “ ” button 

under Action column to proceed with editing existing Accountability. 

 

 
 
Step 5: In the Edit Accountability screen, amend the required details then click “Edit” button to save changes. 

 

 
 

3.2.5.4 Delete Accountability of Position 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “Position Management" from 

"Administrator" sub menu. 
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Step 2: In Position Management page, search for Position Id. 

 

 
 

Step 3: Once Position record is displayed in listing, click on “ “ button under Action column. 

 

 
 

Step 4: In the Edit Position Management page, scroll down to the “Accountability” section and click “ ” under 

Action column to Delete Accountability from Position. 

 

 
 

Step 5: When prompted for confirmation, click “Yes” button. 

 

 

 



   

Internal 
  Page 29 of 120 

3.2.6 Change PID Mapping 
 

Note: When Talent moves to another position which results in Position Id changed, all the JCP mapped to Talent’s old 

Position will not be carried to the new Position as JCP belongs to Position instead of Staff. If the JCP for the new 

Position is the same as the old Position, Change PID Mapping function can be used to copy Talent’s JCP from the old 

Position Id to the new Position Id. 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “PID Mapping" from "Administrator" sub 

menu. 

 

 
 

Step 2: In the PID Mapping page, enter Staff Id 

 

 
 

Step 3: Verify the Accountability details as well as Talent’s Technical Competencies/JCP, Leadership Competencies 

and Functional Competencies from the old Position Id displayed in the page. 
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Step 4: Click “Map PID” button once you have verified the details to be copied to new position. 

 

 
 

Step 5: In the confirmation screen, click “Confirm” to proceed. 

 

 

 

3.2.7 Talent’s Competency Progress Report Calculation 
 

Refer to Section 3.7.5 

 

3.2.8 Talent’s Personal Competency Profile (PCP) 

3.2.8.1 View Talent’s Personal Competency Profile (PCP) 

 

Refer section 3.1.5.1 

 

3.2.9 Talent Competency Report 

3.2.9.1 Download Competency Report Uploaded by Talent 

 

Step 1: Go to Talent’s Profile page and navigate to “PCP” section 
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Step 2: Click “Competency Report” button on top of PCP list. 

 

 
 

Step 3: In the Competency Report screen, click “ ” button under Action column to download any of the uploaded 

report by Talent. 

 

 
 

Step 4: Downloaded document will be saved to your PC. 

 

3.3 TSKG 

3.3.1 Assessor Management 
 

3.3.1.1    Search Assessor 
 

Refer Section 3.1.4.1 

 

3.3.1.2    Add Assessor 
 

Refer Section 3.1.4.2 

 

3.3.1.3    Edit Assessor 

 

Refer section 3.1.4.3 

3.3.2 TI&R Management 
 

3.3.2.1 View TI&R Catalog 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 
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Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: All search field is mandatory thus to all value must be selected in order to search for TI&R Catalog. 

 

 
 

Step 3: TI&R Catalog will be displayed in page after Search based on criteria selected. 
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3.3.2.2 Create New Version 

 

TSKG may create new Version of TI&R Catalog from TI&R Management when the current version is no longer 

effective.  

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to create new version for the selected Sub 

Discipline or AOS as the “Create New Version” button will be disabled until user has search for TI&R Catalog. 
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Step 3: Click “Create New Version” button. Click “Yes” when prompted for confirmation. 

 

 
 

Step 4: New Version of TI&R Catalog will be created under selected Sub Discipline or AOS where the Version number 

will be [Last Version No.]+1. The previous version of TI&R Catalog will auto-deactivate upon the creation. 

 

Note: System will copy the TI list and descriptor from the previous version to the new version. Only the mapping is 

not carried and need to be done manually by TSKG for each version created. 
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3.3.2.3 Delete TI&R Version 

 

TSKG may delete TI&R Version that is newly created and not yet subscribed by any Talent. 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to delete selected TI&R Version as the “Delete” 

button will be disabled until user has search for TI&R Catalog. 

 

 
 

Step 3: Click “Delete” button. Click “Yes” when prompted for confirmation. 

 

Note: If any of TI listed in TI&R Version selected has been assigned to Talent, system will prompt error during 

deletion. 

 

 
 

Step 4: System will prompt on deletion successful. Selected TI&R Version will be deleted and can no longer be seen 

under Version selection in Search Criteria section. 

 

3.3.2.4 Activate and Deactivate TI&R Version 
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3.3.2.4.1 Activate Version 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to Activate the Version. Version selected must 

be Inactive in order to Activate the Version. 

 

 
 

 

Step 3: Click “Activate” button. Click “Yes” when prompted for confirmation 

 

Note: Active Version of TI&R Catalog can be assigned to Talent’s JCP and can be added by Talent  

as their add-on competency.  

 

 

 

Step 4: Version selected will be activated. When click on Version selection in Search Criteria section, the Version will 

be labelled as [Active]. 
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3.3.2.4.2 Deactivate Version 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to Deactivate the Version. Version selected 

must be Active in order to Deactivate the Version. 

 

 
 

 

Step 3: Click “Deactivate” button. Click “Yes” when prompted for confirmation 

 

Note: Inactive Version of TI&R Catalog can’t be assigned to Talent’s JCP and can’t be added by Talent as their add-on 

competency.  

 

 

 

Step 4: Version selected will be deactivated. When click on Version selection in Search Criteria section, the Version 

will be labelled as [Inactive]. 
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3.3.2.5 TI List Management 

3.3.2.5.1 Add New TI 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to add new TI under selected TI&R Version. 

 

 
 

Step 3: Click “Add New” button on top of TI&R listing. 

 

 
 

Step 4: In the Add New TI&R screen, fill in all required fields. Once done, click “Save”.  

 

Note: Refer Section 3.3.2.6 on TI&R Mapping rules and scenario. Please note that mapping can only be done once as 

system will auto replace the mapped TI with new TI thus if the mapping is not yet confirm you may leave it blank first 

during add/edit. 
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Step 5: New TI will be added to TI&R list.  

 

3.3.2.5.2 Edit TI 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to edit TI under the selected TI&R Version. 

 



   

Internal 
  Page 40 of 120 

 
 

Step 3: Click “ ” button under Action column of TI&R listing. 

 

 
 

Step 4: In the Edit TI&R screen, amend the required details. Once done, click “Save”.  

 

Note: Refer Section 3.3.2.6 on TI&R Mapping rules and scenario. Please note that mapping can only be done once as 

system will auto replace the mapped TI with new TI thus if the mapping is not yet confirm you may leave it blank first 

during add/edit. 
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Step 5: Updated done on selected TI will be saved.  

