
INSTRUCTIONS FOR SKILLS DATABASE USERS 

You can access the Skills Database at https://www.ocls.ca/skills-database. (You can also find a link to the Skills 
Database on the Skills Database service page on the OCLS website, which you can find via Services > Skills 
Database.) 

Please contact the OCLS Help Desk if you would like access to the Skills Database. If you do not have access, you 
will be able to load the Skills Database search page (i.e. the landing/home page for the Skills Database), but 
your searches will return no results. 

Once you have access to the Skills Database, you will be able to 
search, retrieve, and view the records, but you won’t yet have a 
record for yourself. To request that a record be created, please click 
on the “Request Staff Profile Addition or Edit” link in the Skills 
Database sidebar, which leads to the Skills Database Staff Profile 
Addition or Edit Request form. You can also submit a profile addition 
directly by clicking on "Skills Database survey."

Once you have a record in the Skills Database, you will find a new menu on 
your website Dashboard called “Skills Database Quick Links.” 

If you would like to make changes to your record, you can use the same 
form mentioned above, or you can edit your record directly.  

To edit your Skills Database record directly, use the link in your “Skills Database Quick Links” menu. 
Alternatively, you can search for your record using the “Search by First Name” or “Search by Last Name” fields 
at the top of the Skills Database Search page, and then clicking on your name in the 
search results to open your Skills Database record. Either way, the next step is to click 
on the Edit tab at the top of your Skills Database record page. 

To remove a skill from your record, click on the 
“Remove” button that appears directly below that 
skill. To add a new skill, click on the “Add another 
item” button at the bottom of the section that lists 
your skills. Remember to apply a skill level for each 
skill (intermediate or advanced). Ignore the “Groups 
Audience” field entirely. Do not select more than one 
skills in each “Skill Name” box. 

After you have made your desired changes to your 
Skills Database record, click on the “Save” button at 
the bottom of the screen. 

If you have any questions about the Skills Database or require any assistance, please contact the OCLS Help 
Desk. 
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