
ReSET 
User Guide for Site Managers

The following technologies are required to access the ReSET platform:

System Requirements

A stable internet 

connection

If your organization has taken security measures to ensure data confidentiality, you may 

need to adjust certain settings to allow the ReSET platform to run. Please contact your 

supervisor if you require additional information about ReSET’s system requirements.

Modern browsers 

such as Safari, 

Chrome, Firefox, 

or Microsoft Edge

Cookies 

enabled on the 

ReSET website

JavaScript
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To log into your ReSET account:

Visit app.workforcereset.ca

app.workforcereset.ca

Bookmark the website for quick access

Enter your Username and Password

Logging into your account
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Accessing features in the sidebar
Access the following ReSET using the links in the left sidebar

1. Dashboard: Quick links to track tasks in ReSET

2. Employees: View, add, and update accounts for Employee 
accounts individually or in bulk

3. Manage Timepoints: View, create, and delete check-in 
times for Employee and Supervisor surveys

4. Manage Supervisors: View, create, and archive Supervisory 
accounts by program

5. Manage Programs: View, create, and archive ReSET 
programs individually or in bulk

6. Archived Employees: View, reinstate, or delete archive 
Employee profiles individually or in bulk

7. Rapid Note Entry: Add new notes using the ReSET template

8. Complete Notes List: Search, view, and delete Supervisor’s 
notes individually or in bulk

9. Performance Measure: View average score for each soft 
skill in your ReSET program

10. Batch Account: Upload multiple Employee or Supervisor 
accounts from a .CSV file

11. Download Data: Search and download reports for 
Employee, program, timepoint, survey, score, and note 
data

12. Skills Descriptions: Glossary and scoring index for each of 
ReSET’s core soft skills

13. Request Help: Send a message to HWTC for ReSET support 
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*You can change time period for recent 

notes by entering a new number into 

the field that reads “up to __ days old.”

Accessing quick links from ReSET dashboard
The ReSET Dashboard automatically loads upon logging into your 

account. Site Managers will see the following quick links:

Recent Notes: Lists the Employees who have notes entered into ReSET within a set 
period of time.

Notes Required: Lists the Employees who need new notes as set by the program 
requirement.

Score Required: Lists the Employees who need a score entered on a Supervisor 
survey.

Overdue Self Surveys: Lists the Employees with overdue self-surveys

Finalization Required: Lists the Employees who require time point finalization.

Debrief Required: Lists the Employees who require debriefs
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Editing your profile
In the top menu, click “Edit Account” to update the following information:

Password

2-factor 

authentication 

method

Phone Number

Reset remembered 

devices

Notifications

Time zone

*Site Managers can update Employee or Supervisor login names, display 

names or emails through the “Employee” or “Manager Supervisor” links. 

If you need to update the Site Manager’s login name, display name, or 

email address, please contact your ReSET consultant for support.
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1. Select “Manage Programs” from the sidebar menu

2. Click the “Add a Program” button

3. Add a unique program name

4. Select the self-survey mode. The Long standard is recommended for soft skill 
development programs. The other options are intended for Employee 
retention programs.

5. Set the switches for previous score visibility, Supervisor’s notes, Employee 
password control and auto email Employee account info. If the latter is set to 
YES, edit the email text that will be sent.

6. Set the Note reminder. If the entry is 0 no reminders are entered. The value 
entered sets the number of days without a note that triggers the reminder 
email.

7. Select the Employees and Supervisor (Supervisor, Case Manager, External 
Assessor) linked to the program.

8. Click the “Save” button to complete the program creation

Creating a new ReSET Program
To create a new ReSET program:
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Editing an existing ReSET Program
To edit or update an existing ReSET Program:

*You cannot edit a program if someone in the program has an active timepoint.

