' InspectionReady

Inspection — Overview

Step | Action
1. Navigate to the License Site Tab. M InspectionReady” m I - o
i i o T s i
2. Select the License Site to which you want to add an Inspection List. In this example, we will add an Inspection List to the Core Lab site.
3. Click on the List Builder color bar to expand.
ﬂ
4. The Filter allows you to sort the Lists in the table by a specific type:

Checklist, Inspection, and Policy. You may show all Lists again by

—)

choosing Show All List Types.

Al Common CL All Comman CL inspacion Active (033172012 Ec
Bioanahtics Baanaltice InEpachion  Madical Canter 17} Edi|
Core Lib Checkliat Core Lab Chachllsh Inspecton Corelated (05/282012) Vigw Requirgments M|
Crtapam. CL Citepain €L inspecion Active 12 Ed¥
Gon Lap G, GenLabCL nspecion Adive (0321012 Wiow Requisments  Ed8|
Hem snd Coag CL Hem and Cosg.CL Inspaction Active (01312012) VigwRgquirsmants Ecf
HR Coracte Bt Paliey General Lab Revigion (DRZ2012) Miew Version Hislor Eod)
HR Policy HR Policy Policy Active (0BR212012) Migw Vetaion Hislory Eﬁl
ImmunatogyCL imemunghegy CL Inapecion Active (032012 3]
MUCTOBISROgY CL Mspocion il =
Records: Requisibon Records: Requisdion Checkisl  Medical Cenler  Acthve (08272012) Yigw Taah Slabes B
Samgie Pelicycl Palicy Meaical Center Active (08302012) Yigw Version Higtory £l
Toam Leader CL Team Leaded CL nspechon Active (OW31R012) N Brauirements I:ml
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5. When selecting Inspection as a Filter, only the Inspection Lists @ ricer (10 st B
appear.

—)
If you want to view only the Policy Lists that have been created,
select Policy as a Filter.

If you want to view only the Checklists that have been created,
select Checklist as a Filter.

And again, you may view all the Lists by selecting the Show All List

Types Filter.
6. We will now create a new Inspection List. We will review the links View and Edit later in this guide.
7. Select New. wa (100 List Bulldes

tovahack Hitp

Filter

Show All List Types |=
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8. In the Build a New List window, enter the ID or Number of the New
List. This field allows you to give the list a short 30-character name
or number. Itis displayed in the ID column when you first open the
List Tab. Each line you set in this text area will create a new list
allowing you to rapidly add lists.

In this example, we will only be adding one Inspection List.
At the Type drop-down menu, select Inspection.

InspectionReady tells you this list is for the Core Lab License Site.

Build A New List

List Id Or Number*
Enter each listid on a separate line

Type*
[Choose One~] g

License Site
Core Lab

y o

9. Select Save Changes.

Build A New List

List Id Or Number*
Enter each listid on a separate line

Bioanalytics

Type*
[nspection |~ |

License Site
Core Lab
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10.

You are now taken back to the List Builder color bar.
The new list created, Bioanalytics, is in the list.

ol_iﬂﬂlﬂda'

[nide] List Builder

Feedback Help
Filter
[Shaw Al Lt Types ]
List Id List Name Type Department Status New
All Common.CL All Common.CL Inspection Active (03/31/2012) View Report  Edit
Bioanalytics Bioanalytics Inspection Blank (08/23/2012) View Report Edit
Core Lab Checklist Core Lab Checklist Inspection Correlated (06/28/2012) View Report Edit
Cytopath.CL Cytopath.CL Inspection Active (03/31/2012) View Report Edit
Gen LabCL Gen Lab CL Inspection Active (03/31/2012) View Report  Edit
Hem and Coag.CL Hem and Coag.CL Inspection Active (03/31/2012) View Report Edit
HR Corrective Action Policy HR Corrective Action Policy Policy General Lab  Revision (08/22/2012) View Report Edit
HR Policy HR Palicy Policy Active (08/21/2012) View Report Edit
Immunology CL Immunology.CL Inspection Active (03/31/2012) View Report  Edit
Microbiology.CL Microbiology.CL Inspection Active (03/31/2012) View Report  Edit
Team LeaderCL Team Leader.CL Inspection Active (03/31/2012) View Report Edit
Urinalysis.CL Urinalysis.CL Inspection Active (03/31/2012) View Report Edit
11. | Select Edit for the Inspection List Bioanalytics. et
=it [Show Al Lst Types 7]
Listld List Name Type Department Status New
All Common.CL All Common.CL Inspection Active (03/31/2012) View Report  Edit
Bioanalytics Bioanalytics Inspection Blank (08/23/2012) View Report
Core Lab Checklist Core Lab Checklist Inspection Correlated (06/28/2012) View Report  Edit
Cytopath.CL Cytopath.CL Inspection Active (03/31/2012) View Report Edit
Gen Lab.CL Gen Lab.CL Inspection Active (03/31/2012) View Report Edit
Hem and Coag.CL Hem and Coag.CL Inspection Active (03/31/2012) View Report Edit
HR Corrertive Actinn Poliey  HE Corrective Sction Poliey  Bolicy Genarallah  Ravision (08122020191 low Renot Editf] |
12. Using the color bars, we will now build this List. InspectionReady" =
(e

o

[ Bisanaies [shio| Hame
L Al Commeon CL 3 _
1) oanaytics 0 Pt ifhiril {40 Primary Team

