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Job Aid - 4b: Print a Competency Profile for any Course
• Click the Course Manager button on the left hand navigation menu;
• click the Competency Profiles button. The screen will display a list of all the current 

groups in Merlin (Figure 1). You can access any current competency profile stored in 
Merlin. Note, Merlin is divided into Groups by according to  program areas. You are 
a member of at least one group.

  Figure 1 - Competency profile main list

  

• under the action column, click the the Profile button for the group containing your 
course competency profile. If you are unsure what group contains your course, click 
the View button under the Course column beside a group name to list the courses for 
that group;

• the Preview Competency Profile screen will open in a new browser window with a 
time clock spinning, indicating to you the screen is opening;

• click the View Tabular Version button at the top of the competency profile preview 
screen as shown in Figure 2;
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 Figure 2 - View tabular version of competency profiles for a group.

• the screen will change and show competency profiles for this group in table format 
that will look like Figure 3;
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 Figure 3 - Example of a Merlin competency profile in table format.

• use your mouse to select only the course profile you want starting at the course code 
and finishing at the the end of Olds College;

• pick File from the browser menu bar (top left on the browser window);
• pick Page Setup, select Landscape;
• pick Print from the menu. The print dialog will pop up;
• on the print dialog, click the button beside Selection as shown in Figure 4;
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  Figure 4 - Print dialog.

• click the Print button.
 If you do not click the Selection button, every competency profile within that group 

will print.

To download a profile and print from Word: 
• click the Download the Profile beside under the course title on the course profile 

screen;
• the download screen appears, click Open;
• the profile will open in Word;
• click File;
• click Print Preview. You can format the table in this area. (eg. Margins, Split Table)