Deleting a ReSET Program
To delete an existing ReSET Program:

1. Select “Manage 
Programs” from the 
sidebar menu

2. Click the pencil icon 
next to the Program 
name

3. Update Program 
settings as desired

4. Click the “Save” 
button to complete 
the changes

1. Select “Manage Programs” from the 
sidebar menu

2. Click the selection box next to the 
Program name

3. Click the “Delete Selected” button at 
the top of the table
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Downloading data from your ReSET Program
To download data from your ReSET Program

1. Select “Download Data” from the sidebar menu.

2. Select the start and end dates for the report

3. Select the programs to be included

4. Decide whether to include Archived Employees*

5. Click the “Update Spreadsheets” button to save report settings

6. Click one of the links in step 2 to download a .CSV file of the corresponding 
data (Employees, Programs, Timepoints, All Supervisor Surveys, Only 
Consensus Score Supervisor Surveys, Self-Survey Scores, Notes)

*Employees who have not completed a ReSET program can be archived in the 

“Employee” and removed from the report data if needed. 
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Create a new Employee account
To create an individual Employee account:

1. Click “Employee” in the sidebar menu

2. Click the “Add an Employee” button

3. Enter a unique username and password

4. Enter the Employee’s first and last name

5. Select the applicable ReSET program from dropdown list

6. Assign at least one Case Manager to the Employee account

7. Assign a Supervisor to the Employee account*

8. Complete optional fields for the Employee account

9. Click the “Save” button

10. ReSET will email the account info to the person if that option was selected 
at the program level (see Managing Programs)

11. Select “Employees” from the sidebar menu to confirm the upload was 
successful. 
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Create a new Employee account
To create an individual Employee account:

1. Click “Employee” in the sidebar menu

2. Click the “Add an Employee” button

3. Enter a unique username and password

4. Enter the Employee’s first and last name

5. Select the applicable ReSET program from dropdown list

6. Assign at least one Case Manager to the Employee account

7. Assign a Supervisor to the Employee account*

8. Complete optional fields for the Employee account

9. Click the “Save” button

10. ReSET will email the account info to the person if that option was selected 
at the program level (see Managing Programs)

11. Select “Employees” from the sidebar menu to confirm the upload was 
successful. 

*Please note that Supervisors who are already assigned to the chosen program will automatically 

be pre-selected in the Supervisor field. Case Managers can delete any pre -selected Supervisors as 

needed. Adding a new Supervisor in this field will cause them to be linked to the program. 
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Creating Employee accounts in bulk
To create multiple Employee accounts at once:

1. Select “Batch Accounts” from the sidebar menu

2. Click on the “Employee Account Template” link

3. Open the template from your browser or downloaded files on your local 
drive

4. Carefully complete the template. Make sure the program, names, 
usernames, and emails are spelled correctly as updates to these fields will 
require support from your ReSET consultant.

5. Save the template as a .csv file

6. Navigate back to the ReSET website and click the “Choose File” button in 
step 3 of the “Batch Account” section

7. Select the “Submit” button

8. Select “Employees” from the sidebar menu to confirm the upload was 
successful. 

*Your ReSET Consultant will look for any problems in the file and let you know if there are errors. 

Fix the errors, resave and resubmit. No accounts are generated until the file has no errors.
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Editing an existing Employee account
To review and edit an account:

1. Select “Employees” from the sidebar menu

2. Select an Employee from the master list or search for an Employee by name, 
Case Manager, or program

3. Click the “Profile” button next to the Employee’s name

4. Update the profile fields as desired

5. Click the “Save” button to complete the changes
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Adding Supervisors to multiple 
Employee accounts

To add or update Supervisor assignments on multiple Employee accounts:

1. Select “Employees” from the sidebar menu

2. Scroll to the bottom of the Employee List

3. Click the “Control Panel For Multi-Employee Profile Changes” link

4. Select desired action from add, remove, or assign options

5. Click the selection box next to the applicable Employee names

6. Click the “Apply” button to complete the assignment update
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Archiving an Employee Account
To archive and employee account:

1. Select “Employees” from the sidebar menu

2. Select an Employee from the master list or search for an Employee by name, Case 

Manager, or program

3. Click the Employee’s name to expand the box for more Employee options

4. Click “Archive” to remove the active Employee
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Reinstating an archived Employee account
To reinstate an archived Employee account:

