v InspectionReady

License Site — List Builder

Step | Action

1. Navigate to the License Site Tab. ¥ InspectionReady" /
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Select the List Builder color bar. T a—
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2. This color bar is used to create lists for a License Site and to view all ” =
the lists associated with the License Site selected.

In this example, Core Lab is the License Site selected. et
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3. The Filter allows you to filter the Lists in the table by a specific type
or by Show All List Types. Filter

| Show All List Types :|

Show All List Types
Checklist

Inspection
Policy
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4. To see all the Inspections, select Inspection by using the drop-down
menu.

Qt.nm

[hide] List Bullder
Feedback Helg
Filter
Inspection :l \.
Listid List Type Dapartment Status.
A1 Common CL Al Common CL nspection Atiive ([O3I15013)
Boanaiylics Bioanatytics. Inspection Medicil Cenler Active (01002}
Branalylics. Boanayies mspection Medical Cerer

Core Lan Checkast

A% Checkist

Cytapath CL Ih Wspeclion
Gen Lab CL Gen Lab CL Inspection Active ([0M3172012)
Mem and Coag CL Hem and Coag CL Inspection Aclive (0131/2012)
OOy unoicey CL inspection
Microbiciogy CL Microbioiagy CL nspeciion Artive (0331/2012)
Team Leader CL Team Leader CL |“5M|IL"‘ Active (0331720 ‘2_|
5. You may also Edit or View any of the lists by clicking on the Edit or @ s
View links. Fosdnack © | alp
F;h";vm List Types =
You may create a new list, a checklist, an inspection, or a policy. e Lstrane Wpe  osparment
NI Common CL Inspet ticen
EOEHZI}’"ZS Iﬂsm(l-m Medical Cender
Select NeW. Bloanahics Bioanaiyiics. Inspection  Medical Center
Core Lab Checkist Core Lab Checkiist Inspection

Cytopain CL

ab L.

Hem ani Goag 1

HR Corrective Action Polky

13 Coerective Action Polcy

General Lab

HR Peiiey

HR Poley

IR Quick Reference License Site — List Builder




6. In the Build a New List window, create a new Checklist called Hiring
Procedures.

Type in the name in the List Id or Number field.
Select the Type of list from the drop-down menu.

Select Save Changes.

v InspectionReady

Build A New List

List Id Or Number*
Enter each list id on a separate line

Hiring Procedures X,
Type*
Checklist -

License Site \
Core Lab

w
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InspectionReady

The new checklist is in the list.

Feedback = | Help 7
Select Edit for the checklist Hiring Procedures. Fitter -

[ Show Al List Types [+

List Id List Hame Type Department  Status Hew
All Common CL All Common CL Inspection Active (033172012) View Ea|
Bioananytcs Bioanahtics Inspection  Medical Center  Active (09/10/2012) View Requirements  Edr
Binanantics. Bioanaytics. inspection  Medical Center  Active (0914/2012) View Requirements  Edit
Core Lab Checklist Core Lab Checklist Inspection Dilank (0%10/2012) L. uir H} Lﬂ[l
Cytopath CL Cytopath CL Inspesction Active (0331/2012) View Bequirements  Edil I
Gen Lab.CL Gen Lab.CL Inspection Active (033172012) View Requirements _E_ggl
Hem and Coag CL Hem and Coag CL Inspection Active (0331/2012) View Requirements  Edit
Hiring Procedures Hiring Procedures Checlist Blank (0N18/2012) View Tagk Status £t
HR Correclive Aclion Policy  HR Correclive Action Policy Policy General Lab Revision 12) View Version History  Edil
HR Policy HR Policy Palicy Active (D8121/2012) View Version History — Edit
Immunciogy, CL Immunciogy,CL Ingpection Active (0331/2012) View Requirements  Ed |
Microbioiogy CL Microbioiogy CL Inspection Active (0331/2012) View Requirements  Edit
Records Retention Recoras Retenbon Checkist  Medical Center  Active (0917/2012) View Task Status  Edit
Sample Submission Polcy.  Sample Submission Policyel  Policy Medical Cenler  Revision (00/12/2012) View Veersion History  Egh|
Team Leader CL Team Leader CL Inspecbon Aclive (033172012) View Requirements MI

See Quick Reference Checklist-Name to begin setting up the new
checklist.

You are able to go back to the list of Lists by selecting Back to List
or the License Site Tab.

