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Step 2 

LMS Step-by-Step Guide  
Running Competency Reports 

 
 

Log into LMS at https://lms.learning.hhs.gov/Saba/Web/Main, and you will 
arrive at the Homepage screen. 

 

 
 

You will arrive at the Human Capital Administrator Homepage. Click on the 
Reports Tab. 

Select the “Human Capital 
Administrator – Orgs & 
Jobs” role in the “Go To” 
drop down 

Click on the 
“Reports” Tab 

https://lms.learning.hhs.gov/Saba/Web/Main�


Step 3 

 
 

 
      The competency Reports are listed under the Assessment group, press the “+” 

sign to expand the list. There are three reports listed here: 1) Competency 
Assessment by Competency Detail 2) Competency Assessment by Job Series 
Detail 3) Competency Assessment by Job  

       Series Summary. 
 

 
 
 

1) Click the “+” next 
to Assessment 
 

2) Select one of the 
three competency 
Reports 
 



Competency Assessment by Competency Detail 

Explanation of the Reports  
 

Note: The Organization ID criteria of all the reports is the same thing as a SAC code, you can 
enter in a parent SAC code to pull up all of the child org’s data. For example, you can enter HN 
to search all of NIH. A detailed list of SAC Codes can be found at 
http://www1.od.nih.gov/oma/manualchapters/management/1123/ 
 
Note: In each of the reports you have an option to add in a range of assessment dates. If you 
enter dates, it will only show you information from assessments completed in that period. If 
you do not enter dates it will show you all individuals that fit into the category whether they 
have completed an assessment or not.  
 

 

This report allows you to enter in a specific competency, SAC code, and dates of 
assessment. It is designed to provide a list of individuals who have assessed on that 
competency and what those values were. 

 
 
 
 
 
 
 

Summary of criteria entered 
 

If date is blank, user has not 
assessed. 

Totals of data displayed. In 
this case, the total gap is -2 

http://www1.od.nih.gov/oma/manualchapters/management/1123/�


Competency Assessment by Job Series Detail 

 
 

This report allows you to search for assessments in a particular job series. It will 
display all of the individuals who fit into the category you display along with the 
competencies they have been assigned/assessed.  

 
 
 
 
 
 
 
 
 
 
 
 

User Information 

Competencies Assigned to 
individual and 

Assessment information 

Gap for each  
competency 

Total gap (of all 
competencies) 



Competency Assessment by Job Series Summary 

This report provides a summary of the data obtained in the Job Series Detailed 
report. It is designed to help the user identify the most critical competencies and 
their gaps based upon occupational series. 

 For a detailed list of the individuals 
who are included in the list, click the 

competency name 
The criticality of the numbers can be 

identified by comparing the total 
assessments. 