1. Select “Archived Employees” from the sidebar menu

2. Select an Employee from the master list or search for an Employee by name, 
Case Manager, or program

3. Click the “Unarchive Employee” next to the selected Employee’s name in the far-
right column

4. Select “Employees” from the sidebar menu to confirm that the Employee’s 
account is active

5. Click the “Profile” button next to the Employees name to confirm which programs 
they are assigned to*

6. Update the profile fields as desired

7. Click the “Save” button to complete the changes
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Creating new accounts for the 
Supervisory Team
To create an account for a Supervisor or additional Site  Manager:

1. Select “Manage Supervisors” in the sidebar menu

2. Enter a unique username and password

3. Enter the Supervisor’s full name and email

4. Select the applicable ReSet role 

5. Select all applicable ReSET programs from the list provided

6. Select either to assign the person to program AND Employees, or just programs*

7. Click the “Create Account” button to save

8. ReSET will email the account info to the person if that option was selected at the 
program level (see Managing Programs)

9. Select “Manage Supervisors” from the sidebar menu to confirm the upload was 
successful

*It is recommended 

to select the 

programs only 

option if the account 

being created has 

limited Employee 

involvement (i.e., 

External Assessor 

accounts).
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Creating accounts for the Supervisory Team in bulk
To create multiple Employee accounts at once:

1. Select “Batch Accounts” from the sidebar menu

2. Click on the “Supervisor Account Template” link

3. Open the template from your browser or downloaded files on your local drive

4. Carefully complete the template. Make sure the program, names, usernames, and 
emails are spelled correctly as updates to these fields will require support from 
HWTC.

5. Save the template as a .csv file

6. Navigate back to the ReSET website and click the “Choose File” button in step 3 of 
the “Batch Account” section

7. Select the “Submit” button

8. Select “Employees” from the sidebar menu to confirm the upload was successful

*Your ReSET Consultant will look for any problems in the file and let you know if there are errors. 

Fix the errors, resave and resubmit. No accounts are generated until the file has no errors.
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Editing an existing Supervisor account
To edit Supervisor accounts:

Archiving a Supervisor Account
To archive a Supervisor account:

1. Select “Manage 
Supervisors” from the 
sidebar menu

2. Scroll down to the 
“Manage Users” section

3. Click the selection box 
next to the Supervisor’s 
name

4. Click the “Archive Selected 
Accounts” button at the 
bottom of the table

1. Select “Manage 
Supervisors” from the 
sidebar menu

2. Scroll down to the 
“Manage Users” section

3. Click the Supervisor’s 
name 

4. Update the profile 
fields as desired 

5. Click the “Save” button 
to complete the 
changes  
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Reinstating an archived Supervisor account
To reinstate an archived Supervisor Account:

1. Select “Manage Supervisors” from the sidebar menu

2. Click the “Archived Supervisors” link in the top right corner of the screen

3. Click the selection box next to the Supervisor’s name in the table

4. Click the “Restore Selected Accounts” button at the bottom of the table

5. Select “Manage Supervisors” from the sidebar menu to confirm that the 
Supervisor’s account is active

6. Click the Supervisor’s name to confirm which programs they are assigned to*

7. Update the profile fields as desired

8. Click the “Save” button to complete the changes
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Creating a new Employee note
There are three ways to add notes to an Employee account:

From the Employee Section

1. Select “Employees” from the sidebar menu

2. Click on the “Notes” button beside the Employee’s name

3. Click the “Add New Note” button

4. Complete the template fields provided

5. Click the “Save” button
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Creating a new Employee note
There are three ways to add notes to an Employee account:

1. From the Employee 
Section

2. Select “Employees” 
from the sidebar menu

3. Click on the “Notes” 
button beside the 
Employee’s name

4. Click the “Add New 
Note” button

5. Complete the template 
fields provided

6. Click the “Save” button
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Creating a new Employee note
There are three ways to add notes to an Employee account:

From the notes URL*

1. Navigate to 
app.workforcereset.ca/note
s

2. Select an Employee from the 
dropdown menu

3. Complete the template 
fields provided

4. Click the “Save” button

From the Rapid Note Entry Section

1. Select “Rapid Note Entry” from 
the sidebar menu

2. Select an Employee from the 
dropdown menu

3. Complete the template fields 
provided

4. Click the “Save” button

When you login, using this address you are taken directly to the Mobile Notes entry page in 

