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Checklist - Overview

Step | Action

1. Navigate to the List Tab.

Select the Site you want to work in, and in this example, we will be
working in Core Lab License Site.

In this example, we will be creating a new Checklist.

Select New
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2. In the Build a New List window, type the List ID or Number for the
new Checklist.

Select Checklist as the Type in the drop-down menu.
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Build A New List

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

Type*
[Choose One -

License Site
Core Lab
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3. Select Save Changes.

Build A New List

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

Records Retention.

Type'
Checklist |~

License Site ¥
Core Lab

o

4, Select Edit for the Records Retention Checklist.

Feedback =  Help 7
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5. Select the Name color bar.
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6. The Name color bar shows you the Checklist ID or Number, the
Checklist Name, and Type of List.

If you would like to add a Department, select Change link.
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7. In the Choose a Department window, choose Select. Choose a Department
Department Browser
= =] Departments “| Department
Medical Center i
[ (2 Medical Center | Select \
8. The Review Tab Display: As list tasks are assigned, employees may Feedback | Help
view them on the Review Tab. This value will show in the Subject Checkiist1d O Number* Checklist Name Type Department
. Records Requisition Records Requisition Checklist Wedical Center change
column on the Review Tab. o ’
eview Tab Display First Due Date Repeat On
Core Lab / ] © Less than weekly [ Choose One [~
© Wenthly or other
First Due Date: This field is the date that the checklist tasks should Locsion ooney

start rolling out. At the Calendar picker, select the date you want
to use. We have selected September 23, 2012.
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9. The Repeat On field determines when the tasks for the checklist Repeat On
roll-out. Changing the radio button filters the list of patterns in the @ Less man weekly [Choose One[=]
drop-down. —
10. | You have the option of selecting Less than weekly or Monthly or Repeat On
other. © Less than weekly
'.'ﬁ‘.' i { | i
For our example, we will Select Less than weekly and choose Repeat On & Montnly or other
Sunday. | Choose One :

@ | ess than week

) Monthly or other First

| Daily ~ | Fifteenth
Choose One | Sixteenth
M-F Month End
Monday Bimonthly
Tuesday Weekly

| Wednesday | Two weeks
Thursday Three weeks
Friday Four weeks

[ Saturday Five weeks
Sunday Six weeks

/ MW Seven weeks
M. W, F Eight weeks
M. Th Mine weeks
M.F Ten weeks
T.Th Eleven weeks
T F Twelve weeks
Every other Monday

Every third Monday
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This is typically the primary location of the License Site.

The Location field is the location that the checklist is associated to.
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12. | Select Save.
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= Successful Update

cu

Feedback - | Heip 7

Checklist |d Or Humber* * Checklist Name *

Type® Department
Records Requisition Records Requisition Checklist Medical Center change
Review Tab Display 7 First Due Date * RepeatOn”
Core Lab 09/23/2012 | @ Less than weekly
@ Monthly or other
Location Agency?®
Core Lab [not sef]
13. | Select the Contents color bar to expand.

14. Select New to add a Checklist.
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Title Description Question Format
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15. | The Question Format field sets the type of control to be used to Question Format*
complete the checklist items listed below. | Choose One -
For our example, we will select Date. / Date
Small Comment
Large Comment
" Signature
Custom Document
Inspection Requirement
16. | The Team is a workflow of employees that are used to complete Team®
tasks. They are created in the License Site Tab. Core Lab  change
To change the team, select Change.
17. | We have chosen the Records Team.

Choose Select.

it rtacie]
[
it dvaasie]
et sadatie]
it stache]
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18. In the Create Checklist Items window, we will enter the items for Create ChecKlist ltems
the Checklist. Question Format*
Date El Date - Displays a date picker
Provide a Title and a Description for the first item. If you have an ;eei::d? o e
existing document, you may cut and paste. You may move from Checkist teme
field to field by using the Tab key. You may enter as many items as o =
you wish, by clicking on the Add Row or using the Tab key.
Select Save Changes.
Add Row
19. If you’d like to change the Question Format, select Change. @ coes o
[moe Descripon Guestion Tormal Team [
20. Select the format you‘would like to cha‘nge to, and then select Change Question Format
Save Changes. For this example, we will keep Date.
Question Format*
Date |E|
IR Quick Reference Checklist - Overview 7
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21.

If you would like to change the Team, select Change.

o (1] Contents.
Question Formal Team M
22. In the Choose a Team window, select the Team you would like to
use from the drop-down menu. = N 2 S
|msananacs A ipamng ict Avtatie]
For this example, we will keep the Records Team. s B e I
I St R S
Racords Team Tracy Ball s Lipdatng [hst Avmlasie)
23. 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.
e Guention Tormat Teom Hew
Select Edit for the Retention item. |
|_\I-frr i Finc ;) 1
24, In the Edit Checklist Item window, now you are able to alter any of | | Faitcrexisttem

the text as well as the Question Format. Select Save Changes.