Select License Site Tab.
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9. Now we will create an Inspection List. @ s i) List Braiider
Ensdback Help
Select New. Fiter
Show All List Types | =
Listid List Name Type Department  Status
Al Commaon, CL Al Common. CL Inspeclion Active (033172012)
Bioanalytics Bioanaylics Inspection  Medical Center  Active (09/10/2012)
Bioanalytics Binanantics Inspection  Medical Cemer  Active (081 4/2012)
Core Lab Checkist Core Lab Checklist Inspection Blank (0910/2012)
Cylopath. CL Cytopatn CL Inspection
Gen Lab CL Gen Lab CL Inspection Active (03/31/2012)
General Laboratory General Laboratory Inspection Biank (09(18/2012)
Hem and Coag CL Hem and Coag CL Inspection Active (D3/31/2012)
Hifing Frocedures. Hiring Frocedures Checklist Blank (0918/2012)
HR Comective Action Policy  HR Cosmective Action Policy  Policy Generallab  Revision (00/22/204
HR Policy HR Policy Policy Active (08/21/2012)
mTNCiogy. CL Immunostgy. CL INSpeClion ACtve (D31
Microbeoiogy Gl Microbioiogy L Inspection Active (03/312012)
Records Retention Recoras Retention Checklist  Medical Center  Active (09/17/2012)

10. In the Build a New List windown, type in the name of the inspection
and then select the Type of Inspection from the drop-down menu.

Select Save Changes.

Build A New List

List Id Or Number*
Enter each list id on a separate line

General Laboratory

Type*

Inspection |- |

License Site
Core Lab
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11. | Select Edit for General Laboratory.
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12. | See Quick Reference Inspection - Name to begin setting up the new E - T o

inspection.

Select License Site Tab.
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13. | Now we will create a new policy. @ e [nids] List Bullder
Feedback Help
Select New. Fiter
Show All List Ty‘peswl
List id Type Daparment
AN Common CL Inspection

Bloanalytics Inspection  Medical Center

Bioanalytics Medical Cenfer  Active (08143012)

Core Lab Checkiist Inspection Blank {089/10/2012)

Inspection
Gen Lab CL Gen Lab CL Inspection
General ratory General Laboratory Inspection
Hem and Coag CL Hem and Coag CL Inspection Actve (033
Hinng Brocedires Hiring Procedunes e kst
HR Comective Action Policy  HR Corrective Action Policy Poilicy General Lab
HR Policy HR Policy Policy

Immuniogqy. CL Immunciogy, CL Inspchion

14. In the Build a List window, type in the name of the new policy in Build A New List
the List Id or Number field, and select the Type of policy from the

List Id Or Number*
drop-down menu.

Enter each list id on a separate line

Overtime Policy )

Select Save Changes.

Type*
Policy
Pty ]

License Site
Core Lab

)
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15.

Select Edit for the Overtime Policy.

16.

See Quick Reference Policy - Name to begin setting up the new
policy.

o InspectionReady”

Listid List Nama ‘Type  Department  Status New
All Common CL Al Comemon. CL Inspection Aclive (0331/2012) Vi Requinements El
ty Bioanalytcs Inspecbon  Medical Cenler  Active (091072012} Miew Requeements  Edt]|
Bioanalytics. Bioananytics. Inspection  Medical Cemter  Active (D9V14/2012) Vi ear |
Core Lab Checkist Coré Lab Chechast Inspecton Blank (09110/2012) View Requiements  Ea|
Cytopath GL Cytopatn CL Inspecton Active (03/3172012) View Requirements  Eai] |
Gen Lab oL GenLabCL Inspection Active (031/2012) View Requiements Ea |
(General Laboratory General Laboratory Inspection Blank (0182012 View Requiements  Eait] |
Hem and Coag CL Hem and Coag CL Inspection Active (D31/2012) Miew Requeements  Eat}
Hiring Procedures: Hiring Procedures. Checklist Blank (09/18/2012) Wiew Task Stalus ml
HR Corrective Action Poity  HR Corrective Action Poicy  Palicy GeneraiLab  Revision (08/22/2012) Vi Viersion History ml
HR Poiicy HR Poiicy Poiicy Active [D8212012) Miew iersion Mistory &I |
|immunciogy GL Immunology.CL Inspection Active (033172012} View Requirements gﬂl
Mk roDuoiogy CL Microbiciogy. CL Inspection Active (03531/2012) View Edt
| Oventime Padicy Overime Poly Policy Blank (09/1842012) Miew Version History  Ealt
Becorgs Becords Lhec kst Medical Center  Ariie (001
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