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Introduction 
 
See the “Quick Start Guide” for details of how to log into NMDS-SC Online for the first time.  
Once you are logged in you will see a menu on the left hand side of the screen, which you use 
to navigate to the different parts of the system. 
 
This “User Guide” will take you through the part of the system that holds information about your 
workers.  This is the information that you provided to SfC in the Questionnaire for 
employees/workers.  You may not yet have provided information on your workers – if that is the 
case this User Guide also covers how to add workers through NMDS-SC Online, 
 
 
 
To begin click the “My Workers” tab on the Menu items 
 
 
 
 
 
If you have already provided information to 
NMDS-SC about your workers you are 
presented with a list of workers. “Worker ID” 
for each worker may say “Not provided” – this 
is because NMDS-SC does not collect 
information such as the names of workers so 
this data was not entered.  However, you will 
be able to provide an identifier (i.e. the 
employee name or initials or an employee 
reference number) for your own convenience 
 
If you have not yet provided information to 
NMDS-SC about your workers you will see a 
screen like the one on the right – from here you 
can start to add workers using the “Add 
Worker” link.
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For each worker there are three “blocks” of information 
 
1, Personal and Employment details 
2. Other Job Roles and Working Arrangements 
3. Qualifications 
 
This guide introduces each of these “blocks” in order, providing guidance on how to update and 
add information.  Note that, in practice, it is not necessary for you to follow this order when 
updating your worker information. 
 
To view the 3 blocks of information for each worker click on the            magnifying glass link for 
each individual worker. 

 

1. Personal Details and Employment Details 

Details for each Worker 
 
 
To update the information click on the 
edit button in the bottom right-hand 
corner. 
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Editing personal details 
You are now in the edit screens, the first 
section is personal details. Here you should 
add your  “Worker Identification” if not 
present. This information is not passed to 
Skills for Care and is not included in any 
reports – it is strictly for your own 
convenience. 
 
You can also update/correct any of the other 
details already present, adding any missing 
information as you go along. 
 

Editing Employment Details 
 
Edit/amend or add details of employment as 
necessary.  Much of this information is “drop 
down” lists. To access these click on the 
arrow at the side of each box 
 
e.g. if the worker is paid hourly their salary 
interval should be set to “hourly” and the 
hourly rate of pay entered in the salary box 
WITHOUT the pound sign. 
 
 
 
 
 
 
 
 
 
 
 
When you have finished adding/amending this page please click save in the bottom right-hand 
corner.  Click return to go back to the main worker page. 
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2. Other Job Roles and Working Arrangements 

About other Job Roles 
A  workers Main Job Role is included in the Employment Details block.  However the worker 
may perform additional job roles even for a small part of the time. 

Working Arrangements 
Working arrangements provide the NMDS-SC with information about the patterns of work within 
the workforce, such as job sharing and flexi-time. 
 
To edit the above sections please click on the edit 
button at the bottom right-hand side of the screen. 
 
 
 
 
 
 

Adding/Amending Other Job Roles 
Select a job role by clicking the down arrow and 
then click the ADD button on the right hand side. 
 
You can delete other job roles by clicking the 
DELETE button alongside that job role. 
 

Adding/Amending Working 
Arrangements 
 
Use the tick boxes to add any relevant working 
arrangements for this worker.  
 
You can also click on a tick (which will un-tick the 
box) to remove a working arrangement type for that 
worker. 
 
 
When finished adding/removing please click the save button and then click the return button. 
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the add button. 

 

3. Qualifications 

Viewing Qualifications 
 
Any information about qualifications that you have 
already provided will be displayed in the 
qualifications list. 
To update this information click the edit button. 
 
 

Updating and Adding Qualifications 
 
You can edit and delete Qualifications in the list or 
you can add new ones by clicking on the drop 
down arrow and selecting the relevant 
qualification, select working towards or achieved
and add an achieved date.  If you want to add 
particular notes about this qualification ONLY type 
in the notes box and then click 
 
NOTE: The notes for each qualification must be 
entered prior to clicking the add button. 
 
 
If you would like to add general notes about this 
worker you can type in the large notes box and 
click update. 
 
 
 
 
The note box under each qualification and the large note box is for your use only and will not be 
used by Skills for Care in any of their analysis. 
 
When you have completed this page click return. 
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4. Changing the Worker List 

Selecting Columns 
 
To add further selected columns to your 
worker list click on the “Select Columns” link 
top right hand corner 
(The default is shown here) 
 
 
 
 
 

Editing Column Selection 
 
You can add or remove the columns you see 
on your worker list by ticking the box next to 
each column name. 
 
To change the order from left to right on the 
view workers page click the up and down 
arrows next to the column name you want to 
move. 
 
The top of the list relates to the left hand side 
of the view workers page.   
 
This is an automatic change when you return to the view worker page. 
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Select Number of Items to View Per Page 
 
If you have a lot of worker you can choose to 
reduce the number of records shown per page on 
the view workers page. 
 
Click on the down arrow next to “number of items 
per page” and select which option you require.  
This is an automatic change when you return to 
the view workers page. 
 
 
 
 

Sorting the Worker List 
 
You can sort the data on the view workers 
page by any of the columns you have chose
to display
 
From the “Sort By” drop down box select the 
column you wish to sort by. 
 
Click on Ascending or Descending and click 
“Sort”. 
 
Ascending is A-Z or 0-9 and Descending is Z-A or 9-0. 
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