 

3.3.2.5.3 Delete TI 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to Delete TI under the selected TI&R Version. 
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Step 3: Click “ ” under Action column to delete selected TI. 

 

Note: Please delete with caution. If Talent subscribed to Deleted TI, the competency will be moved to PCP section of 

Talent’s Profile and Talent can no longer be assessed on TI.  

 

 
 

Step 4: Deleted TI will be removed from TI&R Catalog list. 

 

3.3.2.5.4 Add TI via Excel Template 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 
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Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to download the Excel Template for TI upload 

of selected TI&R. 

 

 

 
 

Step 3: Scroll down to the bottom of TI&R listing and click “Download Template” to download the Update TI 

template. 

 

 
 

Step 4: Open downloaded template and fill in the TI details on all column. Once done save the template. 

 

 
 

Step 5: Repeat Step 1 and 2 above, then scroll down to the bottom of TI&R listing and click “Upload Template”. 

 

 
 

Step 6: Choose the updated template from PC and click “Open”. Once template is uploaded, the updated TIs in 

template will be added to TI&R listing.  
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3.3.2.5.5 Discontinue TI 

 

TSKG may Discontinue Inactive TI that is no longer relevant and continued on the new version of TI&R. Upon 

discontinuation, TI will be moved to the PCP section for Talent that subscribed to it.  

 

Note: Discontinuation of TI cannot be reverted thus please proceed with caution. 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

Note: TSKG need to Search the existing TI&R Catalog first before able to proceed with discontinuation of TI. Only 

Inactive TI can be discontinued. 

 

 
 

Step 3: Find the discontinued Ti in listing then click “ ” button under Action column to discontinue the TI. 

 

 
 

Step 4: Click “Yes” when prompted for confirmation. 
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Step 5: Once confirmed Ti will be discontinued. Column Discontinued will display “Yes” once confirmed. 

 

 

 

3.3.2.6 TI Mapping 

 

3.3.2.6.1 One-to-one Mapping 

 

One-to-one mapping is done when one new TI need to be mapped to another one TI of other Version so that system can carry 

the Proficiency Level and Approved Score of mapped TI to the new TI. 

 

3.3.2.6.1.1 Carry forward Equal 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 



   

Internal 
  Page 46 of 120 

 
 

Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 

 

 
 

Step 4: Selected TI will be added to the mapping list. Select Carry Forward Type “Equal” then click “Save” to proceed 

with mapping. 
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Note: For one-to-one mapping, the mapping is done between one new TI with one older TI. 

By selecting Carry Forward Type Equal, system will carry forward the Proficiency Level and Approved Score from the 

mapped TI to the new TI. 

 

Given that B1 V5 is mapped to B1 V4 and the following Talent subscribe to B1 V4 as either their JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B1 V4  3 2 

Talent B  B1 V4  4 

 

After B1 V5 is mapped to B1 V4, below scenario will be reflected in Talent’s Profile.  

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B1 V5  3 2 

 B1 V4  2 

Talent B  B1 V5  4 

 B1 V4 
 

 4 

 

* Proficiency Level is not displayed in PCP section. 

* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI 

 

3.3.2.6.1.2 Carry Forward None 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 
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Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

 
 

Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 

 

 
 

Step 4: Selected TI will be added to the mapping list. Select Carry Forward Type “None” then click “Save” to proceed 

with mapping. 
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Note: For one-to-one mapping, the mapping is done between one new TI with one older TI. 

By selecting Carry Forward Type None, system will only carry forward the Proficiency Level. Approved Score of Talent 

would not be carried from the mapped TI to the new TI. 

 

Given that B1 V5 is mapped to B1 V4 and the following Talent subscribe to B1 V4 as either their JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B1 V4  3 2 

Talent B  B1 V4  4 

 

After B1 V5 is mapped to B1 V4, below scenario will be reflected in Talent’s Profile.  

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B1 V5  3  

 B1 V4  2 

Talent B  B1 V4  4 

 

* Proficiency Level is not displayed in PCP section. 

* PCP Section will only display competency with score thus in example above since score is not carried forward B1 V5 

will have no score thus it is not displayed in Talent B PCP list. 

* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI 

 

3.3.2.6.2 Split Mapping 

 

Split mapping is done when multiple new TI need to be mapped to one TI of other Version so that system can carry the 

Proficiency Level and Approved Score of mapped TI to the multiple new TI. 
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3.3.2.6.2.1 Carry forward Equal 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

 
 

Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 
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Step 4: Selected TI will be added to the mapping list. Select Carry Forward Type “Equal” then click “Save” to proceed 

with mapping. 

 

 
 

Step 5: Repeat Step 3 to 4 by mapping another new TI to the same TI selected under Mapping section as Step 4. 

Upon saving, system will display Mapping Type as Split under Mapping column of TI&R listing for both new TI. 

 



   

Internal 
  Page 52 of 120 

Note: For split mapping, the mapping is done between multiple new TI with one TI of ther Version. 

By selecting Carry Forward Type Equal, system will carry forward the Proficiency Level and Approved Score from the 

mapped TI to the multiple new TI. 

 

Given that K1 V2 and K2 V2 is mapped to K1 V1 and the following Talent subscribe to K1 V1 as either their JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A K1 V1  2 1 

Talent B  K1 V1  3 

 

After K1 V2 and K2 V2 is mapped to K1 V1, below scenario will be reflected in Talent’s Profile.  

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A K1 V2  2 1 

K2 V2  2 1 

 K1 V1  1 

Talent B  K1 V2  3 

 K2 V2  3 

 K1 V1  3 

 

* Proficiency Level is not displayed in PCP section. 

* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI 

 

3.3.2.6.2.2 Carry Forward None 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  
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Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 

 

 
 

Step 4: Selected TI will be added to the mapping list. Select Carry Forward Type “None” then click “Save” to proceed 

with mapping. 
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Step 5: Repeat Step 3 to 4 by mapping another new TI to the same TI selected under Mapping section as Step 4. 

Upon saving, system will display Mapping Type as Split under Mapping column of TI&R listing for both new TI. 

 

Note: For split mapping, the mapping is done between multiple new TI with one TI of ther Version. 

By selecting Carry Forward Type None, system will only carry forward the Proficiency Level. Approved Score is not 

carried from the mapped TI to the multiple new TI. 

 

Given that K1 V2 and K2 V2 is mapped to K1 V1 and the following Talent subscribe to K1 V1 as either their JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A K1 V1  2 1 

Talent B  K1 V1  3 

 

After K1 V2 and K2 V2 is mapped to K1 V1, below scenario will be reflected in Talent’s Profile.  