For this example, we have no changes.

Question Format*

Poe
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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25. | Select the Security color bar to expand. ™ InspectionReady-
List
Records: Requisiion [ahrw] N
10 Contents
Iehow] Security
120w Messages.
26. This color bar is used to add privileges for users to see the list. @ s T e
Users may be added by clicking New and searching for an Foodback © | Help
employee. Users may be removed by clicking the Remove link.
Some users are added automatically by ScheduleReady such as List Administrator Email Department
. . . . Barbara Dodd support@maplewoodsoftware com Labaratory
when employees are assigned to the Revision and Review color Py— e — o
bar‘s Of a Policy. Chandra Bryant chryant@stafiready.com Chemistry
guest [not sef] General Lab
Madine Juarez [not set] Phlebotomy
You may also remove all of the users at once by clicking Remove TizcuBel teli@stafreaty.com General Lab
All. All users except yourself will be removed.
In this example, Tracy Bell and Barbara Dodd will be the users to
see this list. We will select Remove for all the other employees.
27. | Select Save.

Barbara and Tracy may see the list.

You can make changes at any time.

v InspectionReady

© 1o
om
@ s

Reconds: Requeibon

Curmant Status. BLank

[ Contomts.

() Sty

List Adminisdrator

Denartment

Blirwy

IR Quick Reference Checklist - Overview




v InspectionReady"

28. Select the Messages color bar to expand. ! InspectionReady”
[T
Evank
Records Requisition fnnow] Hnme
(2] Contents
[ Seourity
[ahw] Measages
29. First we want to select when the Team should receive an email e
message: when the task is first sent, when the warning date is — — e > 4 S—
reached, and when the due date is reached. In this example, we & or I
want to have them receive an email for all three. To accomplish et
this, select Turn On All.
30. You may also select only one or two of the notifications, or none at
all, by selecting Turn Off/On for the individual employee. . .
Team @ Tymof
& on
31. Select Save.
-
32. You may want someone (manager, administrator, etc) to receive an | [ ] “0 TomnOn

email once the Revision process has been complete. Select Click to
set.
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33. In the Choose a Workflow window, select who should be notified [ Choose a Workflow
when the Items have been completed.
. . Workflow Bro
Notice that the Core Lab workflow folder is selected on the left and
. . B~ Workdfl 0 Workflow Description Inl
who we want to select is the Operations Manager, Cathy Murphy. & 23 Com Lab
B . [ Bioanalytics Madine Juarez Select
= =3 Bioanalytics
. (] Bioanalytics ) Bioanalytics Admi Terri Sulli Select
Choose Select next to Operations Manager. £ East Satel ioanalyics Admin | Term Sullven -
] Main Lab ) cHM. 10500 select|
g North Campus [ cHW.10600 Seledt] |
Authors
1 South Campus I:‘l CHM. 11900 Select
[ Workflows
D Operations Manager Cathy Murphy Select ﬁ
0 Policy Manager Barbara Dodd Select
[ Records Team Tracy Bell Select
T |~ Sample Sub Policy _ . U
4 3 4 3
Select a Workflow to view its children. Click the "Select link to choose a Workflow.
34. | The email notification has been turned On. o e —
35. Select Save.
36. It is now time to Publish this Checklist, which will send the tasks to o InspectionReady e v
the Employees. ==
. - Ssccesstul Updato it Stanas Blank
Select Publish.
& same Pitcords: Recuisiben [0 Hame
ety @ cownn 110 Contents
_) Core Lab Gheckast
0 Sacurty [Phiw] Sesurity
0 s |25 Messagus.
__:I:mrul o q,lr_:u
] ITu'nll-wlr.'!l
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37. | Select Back to List. W InspectionReady o [T o
[ =]
N
(] Secumity
38. Select View Task Status for Records Requisition Checklist. o) [T =
[ o]
:Slf““ Tu::": - 5;"; A
39. | The View Task Status Panel allows you to view the status of the | @ InspectionReady o s
Checklist. You may drill in to view the report by years, months, or } e |
weeks by selecting the dates at the top of the report. Selecting the
. . . . EE“E!"'_‘_:"_"'E"“'* .] [ & -
icons within the report allow you to view the status of the report. s
Select the Green icon for Retention. e —— N
lesd Heports.
| Rstenson ]
12
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40.

The status of this task is Ready. By clicking on the task link (Ready
(9/26/2012), you will see the details of the task. The Assignee will
also see this information (Quick Reference Checklist — Employee
Tasks).

| InspectionReady"
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Task Details

How long do | have to complete this task?

This task is due on 10/23/2012. You have 26 day(s) left until this task is due.

Why is this task's status Ready ?

The status of this task is Ready because the task has not past the warning date 09/26/2012. This task is

due on 10/23/2012.

Who assigned me this task?

This task was assigned to you by Barbara Dodd and started on 09/23/2012.

Why did | get this task?

Employees who are members of Core Lab Inspection got this task.
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