InspectionReady“

Checklist - Contents

Step | Action
1. NaVIgate tO the LiSt Tab ﬁ |n5pect‘]0nﬁeady . -
[ |
Select the License Site you want to work in and in this example, P — \
Core Lab is the example License Site. ) cimo T o > o
Select Edit on the far right of the screen for the Checklist to be Ee e S
worked on. In this example, the Checklist is Records Requisition.
2. Select and expand the Contents color bar. ™ InspectionReady- " -
[ |
[vewtyim ] + Successtul Upante R——
(o] Security
[shiw| Eessages
3. Select New to add a Checklist. €D ochocisttems have besn adoea fhide] Contents
Feedback Help
|Tme Description Question Format Team Newl
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4. The Create Checklist Items screen appears. Question Format*

| Choose One -

The Question Format field sets the type of control to be used to

complete the checklist items listed. Date
/ Small Comment
For this example, Date is selected. Large Comment
" Signature

Custom Document
Inspection Requirement

5. The Team is a workflow of employees that are used to complete Team®
tasks. They are created in the License Site Tab/ Team Builder color Core Lab change

bar. /

To change the Team, select Change.

6. In this example, the Records Team has been selected.

Choose Select.
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7. The Create Checklist Items window appears and checklist Items will | | create cneckiistitems

be entered next. Question Format®
Date - Displays a date picker
Team*

Provide a Title and then a Description for the first item. Records Team  thange

Information from existing documents may be entered by copying Checkltems

d pasting it Tesnt ot
an .

The Tab key allows for navigation between fields.

Clicking on Add Row allows for entering as many items as needed.
The Tab key may also be utilized for this function.

Select Save Changes.

8. Back within the Contents color bar, if you would like to change the @ coners fide] Contants
Question Format, select the Change link.

| it Description Guestion Tarmal Team Yew

9. Select the format you would like to change to and then select Save

Change Question Format
Changes. For this example, we will keep Date.

Cuestion Format®

Date IEI
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10. If you would like to change the Team, select Change. @ coners fide] Contants
11. | Select the Team you would like to use from the Choose a Team 7
drop-down menu. Choose Select. = et ™ B
For this example, the Records Team has been selected. :‘“’: = :"“ :jj::j:; ”:
12. If you would like to change any of the contents in any of the items @ coes O
in this Checklist, select Edit by that item.
Select Edit for the Retention item.
13. | The Edit Checklist tem window is the location where the Title and EatChexist tem

Description may be altered as well as the Question Format. Select
Save Changes.

For this example, there are no changes.

Question Format*
ET—

Team*

Records Team  change
Title*

Retention

Description

' The medical test site must retain the requisition
records as described in Table 070-1
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