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A K1 V2  2  

K2 V2  2  

 K1 V1  1 

Talent B  K1 V1  3 

 

* Proficiency Level is not displayed in PCP section. 

* PCP Section will only display competency with score thus in example above since score is not carried forward, K1 

V2 and K2 V2 will have no score thus it is not displayed in Talent B PCP list. 

* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI 
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3.3.2.6.3 Merge Mapping 

 

Merge mapping is done when one new TI need to be mapped to multiple TI of other Version so that system can carry the 

Proficiency Level and Approved Score of multiple mapped TI to the new TI based on carry forward type defined in mapping. 

 

3.3.2.6.3.1 Carry forward Higher 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

 
 

Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 
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Step 4: Selected TI will be added to the mapping list. Select another TI Name and add it to the mapping list. 

 

Note: More than two TI can be added for merge mapping. For this example, 2 TI from another version is mapped to 

one new TI. 

 

 

Step 5: Select Carry Forward Type “Higher” then click “Save” to proceed with mapping. 

 

 
 

Note: For merge mapping, the mapping is done between one new TI with multiple TI of other Version. 
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By selecting Carry Forward Type Higher, system will carry forward Highest Proficiency Level and Highest Approved 

Score among the mapped TI to the multiple new TI. 

 

Given that B2 V4 is mapped to B2 V3 and B3 V3 and the following Talent subscribe to B2 V3 and B3 V3  as either their 

JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V3  2 1 

B3 V3  3 2 

Talent B B2 V3  3 3 

 B3 V3 2 1 

Talent C  B2 V3 3 2 

 B3 V3 4 3 

Talent D B3 V3  3 2 

 

After B2 V4 is mapped to B2 V3 and B3 V3, below scenario will be reflected in Talent’s Profile.  

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V4  3 2 

 B2 V3 2 1 

 B3 V3 3 2 

Talent B B2 V4  3 3 

 B2 V3 3 3 

 B3 V3 2 1 

Talent C  B2 V4 4 3 

 B2 V3 3 2 

 B3 V3 4 3 

Talent D B2 V4  3 2 

 B3 V3 3 2 

 

* Proficiency Level is not displayed in PCP section. 

* For carry forward type: Higher system will find the higher Proficiency Level and higher Approved score between the 

selected TI mapped to be carried to the new TI. 

* For merge mapping scenario where one of the old TI mapped is Talent’s JCP and another old TI mapped is Talent’s 

PCP, once the new TI is mapped to the old TIs, the new TI will be Talent’s JCP. This scenario can be seen in Talent B 

case above. 

* If Talent only subsribe to one of the TI merged, system will carry directly the Proficiency Level and Approved score 

to the new TI. This can be seen in case Talent D above. 
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* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI 

 

3.3.2.6.3.2 Carry forward Lower 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

 
 

Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 
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Step 4: Selected TI will be added to the mapping list. Select another TI Name and add it to the mapping list. 

 

Note: More than two TI can be added for merge mapping. For this example, 2 TI from another version is mapped to 

one new TI. 

 

 

Step 5: Select Carry Forward Type “Lower” then click “Save” to proceed with mapping. 

 

 
 

Note: For merge mapping, the mapping is done between one new TI with multiple TI of other Version. 
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By selecting Carry Forward Type Lower, system will carry forward Lowest Proficiency Level and Lowest Approved 

Score among the mapped TI to the multiple new TI. 

 

Given that B2 V4 is mapped to B2 V3 and B3 V3 and the following Talent subscribe to B2 V3 and B3 V3  as either their 

JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V3  2 1 

B3 V3  3 2 

Talent B B2 V3  3 3 

 B3 V3 2 1 

Talent C  B2 V3 3 2 

 B3 V3 4 3 

Talent D B3 V3  3 2 

 

After B2 V4 is mapped to B2 V3 and B3 V3, below scenario will be reflected in Talent’s Profile.  

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V4  2 1 

 B2 V3 2 1 

 B3 V3 3 2 

Talent B B2 V4  2 1 

 B2 V3 3 3 

 B3 V3 2 1 

Talent C  B2 V4 3 2 

 B2 V3 3 2 

 B3 V3 4 3 

Talent D B2 V4  3 2 

 B3 V3 3 2 

 

* Proficiency Level is not displayed in PCP section. 

* For carry forward type: Lower system will find the lowest Proficiency Level and lowest Approved score between the 

selected TI mapped to be carried to the new TI. 

* For merge mapping scenario where one of the old TI mapped is Talent’s JCP and another old TI mapped is Talent’s 

PCP, once the new TI is mapped to the old TIs, the new TI will be Talent’s JCP. This scenario can be seen in Talent B 

case above. 

* If Talent only subsribe to one of the TI merged, system will carry directly the Proficiency Level and Approved score 

to the new TI. This can be seen in case Talent D above. 
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* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI 

 

3.3.2.6.3.3 Carry Forward Average 
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Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

 
 

Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 

 

 
 

Step 4: Selected TI will be added to the mapping list. Select another TI Name and add it to the mapping list. 
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Note: More than two TI can be added for merge mapping. For this example, 2 TI from another version is mapped to 

one new TI. 

 

 

Step 5: Select Carry Forward Type “Average” then click “Save” to proceed with mapping. 

 

 
 

Note: For merge mapping, the mapping is done between one new TI with multiple TI of other Version. 

By selecting Carry Forward Type Average, system will carry forward Average Proficiency Level and Average Approved 

Score among the mapped TI to the multiple new TI. 

 

Given that B2 V4 is mapped to B2 V3 and B3 V3 and the following Talent subscribe to B2 V3 and B3 V3  as either their 

JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V3  2 1 

B3 V3  3 2 

Talent B B2 V3  3 3 

 B3 V3 2 1 

Talent C  B2 V3 3 2 

 B3 V3 4 3 

Talent D B3 V3  3 2 

 

After B2 V4 is mapped to B2 V3 and B3 V3, below scenario will be reflected in Talent’s Profile.  
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Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V4  2 1 

 B2 V3 2 1 

 B3 V3 3 2 

Talent B B2 V4  2 2 

 B2 V3 3 3 

 B3 V3 2 1 

Talent C  B2 V4 3 2 

 B2 V3 3 2 

 B3 V3 4 3 

Talent D B2 V4  1 1 

 B3 V3 3 2 

 

* Proficiency Level is not displayed in PCP section. 

