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Checklist - Messages

Step | Action

1. Navigate to the List Tab.

a 00:00 00:59
A InspectionReady"
Select the License Site you want to work in, and in this example, L
Core Lab is the License Site. oo By Lvers St o oo 1 \
List By License Site
L) central Campus Listld List Hame Type Department New
B P H Jcom!'“ Search List Ie Search List Name Search Type Search Department
Select Edit for the Records Requisition Checklist. Q) ex Carpes — = s
—_— Main Lab All Common CL. All Common CL. Inspection
j q‘:;:’;:"l":;: Bioanalytics Bioanalytics Inspection Medical Center
Inspecton Medical Cenfer
Core Lab Checkiist Core Lab Checklist Inspection
Cylopath.CL Cylopath.CL Inspection
Gen Lab CL Gen Lab CL Inspection
Hem and Coag CL. Hem and Coag CL. Inspection
HR Corrective Action Policy HR Corrective Action Policy  Policy General Lab
HR Policy HR Policy Policy
Immunology CL immunology CL. Inspection
Microbéology. CL Microbiology.CL Inspection
Records Requisition Records Requisition Checklist Medical Center
Sampie Submission Policy  Sample Submission Policy ¢l Policy Medical Center
Team Leader.CL Team Leader.CL Inspection
Urinalysis CL Urinalysis CL Inspection

2. Select the Messages color bar to expand. o InspectionReady"

View By List -] Current Status: Blank
o Narme Records: Requisition [show] Name

[ At Gommon L.

[ Bioanalytics Contents [show] Contents

[ core Lab Checkist

0 cytopatn.cL 0 Security [show] Security

[ GenLabcL

[) Hem and Coag CL.

1) HR Correciive Action Policy 0 Messages [show] Messages

) HR Policy

) iImmunology.GL

[ wicrabiology.CL

[ Records: Requisition
[ Team LeadercL

1) Urinalysis CL

3. First select when the Team should receive an email message from Ermal essages

the following options: S — o ©or > e
— The taskiis first sent e waring cate i eached Team @ or Tum0r | <
— The warning date is reached e = e =
— The due date is reached.

For this example, select the Turn On All link to have the Team

receive an email for all three.
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You may also select only one or two of the notifications, or none at

Email Messages

all, by selecting the Turn Off/On link for the individual employee. Srm— o o -
The waming date is reached Team @ on Tun Off|
The due date is reached Team @ on Turn Off

Select Save.

You may want someone (manager, administrator, etc.) to receive S ST P .
The document is completed Clickto set Off Turn On

an email once the Revision process has been complete. Select Click
to set.

In the Choose a Workflow window, select who should be notified
when the ltems have been completed.

Notice that the Core Lab workflow folder is selected on the left and
the individual to be selected is the Operations Manager, Cathy
Murphy.

Choose Select next to Operations Manager.

Choose a Workflow

Workflow Browser

-3 Workflows
=433 Core Lab
=} =1 Bioanalytics

[Z] East Satel

(21 Main Lab

o Morth Campus
Authors

(21 South Campus

20 Workflows

P

(2] Bioanalytics

b

-

-

m

Workflow Description
(20 Bioanalytics Nadine Juarez Select
[ Bioanalytics Admin Terri Sullivan Select
[ cHm.10500 Select
D cHum.10800 Select
O cHum11900 Select
O Operations Manager Cathy Murphy Select
0 Policy Manager Barbara Dodd Select
[ Records Team Tracy Bell Select

v Sample Sub Policy
b

Select a Workflow to view its children. Click the "Select link to choose a Workflow.

The email notification has been turned to On.

Send message when...

The documentis completed

Send To

Operations Manager

Status

Qon

Turn off
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