ReSET. When you save a note from there, it returns you to the same note entry page. To exit 

back to the full ReSET site, click on the ReSET logo. 
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Viewing existing Supervisor’s notes 
To see all Supervisor’s notes attached to an Employee account:

1. Click the “Employee” section in the left sidebar menu

2. Select an Employee from the master list or search for an Employee by name, 
Case Manager, or program

3. Click the “Notes” button next to the Employee’s name to open a table of all 
notes associated with the selected Employee
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Editing Supervisor’s Notes 
To edit an existing Supervisor note attached to an Employee account:

1. Click “Employees” in the sidebar menu

2. Select an Employee from the master list or search for an Employee by name, Case 
Manager, or program

3. Click the “Notes” button next to the Employee name to open a table of all notes 
associated with the selected Employee

4. Click the “Edit” link under the “Date” column

5. Update the note fields as desired

6. Click the “Save” button to complete the changes
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Search and view all Supervisor’s Notes
To search and view the complete list of Supervisor’s Notes entered ReSET:

1. Click “Complete Note List” in the sidebar menu 

2. Search for notes by submitter, skill, date, action, content, or outcome.

*If used by Case Managers, the list only shows notes for Employees they are linked to.
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Scheduling surveys with timepoints
Only the Employee’s assigned Supervisors, Case Managers, and External 
Assessors can view and set up timepoints. This is to reinforce the active 
and close management of the Employee’s progress by their direct reports. 

To create a timepoint and schedule an Employee Self -Survey and/or 
Supervisor Survey:

1. Click “Manage Timepoints” section in the sidebar menu 

2. Click the “Create Timepoints” button

3. Select an Employee from the master list or search for an Employee by name or 
program

4. Select the desired survey next to the Employee’s name under the “Actions” column

5. Type a date or select your preferred completion date by clicking the calendar icon*

6. Click the “Submit” button to create the timepoint

7. Click “Manage Timepoints” in the sidebar menu to view the confirm the timepoint 
has been created. 

8. Timepoints can be created one at a time, but each timepoint must be completed 
before another can be created.

*The date field is automatically set at 7 

days in the future. If desired, you can 

change the due date for each Employee.
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Assigning actions to timepoints
ReSET allows you to assign the following action to a timepoint: 

1. Both: This triggers both the self and the Supervisor surveys. When the Supervisor 
survey is triggered, the system will email the Supervisor and the Employee who 
need to complete the survey.

2. Supervisor: This triggers the Supervisor Survey only. You will need to trigger the 
self-survey at another time in order to complete the timepoint.

3. Self: This triggers the Employee Self-Survey only. You will need to trigger the 
Supervisor survey at another time in order to complete the timepoint

4. Self, without any Supervisor: This triggers the self-survey and completes the 
Supervisor survey for you as a 0 score. The timepoint will be completed when the 
Employee finishes their self-survey. This option is typically only used if you will 
never have enough observation time for the employee.*

5. Supervisor, without any Self: This triggers the Supervisor Survey and completes the 
self-survey for you as a 0 score. You still need to enter a consensus Supervisor 
score to finalize the timepoint. Typically, this option is only used if employees are 
incapable of doing the self-survey. *
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Viewing existing timepoints
To view existing timepoints:

1. Click “Manage Timepoints” section in the sidebar menu

2. Select Employee timepoint from the master list or search for a timepoint by 
Employee name, type, status, or program

3. Click the Employee’s name to view timepoint and actions
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Deleting existing timepoints
To delete an existing timepoints:

1. Click “Manage Timepoints” section in the sidebar menu

2. Select Employee timepoint from the master list or search for a timepoint by 
Employee name, type, status, or program

3. Click the Employee’s name to expand the timepoint section

4. Click the “Remove Last Timepoint: button to delete timepoint

Existing timepoints must be completed or deleted before another timepoint can 
be added to the Employee’s account

PAGE 30



www. workforcereset.cawww. workforcereset.ca

Completing Employee Self-Surveys
To complete an Employee Self-Survey:

1. Log into ReSET

2. Select “Self-Survey Questionnaire” from the sidebar menu*

3. Click either the “Start the Form” or “Continue the form” button

4. Answer each question for “work” and “not at work”

5. Click the “Save” button to submit your Self-Survey

*Please note that the Self-Survey option is only accessible in the sidebar menu 

when logged into an Employee account
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Accessing Supervisor Surveys
When a Supervisor Survey is required, all Supervisors will get an email 
notifying them and specifying the due date. There are two ways to access 
the Supervisor Survey:

From the Dashboard

1. Log into ReSET

2. Click the Employee’s Name under the “Score Required” section

3. Complete the Supervisor Survey 
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Accessing Supervisor Surveys
From the Employee List

1. Log into ReSET

2. Select “Employees” in the sidebar menu

3. Select an Employee from the master list or search for an Employee by name, 
Case Manager, or program

4. Click the “Supervisor Survey” button next to the Employee’s name

5. Complete the Supervisor Survey 
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Completing a Supervisor Survey

1. Review skill definitions and exemplars if required

2. Navigate to the Supervisor Survey through the ReSET Dashboard or by clicking 
“Employees” in the sidebar menu

3. Click “Supervisor Survey” next to the Employees Name

4. Review your notes provided on the survey page

5. Navigate to the slider in the middle of the survey page

6. Slide the message bubble or tap on the slider bar to select your score (1-6) 
Guidance on the score meaning is provided to the right of the slider

7. Add an explanatory note if desired

8. The Supervisor Survey will automatically submit once all of the program skills 
have been scored.

To complete a Supervisor survey:

*Surveys that are not completed will remain available through the Employee’s 
account with an “in progress” note. Simply click the survey link to resume scoring 
the Employee.
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Viewing Employee Self-Survey Scores

• Select “Employees” from the sidebar menu

• Select an Employee from the master list or search for an Employee by name, 

Case Manager, or program

• Click on the Employee’s name to expand the section

• Click the “Self-Survey Score” button to view scores by survey timepoints

• Click “View Questionnaire Responses” to see the Employee’s selections from the 

Self-Survey

To see an Employee’s Self-Survey Score:
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View Supervisor scoring trends 

1. Select “Employees” from the sidebar menu

2. Scroll to the bottom of the Employee List

3. Click the “Control Panel For Monitoring Supervisor Score trends” link

4. Click the “Change Columns” button to select desired data points such as 
timepoints, Employee names, or skill scores

5. View results automatically in the Scoring Trend table

To see a Supervisor’s scoring trends:
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Editing Supervisor Surveys  

1. Select “Employees” from the sidebar menu

2. Scroll to the bottom of the Employee List

3. Click the “Control Panel For Monitoring Supervisor Score trends” link

4. Click the “Change Columns” button and select the Supervisor and Employee 
columns

5. Click the pencil icon next to the Employee’s name

6. Update skills scores as desired

7. Click the “Save” button to complete your changes

To edit a completed Supervisor Survey:
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Accessing the consensus table

From the ReSET Dashboard

1. Navigate to the dashboard section labeled “Finalization Required”

2. Click the Employee’s name to access their consensus table

Once the Employee and their Supervisory Team has completed their 
surveys, the Site Manager will need to access the consensus table by 
using one of the following methods:

PAGE 38



www. workforcereset.ca

Accessing the consensus table

From the Employee List

1. Select “Employees” from the sidebar menu

2. Select an Employee from the master list or search for an Employee by name, Case 
Manager, or program

3. Click on the Employee’s name to expand the section

4. Click the “Consensus Score” button to access their consensus table

*While all Case Managers can see consensus tables, only the Employee’s assigned 

Case Manager can enter the consensus scores and finalize the consensus table.
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Completing an Employee’s Consensus Table
To complete an Employee’s consensus table:

*If the finalize button is not shown, there will be a note explaining why and the 

action required.

1. Access the Employee’s consensus table under the “Finalization Required” 
list on the dashboard or under “Consensus Score” within the Employee list

2. Review the Supervisor scores and determine what consensus score is in the 
best interest of the Employee for each skill.

