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After completing registration on the job 
analysis platform and logging in to your 
portal, you are probably wondering what 
next? We have prepared this guide 
to help you understand the initial steps 
that you need to take to get started.   
 
This article is a step-by-step 
guide to help you create a demo job 
analysis session, invite your friends and 
colleagues to collaborate, and explore 
all platform options available for doing 
job analysis. So, let’s get started.  
 

 
 
 
 
 
 

COMMON TERMINOLOGIES  

1. The term session is used to describe a single job analysis process that occurs in 
your platform. You can view the list of all job analysis sessions in your portal. The 
maximum number of job analysis sessions that you can perform in your portal 
depends on your subscription.  

2. The term job analysis session studio is used to describe the managerial, 
administrative end of a job analysis session that allows recorders and facilitators 
to perform various analysis activities and build a job profile.  

3. The term job profile is used to describe the job that is being constructed as a result 
of your job analysis activities in a job analysis session. You can preview the job 
profile being constructed in a job analysis session. This job profile simply reflects the 
result of your job analysis process.  
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STEP 1: INVITE SOME USERS TO YOUR PORTAL  

 

At this moment, you are probably the only user in the portal. It might be difficult to 
understand all platform aspects with a single point of reference, and it could be helpful to 
invite some friends and colleagues to collaborate and explore the platform with you.   

You can invite users to the portal in any of the following roles, depending on the level of 
access to the portal (and consequently, the job analysis sessions) you want to allow:  

1. Administrator: allows the person to schedule new sessions as well as view and 
update all sessions of your portal.  

2. Contributor: allows the person to schedule new sessions and only view and 
update the ones they have created or are invited to as participants.  

3. Viewer: allows the person to only view the job profiles of the sessions that they are 
invited to, plus contribute in that session using the discussion board.  

Read more about user roles and permissions and how to invite a user.  

 

 

 

http://aidematic.com/docs/user-management/
http://aidematic.com/docs/inviting-a-user/


 

 

 

STEP 2: SCHEDULE A NEW JOB ANALYSIS SESSION   

Once you've invited users to your portal, you would want to schedule a new job analysis 
session next. While scheduling, you need to take care of the following options:  

1. Basic information  

 Provide a relevant Title and Description to the session.  
 

 Leave the Status as Scheduled if you wish to carry out the analysis process at a later 
time. Otherwise, you can change the Status to In Progress if you are doing analysis 
right now. If the session’s status is In Progress, live updates being made to the 
session will be reflected on the job profile being constructed to the viewers of the 
session.   
 

 With the Visibility option, you can control whether the session’s job profile is 
accessible and visible to session participants. You can turn it on when you start your 
job analysis process so that the session’s expert workers can see the job profile.  

 

2. Schedule & Participants  

 You can add your portal users to a job analysis session so that they can collaborate 
with you in creating a job profile. You can invite your session participants under 
different roles, allowing you to choose how they can contribute to the session. 
These roles can be:  

i. Facilitators: Users added in this role will have access to the entire job analysis 
session and they will be able to change/update all session details.  

ii. Recorders: Same as facilitator, users added in this role will have access to the 
entire job analysis session and they will be able to change/update all session 
details.  

iii. Expert Workers: Contrary to the other roles, expert workers cannot update core 
session/job profile details, but they can view the job profile being constructed in 
a session and contribute in brainstorming by using the whiteboard, as well as 
start new threads in discussion board and reply to existing ones.   

 

 

http://aidematic.com/docs/schedule-a-new-job-analysis-session/
http://aidematic.com/docs/schedule-a-new-job-analysis-session/
http://aidematic.com/docs/starting-discussion/


 

 

 

 A couple of points to note here are as follows:  

i. Only the contributors and administrators of your portal can be added as 
facilitators or recorders to a session as these users have the permissions to 
create/update resources your application.  

ii. Only viewers of your portal can be added as expert workers to a session as 
these users have only viewing permissions in your application.  