* For carry forward type: Average system will find the average Proficiency Level and average Approved score 

between the selected TI mapped to be carried to the new TI. If after calculating the average, the proficiency 

level/approved score is in decimal, system will round down the score. 

* If Talent only subsribe to one of the TI merged, system will still include the TI Talent did not subscribe in the 

average calculation where Proficiency Level and Approved Score will be counted as 0. This can be seen in case Talent 

D above. 

* For merge mapping scenario where one of the old TI mapped is Talent’s JCP and another old TI mapped is Talent’s 

PCP, once the new TI is mapped to the old TIs, the new TI will be Talent’s JCP. This scenario can be seen in Talent B 

case above. 

* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI 

 

3.3.2.6.3.4 Carry Forward None 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  
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Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 

 

 
 

Step 4: Selected TI will be added to the mapping list. Select another TI Name and add it to the mapping list. 

 

Note: More than two TI can be added for merge mapping. For this example, 2 TI from another version is mapped to 

one new TI. 

 

Step 5: Select Carry Forward Type “None” then click “Save” to proceed with mapping. 
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Note: For merge mapping, the mapping is done between one new TI with multiple TI of other Version. 

By selecting Carry Forward Type None, system will get the Average score for the new Proficiency Level while no 

Approved Score will be carried among the mapped TI to the multiple new TI. 

 

Given that B2 V4 is mapped to B2 V3 and B3 V3 and the following Talent subscribe to B2 V3 and B3 V3  as either their 

JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V3  2 1 

B3 V3  3 2 

Talent B B2 V3  3 3 

 B3 V3 2 1 

Talent C  B2 V3 3 2 

 B3 V3 4 3 

Talent D B3 V3  3 2 

 

After B2 V4 is mapped to B2 V3 and B3 V3, below scenario will be reflected in Talent’s Profile.  

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V4  2  

 B2 V3 2 1 

 B3 V3 3 2 
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Talent B B2 V4  2  

 B2 V3 3 3 

 B3 V3 2 1 

Talent C  B2 V3 3 2 

 B3 V3 4 3 

Talent D  B3 V3 3 2 

 

* Proficiency Level is not displayed in PCP section. 

* For carry forward type: None system will find the average Proficiency Level between the selected TI mapped to be 

carried to the new TI while no Approved Score will be carried. 

* For merge mapping scenario where one of the old TI mapped is Talent’s JCP and another old TI mapped is Talent’s 

PCP, once the new TI is mapped to the old TIs, the new TI will be Talent’s JCP. This scenario can be seen in Talent B 

case above. 

* If Talent only subsribe to one of the TI merged, system will still include the TI Talent did not subscribe in the 

average calculation of Proficiency Level. This can be seen in case Talent D above. 

* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI. 

* PCP Section will only display competency with score. 

 

3.3.2.6.3.5 Carry Specific TI 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  
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Step 3: Click “Add New TI”/ “ ” button under Action column of TI&R to add/edit TI. Under TI&R Mapping section of 

Add/Edit TI&R screen, select Skill Group, Discipline, Sub Discipline, AOS, Version and  TI Name of TI&R that need to be 

mapped with the new TI then click “Add” button. 

 

 
 

Step 4: Selected TI will be added to the mapping list. Select another TI Name and add it to the mapping list. 

 

Note: More than two TI can be added for merge mapping. For this example, 2 TI from another version is mapped to 

one new TI. 

 

Step 5: Select Carry Forward Type “Forward Specific TI” then chose the TI to be carried under “Forward Specific TI” 

field. Click “Save” to proceed with mapping. 
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Note: For merge mapping, the mapping is done between one new TI with multiple TI of other Version. 

By selecting Carry Forward Type : Forward Specific TI, system will carry forward Proficiency Level and Approved Score 

from TI selected to the new TI. 

 

Given that B2 V4 is mapped to B2 V3 and B3 V3 and the TI selected for Forward Specific TI is B2 V3. The following 

Talent subscribe to B2 V3 and B3 V3  as either their JCP or PCP. 

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V3  2 1 

B3 V3  3 2 

Talent B B2 V3  3 3 

 B3 V3 2 1 

Talent C  B2 V3 3 2 

 B3 V3 4 3 

Talent D B3 V3  3 2 

 

After B2 V4 is mapped to B2 V3 and B3 V3, below scenario will be reflected in Talent’s Profile.  

 

Talent JCP/ Technical 
Competency list 

PCP list Proficiency Level Approved Score 

Talent A B2 V4  2 1 

 B2 V3 2 1 

 B3 V3 3 2 
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Talent B B2 V4  3 3 

 B2 V3 3 3 

 B3 V3 2 1 

Talent C  B2 V4 3 2 

 B2 V3 3 2 

 B3 V3 4 3 

Talent D B2 V4  3  

 B3 V3 3 2 

 

* Proficiency Level is not displayed in PCP section. 

* For carry forward type: Carry Specific TI system will get the Proficiency Level and Approved score from the selected 

TI to be carried to the new TI. 

* For merge mapping scenario where one of the old TI mapped is Talent’s JCP and another old TI mapped is Talent’s 

PCP, once the new TI is mapped to the old TIs, the new TI will be Talent’s JCP. This scenario can be seen in Talent B 

case above. 

* Mapping done will be reflected to ALL Talent that subscribed to the mapped TI 

 

3.3.2.7 TI&R Descriptor 
 

3.3.2.7.1 View Main and Level Descriptor of TI 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  
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Step 3: In the Technology Inventory & Ruler listing, click “View” button under Descriptor column. 

 

 
 

Step 4: The View Descriptor screen is displayed where Main and Level Descriptor of TI can be viewed. To return back 

to TI&R listing, click “Close” button. 
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3.3.2.7.2 Add Main and Level Descriptor for TI 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

 
 

Step 3: In the Technology Inventory & Ruler listing, click “Edit” button under Descriptor column to update Main or 

Level Descriptor of any TI listed. 

 

 
 

Step 4: To update Main Descriptor, fill in the Main Descriptor field in the Edit Descriptor screen. 

 

 



   

Internal 
  Page 73 of 120 

 

Step 5: New Level Descriptor can be added by selecting TI Level and filling up the Sequence and Level Descriptor 

details then click “Add” button. 

 

 
 

Step 6: Once Main and Level Descriptor is updated, click “Save” to proceed. 
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3.3.2.7.3 Delete Level Descriptor of TI 

 

Step 1: Click "Username” on the top right side of the screen and navigate to “TI&R Management" from 

"Administrator" sub menu. 

 

 
 

Step 2: In TI&R Management page, select Skill Group, Discipline, Sub Discipline, AOS and Version of TI&R Catalog to 

be viewed then click “Search” button.  

