
 

 

  
 

Singlepoint Competency Checker helps you to verify 

that business critical information has been fully understood by the people in 
your organization that need to use it. 

 

  

Competency Checker is ideal for those situations where it’s not enough to know that your 
users have simply read a document – this flexible module allows you to track and measure 
whether they have understood the content of the document. All fully automated and linked 
to Singlepoint’s Document Control System and the automated email notification feature in 
Singlepoint. 
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The Business Problem 

When key business critical documents, such as procedures and work instructions are introduced or updated, 
it can be very difficult to demonstrate that all of the users that require that information have read and 
understood the content contained therein. Not only does this pose a clear practical problem of its own, but 
will also be problematic when you are unable to demonstrate this understanding to an external or customer 
auditor. 

The Solution 

Competency Checker is an exciting new module for Singlepoint. When a document is released from your 
Singlepoint Document Control System, you can set up quizzes or even just simple statements that your key 
users must respond to in order to demonstrate and record their understanding of the content of the 
document in question. Equally, if a user cannot demonstrate a good enough understanding then this is 
flagged in the system, and that user’s need for further support and training is clearly identifiable. All of the 
information is recorded in a fully date and time stamped audit trail. 

Full Integration with Singlepoint Document Control 

As part of this development, we have extended the functionality of our Document Control System to allow 
you to mark certain documents or revisions as requiring a competency check. (Clearly, not all documents in 
your system will require this level of rigour). 

 

 

 

 

 

 

 

 

 

 

 

 

Note the new “Approve for Competency” button 



 

 

  
 

 

Marking a document (or new version of an existing document) as “Approve for Competency” will kick off a 
workflow that will allow the document owner (or appointed person) to create a competency check for the 
users associated to the document. 

A competency check can either take the form of a simple question to the user, such as “Have you read and 
understood the content of the document?”, and / or “Do you require any further training?” 

Alternatively, for a more rigorous test you can create a bank of quiz questions in a multiple choice style that 
will be randomly generated and presented to users. 

 

 

 

You can choose how many questions a user should see and how many correct answers are required for a % 
pass rate. 

 



 

 

  
 

 

Users will receive immediate feedback on their results. If they have been unsuccessful you can set rules as 
to whether the user can take the test again or if they should receive some further training. The system 
supports the concept that a user’s manager or supervisor can set the test as approved. This is useful, either 
for users that do not have a PC log-in or who have received additional training and their manager / 
supervisor is happy that they now understand the content. 
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The system can generate management reports to provide a full auditable, date and time stamped 

history of users’ results against specific revisions of documents. Further reports can be designed in 

Absolute Reporting. 