3. Click the “Finalize” button to complete the consensus table.*

4. Once the consensus table is finalized, the radar plot will appear. 
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Viewing an Employee’s Radar Plot
The Radar Plot is the key ReSET output. It provides a simple, colour-coded way to 

contrast the Employee’s Self-Survey, Supervisor Survey, and the Consensus Survey. 

There are two ways to view an employee’s Radar Plot:

From the Consensus Table

1. Complete the consensus table

2. Once the consensus table is finalized, the radar plot will automatically 
appear below the table. 
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Viewing an Employee’s Radar Plot
The Radar Plot is the key ReSET output. It provides a simple, colour-coded way to 
contrast the Employee’s Self-Survey, Supervisor Survey, and the Consensus Survey. 
There are two ways to view an employee’s Radar Plot:

From the Employee List

1. Select “Employees” from the sidebar menu

2. Select an Employee from the master list or search for an Employee by 
name, Case Manager, or program

3. Click on the Employee’s name to expand the section

4. Click the “View and Print Plots” button to access the radar plot

5. Select the time point of interest to view the plot for that time point.
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Viewing an Employee’s Distance Travelled Plot
The ReSET also provides a Distance Travelled Plot in order to see Employee movement 
over time. To view the Distance Travelled Plot:

1. Select “Employees” from the sidebar menu

2. Select an Employee from the master list or search for an Employee by 
name, Case Manager, or program

3. Click on the Employee’s name to expand the section

4. Click the “View and Print Plots” button to access the radar plot

5. Select the time point of interest to view the plot for that time point.

6. Select the skill of interest, or average to see a simple averaging of all 
program scores.

*Forcing ReSET to complete Supervisor or self - surveys with no entries will result in gaps 

in the DistanceTravelled plot.
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Interpreting Plots
The radar plot is best interpreted by the Case Manager from the Consensus Table where 
numerical scores can be viewed. When interpreting ReSET’s plots, please consider the 
following setting:

1. Desirable scores are colour-coded in green

2. Adequate scores are colour-coded in yellow

3. Undesirable scores are colour-coded in red

4. Variances in the Radar Plot lines signify larger differences between 
Supervisor and self-scores and can reveal self-awareness issues

5. Compare similar soft skills in the plots to assess if there are patterns in 
the Employee’s behavior
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Viewing program performance
To view your program’s performance:

1.Select “Performance Measures” from the sidebar menu

2.Select the Program name. This identifies which Employees will be pulled in 
the report for analysis.

3.Select the skills desired.

4.Select the start and end dates. This limits the data for the Employees 
selected to a particular window in time.

5.Decide whether to include archived Employees.

6.The last two selections limit the Employees included to those with 
sufficient time points to create a statistically meaningful report. Analysis will 
be less accurate if you allow Employees with few timepoints 

7.Click the “Submit” button to run the report

8.Click “Download Raw Survey Data” to download a .CSV file with the reports 
data points
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Troubleshooting 
Microsoft Edge closing screen

ReSET is accessible from any internet-enabled device that is connected to the 
web and is running an up-to-date browser. Some users may experience 
difficulties with ReSET if they are using Microsoft browsers. If your screen 
closes unexpectedly, please ensure you are regularly clearing your cache.
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System Lags

The ReSET server can handle many Employees accessing the site at a time, but 
some local network setups cannot. If you have a larger group of Employees 
trying to access the site at the same time, some may have difficulty. It is 
recommended that you test your internet capacity beforehand by having 
Employees access the website together, at the same time. If that works and 
you still have difficulty getting all Employees onto ReSET, it may indicate a 
server problem so please contact us for support.  While waiting for help, 
please divide your Employees into smaller groups.

Saving ReSET Accounts

New accounts need to have unique usernames and full names. If you try to 
use a name that is already in the system, a popup will advise you. The problem 
could be either username or full name so try changing both.

Creating A New Timepoint

ReSET does not allow you to create a new timepoint until the current one is 
done. First, check Manage Timepoints to see if you have an open survey in 
place. If you do, it needs to be completed. The dashboard will indicate what 
action is needed (complete self-survey, finalize Supervisor survey, debrief).