 

 
 

Step 3: In the Technology Inventory & Ruler listing, click “Edit” button under Descriptor column to update Main or 

Level Descriptor of any TI listed. 

 

 
 

Step 4: Under Level Descriptor section, click “Delete” button. 

 

 
 

Step 5: Click “Save” once above action is done. 
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3.4 Superior 

3.4.1 Superior Managed Assessment 
 

3.4.1.1 Save Score and Comments during Review as Draft 

  

Step 1: Click on the “  ” icon on top menu then click on Talent “Competency Review” notification.  

Superior may also navigate to Talent’s Profile via “My Team” from top menu to proceed with competency Review. 

 

 
 

Step 2: In Talent’s profile page, navigate to Capabilities Strengths section. Click on “Review Competency” link. 

 

 
 

Step 3: On the Competency Review pop up window, select a valid value from Superior Managed Assessment Score 

Dropdown and fill in comments under Update Your Comments field. 
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Step 4: Click on “Save Draft” button to save score and comments as draft. 

 

 

 

3.4.1.2 Approve / Reject submitted Self-Assessment by Talent 

 

Step 1: Click on the “  ” icon on top menu then click on Talent “Competency Review” notification.  

Superior may also navigate to Talent’s Profile via “My Team” from top menu to proceed with competency Review. 
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Step 2: In Talent’s profile page, navigate to Capabilities Strengths section. Click on “Review Competency” link. 

 

 
 

Step 3: On the Competency Review pop up window, select a valid value from Superior Managed Assessment Score 

Dropdown and fill in comments under Update Your Comments field. 

 

 
 

Step 4: Click on “Approve”button  to approve or ”Reject” button to reject submitted self-assessment submitted by 

Talent. On the “Approval “window, click on the <close> button. 
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3.4.2 Talent’s Competency Progress Report Calculation 
 

Refer to Section 3.7.5 

 

3.4.3 Selection of Assessor by Superior 

3.4.3.1 Selection of Qualified Assessor 

 

Step 1: Click on the “  ” icon on top menu then click on Talent “Competency Review” notification.  

 

 
 

Step 2: In Talent’s profile page, navigate to Capabilities Strengths section. Click on “Review Competency” link. 
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Step 3: On the Competency Review pop up window, select a valid value from Superior Managed Assessment Score 

Dropdown and fill in comments under Update Your Comments field. 

 

 
 

Step 4: Check on the” I would like to invite assessor(s) comment about this competency” checkbox then click “Select 

Assessor” button. 
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Step 5: In the Invite Assessor window click on “Qualified Assessor” Tab. In the Qualified Assessor Tab, Superior may 

filter by Assessor Staff No., Email, Name, Type, Business Unit, Company and Qualification (Skill Group, Discipline and 

Sub Discipline). 

 

 
 

Step 6: Click on “Select” button under action column 

 

 
 

Step 7: Click on “Invite Assessor” button. When prompted for confirmation, click on the <close> button. 
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Step 8: Click “Close” button on the Review Competency window. 

 

 

 

3.4.3.2 Selection of External Assessor  

 

3.4.3.2.1 Invite External Assessor 

 

Step 1: Click on the “  ” icon on top menu then click on Talent “Competency Review” notification.  

 

 
 

Step 2: In Talent’s profile page, navigate to Capabilities Strengths section. Click on “Review Competency” link. 
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Step 3: On the Competency Review pop up window, select a valid value from Superior Managed Assessment Score 

Dropdown and fill in comments under Update Your Comments field. 

 

 
 

Step 4: Check on the” I would like to invite assessor(s) comment about this competency” checkbox then click “Select 

Assessor” button. 
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Step 5: In the Invite Assessor window click on “External Assessor” Tab. In the External Assessor Tab, Superior may 

filter by External Assessor Name, Email, Company and Qualification (Skill Group, Discipline and Sub Discipline). 

 

 
 

Step 6: Click on “Select” button under action column 

 

 
 

Step 7: Click on “Invite Assessor” button. When prompted for confirmation, click on the <close> button. 
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Step 8: Click “Close” button on the Review Competency window. 

 

 

 

3.4.3.2.2 Reset External Assessor Pin ID 

 

For cases where External Assessor requested for extension on Pin Id, Superior to follow below steps to reset the Pin 

ID. 

 

Step 1: Go to Talent’s Profile via My Team. 

 

Step 2: In Talent’s profile page, navigate to Capabilities Strengths section. Click on “Review Competency” link. 
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Step 3: On the Competency Review pop up window, scroll down to Assessor Comment section. Click “Remind to 

comment” button to sent new Pin Id to External Assessor. 

 

 

 

 

3.4.3.3 Selection of Assessor from Employee List 

 

Step 1: Click on the “  ” icon on top menu then click on Talent “Competency Review” notification.  
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Step 2: In Talent’s profile page, navigate to Capabilities Strengths section. Click on “Review Competency” link. 

 
 

Step 3: On the Competency Review pop up window, select a valid value from Superior Managed Assessment Score 

Dropdown and fill in comments under Update Your Comments field. 
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Step 4: Check on the” I would like to invite assessor(s) comment about this competency” checkbox then click “Select 

Assessor” button. 

 

 
 

Step 5: In the Invite Assessor window click on “Employees List” Tab. In the Employees List Tab Enter Valid Staff No. 

/Name/ Email and click on Search button. 

 

 
 

Step 6: Click on “Select” button under action column 

 

 
 

Step 7: Click on “Invite Assessor” button. When prompted for confirmation, click on the <close> button. 

 



   

Internal 
  Page 88 of 120 

 
 

Step 8: Click “Close” button on the Review Competency window. 

 

 

 

3.4.4 Remove Nominated Assessor from SMA  
 

Superior may remove nominated Assessor from competency review if Assessor still have not submitted feedback on 

SMA. 

 

Step 1: Go to Talent’s Profile page. 

 

Step 2: In Talent’s profile page, navigate to Capabilities Strengths section. Find the competency that is “Pending 

Assessor Comment” and click “Review Competency >” button. 
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Step 3: In Superior Competency Review screen, scroll to the Assessor(s) Comment section and tick the checkbox at 

the end of Assesor name then click “Remove Assessor’ button. 

Superior may select multiple assessor to be removed at once by navigating to next assessor nominated using “ ” 

and “ ” button. 

 

Note: Superior may only remove Assessor that has not submitted feedback. Assessor who have submitted their 

feedback cannot be removed from Competency Review. 
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3.4.5 Talent’s Development Plan 
 

3.4.5.1 View Talent’s Development Plan  

 

Step 1: Click  “My Team” from the top menu. 