 Once you have added users in relevant session participant roles, and defined the 
attributes in Schedule section as well, you can go ahead and click Save option given 
above. This sends an email notification to each of your session participant. The 
email contains following information:  
 

i. The session details such as Title, Start 
Date, Start Time, Meeting Address, and the 
participant’s role in the session.  

ii. A link to the session depending on the 
role of the participant. For example, 
expert workers will receive link to the job 
profile page, while facilitators and 
recorders will receive link to the job 
analysis session studio from where they 
can control all analysis activities.  

 

2. Surveys  

 Here you can attach created surveys to this job analysis session. Surveys can be 
used for multiple reasons in a job analysis session. You can use them to collect 
initial brainstorming data from your expert workers, for performing duty and task 
verification, or collecting session feedback, etc.  
 

 There’s more about creating surveys in this guide.  

 

 

 

 

http://aidematic.com/docs/job-profile/
http://aidematic.com/docs/job-profile/
http://aidematic.com/docs/job-analysis-sessions/
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3. Media Files  

 
If you have any media files that facilitate you 
during the analysis process, you can simply 
upload and attach them to your session. This 
could be orientation material, training videos, 
legal job documentation, or any other job-
specific information.  

Your session participants will have access to 
all attached media files and they can play 
these files before, during or even after the 
session.  

 

Once you have added all this information in your job analysis session, you can save your 
changes and get ready for the next step.  

 

 

STEP 3: BEGIN YOUR JOB ANALYSIS PROCESS  

Now your job analysis session is ready to be started. 
You can take following steps to start your session:  

1. Update the session’s Status to In Progress.  

2. Turn on the Visibility of the session to allow 
your expert workers to view the changes.  

3. Leave a welcome note to your session 
participants using the discussion board.  
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STEP 4: START BRAINSTORMING  

You can start your job analysis session by brainstorming ideas about the job under 
analysis. Right now, you will find a couple of options under the Brainstorm tab in your 
session studio for gathering ideas:  

 

1. Collaborative whiteboard for visual brainstorming  

For brainstorming, you have a collaborative 
whiteboard where you can do freehand 
drawing, drop shapes, images, insert text, 
tables, and more.  

All session participants can use this 
whiteboard at the same time, and live 
changes will be auto-saved and reflected 
throughout the session.  

Keep in mind that facilitators and recorders 
will be able to access this whiteboard from 
studio, while expert workers will be 
accessing it from job profile. 

Usually people prefer their own brainstorming tool for this purpose as they have grown 
comfortable with them. If that’s the case with you too, you can simply send us a suggestion 
and we’ll integrate with your preferred tool, given that they offer integration capabilities.  

 

2. Rich text editor for taking notes  

Apart from this collaborative whiteboard, there is a notes section available under Brainstorm 
tab as well. This notes section acts as a flip notepad for your session where you can type in 
content, create lists, highlight and strike off items, and more. Unlike whiteboard, only 
facilitators and recorders can make changes to this notes section, and these changes must 
be saved so that they are reflected on your expert worker’s job profile view.   

 

 

http://aidematic.com/docs/brainstorming/
http://aidematic.com/docs/view-job-profile-details/#brainstorming
http://aidematic.com/contact/
http://aidematic.com/contact/


 

 

 

Another couple of options available for doing brainstorming include:  

1. One idea is to start a thread for each duty in the discussion board and then ask your 
participants to comment their ideas for that duty and its tasks under relevant 
thread.   

2. You can also use the survey tool to collect initial brainstorming data. You can create 
a survey and add text-type questions to it, asking about general duties and tasks, 
and send it to all expert workers who can submit their ideas.  

Once data starts coming in, facilitators and recorders can pick this data from 
discussion board and survey responses, and populate it on the brainstorming whiteboard or 
notes section, however they like.  

