v InspectionReady"

License Site - New

Step | Action
1. Navi he Licen i . Select New. : oc0
avigate to the License Site tab. Select Ne m InspectionReady”
7
| View By License Site [~]
2. Enter name of new License Site. Select Save Changes New License Site
License Site*
South Campus|
3. New License Site — South Campus has now been created. The color ™ InspectionReady- = =
bars will now lead you to complete the set up. =3
We will first begin with the Name color bar. [ kot Siasmm ]
Select the Name color bar to expand. s P B et
3 East Campus mmmt M Can Ll
J MainLat
: r":;'"f;‘:'—::”i Q Thurie e e Tiaers st o thisLiceers Sifs [uree] Toamm Puider
) South Campus
e mmmm”;:mmmm Lehow] Brimary Team
@ A Schedule a3 not been set [hew] Primary Sehedute
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4, The name of the color bar is shown.

Fegdback Help

License Site* Location Assignment Document Folder Assignee Folder

The location is the primary physical location for the license you are | « souncampus South Ca
tracking. The software inputs a “default” location, using the first
location in your license.

South Campus South Campus

Review Tab Display

Dependent Locations

We are now going to create a new location called South Campus - [Location Within site Id tew|
since that is the primary physical location for this new license. ) ) )
5. In the upper right corner, use the pull down menu to select Setup. o e

U InspectionReady

6. Here we will Setup the new license site. Barbara Dodd \
Select Setup.

7. Select the Location tab.
Setup -
Select New Location color bar. M\
| View By Location Id (]
[ 3rd Shi New Location [show] Location
o -
j :Tt: cel e No iocation seiected [show] Worker
[) Blood Bank
[ chemis ion show] License Site
dgzbasw el\lolocaboselec.@d [show] Licel Sity
j E;;Té::]npus e Mo location sefected [show] Schedules
[ Hematology

3 Henatiti
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8. The Location ID is South Campus. We won’t change the Within,
since this location is the primary location and not located within \
. . . . e New Location [hide] Location
another. The Organization name will remain the same.
Feedback Help
Select Save. Location Id* Name Within
South Campus Nome change
Organization Delivery City, State
StaffReady -:han-;e
9. You will now see the new South Campus location listed on the left ) North Campus
of the page, and highlighted. ] Phlebatomy
[) send Outs
L] South Campus
L) SPE
[} statBench
0 Tigris
b M
10. | Now return to the InspectionReady window and select the License i InspectionReady
Site tab and the Name color bar. b
& o —
11. | The default name for the Location (in this case it’s 3" Shift) is the first location from your list.
12. | Select the Change link under the name Location
Location
3rd Shift change .
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13. | Scroll until you see the location you are working on. In our T——
example, it is South Campus. Select the Select.

[ Main Lab [ Phiebotomy | Select

[ sendouts Select

O south Campus | Select

[ sPE Select \

[ statBench Select

O Tigris Select T
0 Toxicology Select A
0 Urinalysis Select 1
[ variant Select E=r

W .
4 b 4 L

Click a'Select linkto choose a Location

14. | Select Save.

Location
South Campus change

15. | Assignment: InspectionReady creates this default Assignment

folder for you. It is used for data storage within the License Site. Assignment

South Campus

16. | Document Folder: This folder is created by InspectionReady to
allow it to create Inspection list documents.

Document Folder
South Campus

17. | Assignee Folder: This folder is built in InspectionReady to handle
task assignment Assignee Folder
South Campus
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18.

Review Tab Display: As list tasks are assigned, employees can view
them on the Review tab. This value will show in the Subject
column on the Review tab. We will name this South Campus.

Review Tab Display

19.

Select Save.

Review %Disma{.I

South Campus

20.

Dependent Locations: A license may have multiple physical
locations. Add Dependent Locations if you have more locations
than the Location listed above under the same license. To do so,
Select New.

Dependent Locations

Newl

N

| Location Within Site Id

21.

Here you would select the location. You would already have
created it using the Setup menu as described in Step 5 above.

In this example, we will not be creating a new location.

Choose a Location

Location Browser

] Locations 1 Location
[ 2rd shift Select
0 Allergy Select
0 Ana Select
0 Auto Cell Select
() BloodBank | Select
[ chemistry Select
) cobas Seledt
) core Lab Select
0 East Campus |3Select
4 3 ) JL
Click a“"Select link to choose a Location
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