 

 
 

Step 2: Search for subordinate by Staff Name or Staff No. 

 

 
 

Step 3: Once Talent’s record displayed in listing, click on “View Development Plan >” button.  

 

 
 

Step 4: Superior will be directed to Talent’s Development Plan page where Talent’s current Development Plan 

progress can be viewed. 
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3.4.5.2 Approve Development Plan 

 

Step 1: Click on the “  ” icon on top menu then click on “Development Plan” notification.  

 

 
 

Step 2: In Review Development Plan page, select development to be approved by checking on the checkbox next to 

competency name then click “Approve” button. 
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Step 3: When prompted on approval successful, click “Close”. Approved competency will no longer displayed in 

Superior’s Review Development Plan page. 

 

 

 

3.4.5.3 Reject Development Plan 

 

Step 1: Click on the “  ” icon on top menu then click on “Development Plan” notification.  

 

 
 

Step 2: In Review Development Plan page, select development to be rejected by checking on the checkbox next to 

competency name then click “Reject” button. 
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Step 3: Superior will be required to enter justification or comments on rejection. Once done click “Submit”. 

 

 
 

Step 4: Click “Close” when prompted on rejection successful. Rejected competency will no longer displayed in 

Superior’s Review Development Plan page. 

 

 

 

3.4.6 Talent’s Personal Competency Profile (PCP) 

3.4.6.1 View Talent’s Personal Competency Profile (PCP) 

 



   

Internal 
  Page 94 of 120 

Refer section 3.1.5.1 

 

3.4.7 Talent Competency Report 

3.4.7.1 Download Competency Report Uploaded by Talent 

 

Refer Section 3.2.3.1 

 

3.5 Assessor 

3.5.1 Assessor Competency Review 
 

Step 1: Click on the “  ” icon on top menu then click on “Assigned Assessment” notification.  

 
 

 

Step 2: In Talent’s profile page, navigate to Capabilities Strengths section. Click on “Review Competency” link. 

 
 

 

Step 3: On the Competency Review pop up window, select a valid value from Assessor Proposed Score Dropdown 

and fill in comments under My Comments field. Once done click Submit Review button. Superior will be notified on 

the feedback and will be able to view the proposed score and comment provided. 
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3.6 External Assessor 

3.6.1 Submit Review on Invited Assessment 
 

Step 1: Click on the link provided in email invitation  to access the Assessment page.  

 

 
 

Step 2: Once directed to the authentication page, key in the Pin ID as per provided in invitation email. Click “Submit” 

to proceed. 
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Step 3: Once directed to Assessment page, Assessor may check the access validity for assessment on the top right 

corner of page. Assessor’s access is valid for 3 days starting from the first login period. 

 

 
 

Step 4: To proceed with assessment review, select a valid value from Assessor Proposed Score Dropdown and fill in 

comments under My Comments field. Once done, click “Submit Review”. 

 

*Note: Once review has been submitted, the score and comments cannot be changed and the review page are no 

longer accessible. 
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Step 5:  Review successfully submitted. 

 

 
 

3.6.2 Request for Extension on Expired Pin ID 
 

Upon entering the Pin ID, if sytem prompt below error due to expired Pin ID, please follow provided steps below to 

request for new Pin ID. 
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 Step 1: Open the invitation email which contains the expired Pin ID. Find Superior’s email that is provided in the 

email.  

 

 
 

Step 2: Send email to the Superior to request for new Pin ID. 

 

Step 3: Once Superior has reset the Pin ID, new email invitation will be sent by system. You may resume the 

Assessment Review using the new Pin Id. 

 

3.7 Talent 

3.7.1 Self-Assessment Submission by Talent 

 
Step 1: Go to “My Profile” page and navigate to “Capabilities Strengths” section 

 

 
 

Step 2: On the Proficiency Score bar click on “ ” or “  ” button then click on  

“ ” button to add competency to cart. When prompted for confirmation, click “Yes” to proceed..  
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Step 3: Click on Competency Review Cart. 

 
 

Step 4: In the Self Competency Review page, select the self-assessment score from the dropdown under Update My 

Achievement column and fill in Comment under My Comment column. Click on “Submit” button to sent self-

assessment score for approval by Superior. 

 

Note: Submitted Self-Assessment score must be higher than Current Approved Score. 

 

 

3.7.2 Development Plan  

3.7.2.1 Create New Development Plan 

 

Step 1: Go to “My Profile” page and navigate to “Capabilities Strengths” section 

 



   

Internal 
  Page 100 of 120 

 
 

Step 2: Click “star” or “crown” icon on required competency then click “Create Development Plan” button to add 

competency to development plan page. 

 

 
 

Step 3: For new development plan user will be directed to Development page directly. If the development has been 

created previously, user will need to click on Development Plan icon       “ ” on top menu and click “Create 

Development Plan” button to navigate to Development Plan page. 

 

 
 

Step 5: In Development Plan page, scroll down to Remaining Competencies section. Click “Add to Development Cart” 

button on required competency. Multiple competencies can be added to cart.  

 

 
 

Step 5: Once all required competecies added to cart, scroll up in Development Plan page and click on “Development 

Cart” button. 
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Step 6: Once directed to cart page, click on “+Add New” to add development plan for selected competency. 

 

 
 

Step 7: Select “Development Type” and fill in “Development Plan” in New Development Plan screen. Click “Submit” 

once done. Added development plan will be listed under competency list. 

 

 
 

Step 8: To add more development plan to the same competency, repeat Step 7 above. Once all development plan is 

added, select the competency plan to be submitted by checking the checkbox next to development plan then click 

“Submit for Approval” button.  
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Step 9: Once directed to Development Plan page, Pending Review development plan can be viewed under “Current 

Development Plan” section. The left side of the development plan will be highlighted in orange colour to indicate 

development plan is still pending superior to review. 

 

 

3.7.2.2 Update Development Plan Progress 
 

Once development plan is approved by Superior, Talent may submit updates on development plan progress to Superior 

by following below steps. 

 

Step 1: Click on Development Plan icon “ ” on top menu and click “Create Development Plan” button to navigate 

to Development Plan page. 
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Step 2: In Development Plan page, go to Current Development Plan section then click on competency name to 

expand section. The current status of development plan can be seen under Status column. Click on “Revise Plan” 

button to update progress. 

 

Note: Progress update can be submitted for approved development plan only. If development plan is rejected or 

pending for review, user are not able to submit the progress update.  