 

STEP 5: STORYBOARD AND ADD COMPETENCIES  

After brainstorming ideas for your job under analysis, you are probably ready to start adding 
duties and tasks to it. You can go ahead and read this comprehensive article which 
covers how to add duties and tasks to a job profile, reorder them, export data to excel, and 
more. By default, you can capture four parameters of a task, including Importance, Difficulty, 
Criticality, and Frequency. But these parameters are completely customizable. You can add 
and remove task fields depending on your needs. 

One of the final details to add to your 
job profile are the skills, knowledge 
areas, worker behaviors and attitudes 
required to be demonstrated on the 
job. You can add these 
competencies from your competency 
library to the job profile as well as any 
of its duties or tasks. Moreover, you 
can view in a competency’s dashboard, 
just how many job profiles, duties and 
tasks are attached to this competency. 

 

 

 

http://aidematic.com/docs/survey-management/
http://aidematic.com/docs/storyboarding/
http://aidematic.com/docs/adding-competencies-to-job/
http://aidematic.com/docs/adding-competencies-to-job/
http://aidematic.com/docs/competency-management/
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STEP 6: TAKE A LOOK AT THE JOB PROFILE 
CREATED SO FAR  

When you’ve added all this 
data to your job profile, you 
might want to see how your 
output job profile is looking by 
now.  

You can preview the job 
profile for the session at any 
time. Remember, this job profile 
is the view that your session 
expert workers had access to 
all along and they had been 
tracking the changes being 
made to the session from here.  

 

  

STEP 7: CREATE A SURVEY AND COLLECT 
RESPONSES  

Before we end this guide, it is important to touch upon the survey tool that comes out-of-
the-box in Aidematic. Many of you are probably using external survey tools to facilitate your 
job analysis processes. The number one benefit of using an integrated tool in your 
job analysis platform is data centralization. This allows you to collect, analyze, and store your 
survey reports for each session at one place.   

Other than this, your surveys and job analysis sessions are tightly-coupled. It means that you 
can automate your workflows such as auto-creating survey questions from a job profile’s 
duties and tasks, or auto-populating different fields of your job profile with the results 
collected from surveys.  

Surveys can be used for multiple reasons in a job analysis platform. You can use them to 
collect initial brainstorming data from your expert workers, for performing duty and task 
verification, or collecting session feedback, etc.  

http://aidematic.com/docs/previewing-the-created-job-profile/
http://aidematic.com/docs/previewing-the-created-job-profile/
http://aidematic.com/docs/survey-management/


 

 

 

You can use the survey tool to create multiple 
surveys in your portal (the maximum number of 
surveys allowed depend on your subscription). You 
can build and customize your survey and its 
questions completely as you want it.  

Next, you can preview how it looks, collect 
responses and analyze your survey reports.   

Note: The features for automating your survey 
creation and other processes are available on-
demand. We are open to any suggestions that you 
may have that can automate and smooth your digital 
journey to job analysis.  

  

 

STEP 8: FINISH YOUR JOB ANALYSIS PROCESS  

 
 
Once you have completed all your job analysis activities, 
it is time to close your job analysis process. For that, 
simply go over to your job session details and change 
the Status from In Progress to Completed.  

You can also leave ending comments to your 
participants as well through the discussion board.   

Note that your expert workers won’t be able to view the 
live updates on the job profile anymore once you have 
changed the session status to Completed.   

  

 

 

 

http://aidematic.com/docs/building-previewing-and-responding-to-survey/
http://aidematic.com/docs/previewing-a-survey/
http://aidematic.com/docs/collecting-responses-for-a-survey/
http://aidematic.com/docs/collecting-responses-for-a-survey/
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THE END  

By now, you have explored and played with almost all options available in your job analysis 
platform, except for competency library and file manager. A separate guide for each of 
these modules is underway and will be shared with you all as soon as they are complete.   

Be sure to leave suggestions, ask a question, or report any issues that you may face. Till 
then, happy job analyzing! 
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