 

 
 

Step 3: Click “ ” button under Action column. 

 

 
 

Step 4: Update the Status as required then click “Submit” to proceed.  

 

 
 

Step 5: Enter justification or remarks on update then click “Submit”. 
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Step 6: Once submitted, Development Plan will be pending for Superior review.  

The review status can be checked under Current Development Plan section where the left side of development plan 

is higlighted in orange colour. 

 

 
 

3.7.3 Add & Remove Personal Competency  

3.7.3.1 Technical Competency 

3.7.3.1.1 Add-on Technical Competency  

 

Step 1: Go to “My Profile” page and navigate to “Capabilities Strengths” section 

 



   

Internal 
  Page 105 of 120 

 
 

Step 2: Click on “Add Competency” button on top of Technical Competency list.  

 

Note: If the Technical Competency list is not available, please contact your respective Capability Manager (CM) for 

JCP mapping. The Technical Competency list with Add Competency button will appear once mapping is done. 

 

 

 

Step 3: In the Add New Technical Competency screen, select SKG, Discipline, Sub Discipline, Category and Proficiency 

level of competencty to be added and click Save once all selection are made. 
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Step 4: The Add On competency will appear in Technical Competency list. The font of the competency name will be 

Italic to differentiate the add on competency with Talent’s JCP. 

 

3.7.3.1.2 Remove Add-on Technical Competency  

 

Step 1: Go to “My Profile” page and navigate to “Capabilities Strengths” section 

 

 
 

Step 2: Click on “Add Competency” button on top of Technical Competency list.  

 

 
 

Step 3: In the Add New Technical Competency screen, click on “ ” button to remove any add on competency. 

 

 
 



   

Internal 
  Page 107 of 120 

Step 4: System will prompt confirmation message on deletion. Upon deletion, score for the competency will be reset 

which mean the current approved score will be removed as well. To proceed with deletion, click “Yes” button. 

 

 
 

Step 5: Deleted competency will be removed from Add on Competency screen as well as Talent Profile. To go back to 

Profile page, click “X” button on top right corner of Add on Competency screen. 

 

 

3.7.3.2 Functional Competency 

3.7.3.2.1 Add-on Functional Competency 

 

Step 1: Go to “My Profile” page and navigate to “Capabilities Strengths” section 

 
 

Step 2: Click on “Add Competency” button on top of Functional Competency list.  

 

 
 

Step 3: In the Add New Functional Competency screen, select the functional competency to be added and click Save. 
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Step 4: The Add On competency will appear in Functional Competency list.  

 

3.7.3.2.2 Remove Add-on Functional Competency 

 

Step 1: Go to “My Profile” page and navigate to “Capabilities Strengths” section 

 
 

Step 2: Click on “Add Competency” button on top of Functional Competency list.  

 

 
 

Step 3: In the Add New Functional Competency screen, click “ ” button to remove any add-on functional 

competency. 
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Step 4: System will prompt confirmation message on deletion. Upon deletion, score for the competency will be reset 

which mean the current approved score will be removed as well. To proceed with deletion, click “Yes” button. 

 

 
 

Step 5: Deleted competency will be removed from Add on Competency screen as well as Talent Profile. To go back to 

Profile page, click “X” button on top right corner of Add on Competency screen. 

 

3.7.4 Differentiating Colour in Proficiency Score Bar  

3.7.4.1 Pending Approval 

 

The count for Pending Approval Competency can be seen next to Capibility Strengths section title. In the Proficiency 

Score progress bar, the score that is pending for Superior to review will be in Orange colour. Based on example 

provided below, it can be seen that Talent has submitted self-assessment score of 3 and the submitted score is still 

pending for Superior Approval. 

 

 



   

Internal 
  Page 110 of 120 

3.7.4.2 Approved  

 

The count for newly Approved Competency by Superior can be seen next to Capibility Strengths section title. In the 

Proficiency Score progress bar, the score that is newly approved by Superior will be displayed in Green colour. 

Based on example provided below, it can be seen that Talent has previously achieved score of 1 since the first bar is 

in Purple colour and the newly approved score is 3 since the second and third bar is in Green colour. 

 

 
 

Once Talent click on “Dismiss approval status >” button, the Green bar will turned to Purple colour. The Purple 

colour bar indicates the current approved score of Talent for the competency. 

 

Dismiss approval status button: 

 
 

Proficiency Score Bar after dismiss approval status: 

 

 

3.7.4.3 Rejected 

 

The count for newly Rejected Competency by Superior can be seen next to Capibility Strengths section title. In the 

Proficiency Score progress bar, the score that is newly rejected by Superior will be displayed in Red colour. Based 

on example provided below, it can be seen that Talent submitted score of 2 has been rejected by Superior. 
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Once Talent click on “Dismiss approval status >” button, the Red bar is no longer displayed in proficiency score bar 

and Talent can see the previous score achieved (if available) before self-assessment submission on the proficiency 

score bar.  

 

Dismiss approval status button: 

 
 

Proficiency Score Bar after dismiss approval status: 

 
 

3.7.5 Competency Progress Report Calculation 

3.7.5.1 Technical Percentage 

 

The Technical Percentage under Competency Progress Report in Talent Profile are calculated from the Cummulative 

Percentage of all Technical Competencies over the Total Number of Technical Competencies (Approved JCP only). 

 

Below shows sample calculation for the Technical Percentage/ TC Bench Strength. 

 

 
 

Given that below are the list of Talent’s Technical Competencies: 

 
Out of 6 technical competencies listed, only 5 are Approved JCP while the other one is Add-on competency. 
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For Technical Percentage calculation, only Approved JCP will be counted. 

 

First, each Technical competency (Approved JCP) percentage need to be calculated. 

 

Percentage for Competency  = Approved Score / Target Proficiency Score *100%  

 
*Note: The percentage of each competency will be capped to 100%. For competency where Talent current score exceeded the 

target proficiency level and achieved more that 100%, system will capped the percentage to 100%. 

 

Refer Approved Score and Target Proficiency Score from Picture 2 shared above. 

 

Percentage for Competency (JCP 1)  =  3 / 3 * 100 =  100%    

Percentage for Competency (JCP 2) =  2 / 2 * 100 =  100% 

Percentage for Competency (JCP 3) =  2 / 2 * 100 =  100% 

Percentage for Competency (JCP 4) =  1 / 2 * 100 =  50% 

Percentage for Competency (JCP 5) =  0 / 2 * 100 =  0% 

 

Cummulative Percentage of all TC (Approved JCP) = Sum Percentage for all TC Competency 

         = JCP 1 % + JCP 2 % + JCP 3 % + JCP 4 % + JCP 5 %  

= 100 + 100 + 100 + 50 + 0  

= 350 

 

Total Number of TC (Approved JCP only)    = 5 

 

Technical Percentage = Cummulative Percentage of all TC (Approved JCP) / Total Number of TC (Approved JCP only)  

   = 350 / 5 

   = 70% 

     Result from Report: 

     

 

3.7.5.2 Functional Percentage 

 

The Functional Percentage under Competency Progress Report in Talent Profile are calculated from the Cummulative 

Percentage of all Functional Competencies over the Total Number of Functional Competencies. 

 

Below shows sample calculation for the Functional Percentage/ FC Bench Strength. 

 

Given that below are the list of Talent’s Functional Competencies: 
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Talent has 3 Functional competencies. 

 

First, each Functional competency percentage need to be calculated. 

 

Percentage for Competency  = Approved Score / Target Proficiency Score *100%  

 
*Note: The percentage of each competency will be capped to 100%. For competency where Talent current score exceeded the 

target proficiency level and achieved more that 100%, system will capped the percentage to 100%. 

 

Refer Approved Score and Target Proficiency Score from Picture 3 shared above. 

 

Percentage for Competency (FC 1)  =  0 / 4 * 100 =  0% 

Percentage for Competency (FC 2) =  0 / 4 * 100 =  0% 

Percentage for Competency (FC 3) =  0 / 4 * 100 =  0% 

 

Cummulative Percentage of all FC = Sum Percentage for all FC Competency 

         = FC 1 + FC 2 + FC 3  

= 0 + 0 + 0 

= 0 

 

Total Number of FC  = 3 

 

Functional Percentage = Cummulative Percentage of all FC / Total Number of FC  

   = 0 / 3 

   = 0% 

 

     Result from Report: 
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3.7.5.3 Leadership Percentage 

 

The Leadership Percentage under Competency Progress Report in Talent Profile are calculated from the Cummulative 

Percentage of all Leadership Competencies over the Total Number of Leadership Competencies. 

 

Below shows sample calculation for the Leadership Percentage/ LC Bench Strength. 

 

Given that below are the list of Talent’s Leadership Competencies: 

 
Talent has 4 Leadership competencies. 

 

First, each Leadership competency percentage need to be calculated. 

 

Percentage for Competency  = Approved Score / Target Proficiency Score *100%  

 
*Note: The percentage of each competency will be capped to 100%. For competency where Talent current score exceeded the 

target proficiency level and achieved more that 100%, system will capped the percentage to 100%. 

 

Refer Approved Score and Target Proficiency Score from Picture 4 shared above. 

 

Percentage for Competency (LC 1)  =  0 / 3 * 100 =  0% 

Percentage for Competency (LC 2) =  0 / 3 * 100 =  0% 

Percentage for Competency (LC 3) =  0 / 4 * 100 =  0% 

Percentage for Competency (LC 3) =  0 / 4 * 100 =  0% 

 

 

Cummulative Percentage of all LC = Sum Percentage for all LC Competency 

         = LC 1 + LC 2 + LC 3 + LC 4 

= 0 + 0 + 0 + 0 

= 0 

 

Total Number of LC  =  4 

 

Leadership Percentage = Cummulative Percentage of all LC / Total Number of LC  

   = 0 / 4 

   = 0% 
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     Result from Report: 

  

 

3.7.5.4 Overall Percentage 

 

The Overall Percentage under Competency Progress Report in Talent Profile are calculated from the Cummulative 

Percentage of all Technical Competencies, Functional Competencies and Leadership Competencies over the Total 

Number of Technical Competencies (JCP only), Functional Competencies and Leadership Competencies. 

 

Referring to Technical Percentage calculated from 3.7.5.1, Functional Percentage from 3.7.5.2 and Leadership 

Percentage from 3.7.5.3, the Overal Percentage are calculated as follows: 

 

Leadership Percentage = Cummulative Percentage of TC + FC + LC / Total Number of TC + FC + LC 

   = (350% + 0% + 0% ) / (5 + 3 + 4) 

   = 350 / 12 

   = 29% 

        Result from Report: 

  

 

3.7.6 Personal Competency Profile (PCP) 
 

3.7.6.1 View Personal Competency Profile (PCP) list 

 

The Personal Competency Profile (PCP) section display Talent’s historical result (previous position JCP that is not 

under current Technical Competency List) and mapped TPCP result if available. 

 

Step 1: Go to “My Profile” page from top menu. 
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Step 2: Once in Profile page, Navigate to “PCP” section 

 

 
 

Step 3: List of Talent’s PCP will be displayed in listing of the Personal Competency Profile (PCP) section. 

 

 
 

 

3.7.7 Competency Report 
 

3.7.7.1 Upload Competency Report 

 

Talent may upload competency or result report of any assessment they have done outside TE2 via the Competency 

Report Function. 

 

Step 1: Go to “My Profile” page and navigate to “PCP” section 

 

 
 

Step 2: Click “Competency Report” button on top of PCP list. 

 



   

Internal 
  Page 117 of 120 

 
 

Step 3: In the Competency Report screen, enter Document Title and Description on document then click “Select File” 

button under Report Upload column. 

 

 
 

 

Step 4: Select file to be uploaded from your PC and click  “Open” 

 

Note: Only one file can be uploaded at one time. Maximum file size is 4MB and file type allowed is PDF only. 

 

Step 5: Once file is selected and all field is filled up, click “Save” under Action column. 

 

 
 

Step 6: Uploaded file will be added to Competency Report list. Click “Close” to navigate back to Profile page. 
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3.7.7.2 Download Uploaded Competency Report  
 

Step 1: Go to “My Profile” page and navigate to “PCP” section 

 

 
 

Step 2: Click “Competency Report” button on top of PCP list. 

 

 
 

Step 3: In the Competency Report screen, click “ ” button under Action column to download any of the uploaded 

report. 
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Step 4: Downloaded document will be saved to your PC. 

 

3.7.7.3 Delete Uploaded Competency Report  
 

Step 1: Go to “My Profile” page and navigate to “PCP” section 

 

 
 

Step 2: Click “Competency Report” button on top of PCP list. 

 

 
 

Step 3: In the Competency Report screen, click “ ” button under Action column to delete any of the uploaded 

report. 

 

 
 

Step 4: Sytem will prompt confirmation on removal. To proceed click “Remove” button. 

 

 
 

Step 5: Deleted document will be removed from Competency Report listing. 
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