@ rriany schecin (41001 Primary Schedule

13 Wit Corective Action Palicy
[ HR Po
L imimumios
3 Microl
() Team Leagercl
(3 Urinatysis CL

29 40 rapmctin List o nc bean upioaced

em
em

[ Version
120w Becurity

5 Messages.
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13. | Select the Name color bar to expand. — @ rore I I
Here you will see the ID or Number and the Name of the List. R
The type Of LISt IS InspeCtlon' Inspection Id Or Number* Inspection Name Type Department
Bioanalytics Bioanalytics Inspection None change
Review Tab Display Assignment Document Folder
Core Lab Bioanalytics Bioanalytics
14. Department: This shows the department that the Inspection is Denartment
. . .. . ) epartmen
associated with. This is an option field for you to use. ) P I
. e Mone change
InspectionReady sets None as a default when a new List is created. ! —
To change the department, select the Change link.
15. | Select Medical Center department by choosing Select. Choose a Department
(See Quick Reference Department Set Up for instructions on how Department Browser
to set up a department.) 3 Departments Department
= .
- Medical Center (2 Medical Center | Select \
16. Select Save. d Push All Requirements To:
o Mame Bioanalytics [hide] Name
Feedback Help
Inspection Id Or Number® Inspection Name Type Department
Bioanalytics Bioanalytics Inspection Wedical Center change
Review Tab Display Assignment Document Folder
Core Lab Bioanalytics Bioanalytics
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17. Select the Primary Team color bar to expand. v InspectionReady- - .
We want to change the Team that will be the default team for the s
tasks for this Inspection List. e
[enuw] Meme
Select Change. ot
) Mes pagCL
18. Just a reminder, the teams are created in the License Site Tab/ Choose a Team
Team Builder color bar. The Quick Reference Inspection - Team Teams associated to Core Lan
. . . . . . Te Te Membs T Creats
Builder gives instructions on how to build or edit a team. - e e —
Search Team Search Team Member Search Type Search Creator
Bioanalytics MNadine Juarez Auto-Updating
To select the team for this Inspection, Select Bioanalytics. Bioanalics Admin Terri Sullvan Auto-Updating
Operations Manager Cathy Murphy Auto-Updating
Policy Manager Barbara Dodd Auto-Updating
19. You are now back to the Primary Team color bar and can see the 0 . — T —
information for this team. Feetback© | Help
Team Team Members Folder
Bioanalytics change Madine Juarez Core Lab
Time to Complete Warning Reminder
30 Day(s) 15 Day(s)
20. | Select the Primary Schedule color bar to expand. @ Fimay screaue \ 1) Primary Schedule
Feedback Help
InspectionReady sets a default schedule. To change the schedule, N .

select Change.

Schedule
Annual Prep Window

Schedule Timeline

chanie Annual time-frame that authors prepare for inspection.

InspectionReady Schedules

Schedule ltem

Initial Review

Annual Review

Start Date
12/29/12011

121292012
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21.

To select the schedule you would like to use, highlight the correct
License Site Folder. Next choose Select for the Schedule
Corelab.Annual.9.1.12.

Choose a Schedule

Schedule Browser

-

(=] Exam Schedules

Schedule

Description

Competency Exam
Schedules
InspectionReady
Schedules

- I Core Lab

(1 Wain Lab

(21 North Campus

(21 South Campus
(] System Folder

[

[ coreLab.Annual.a.1.12

-

everyyear |Select ‘

7| »

22.

This is the schedule for the Bioanalytics Inspection for Core Lab.
If you want to make changes on the schedule, please refer to the

0 Primary Schedule

[hide] Primary Schedule

23.

Eeedback Help
Quick Reference License Site - Primary Schedule. -
Schedule Description Folder
CorelabAnnual.9.1.12 change every year Core Lab
Schedule Timeline
Schedule item Start Date
Corelab Annual 8.1.12 09/01/2012
Corelab Annual 8.1.12 recur 09/01/2013
0000 . o050

Select Save.

T InspectionReady

1 cuopamct

L) GenLabCL
1 Her and Coag.CL
1 MR Comecive Action Policy
1 HR Palicy

(] =] =)

Schedube Timesne

[now] Nama
[3how Primary Teamn

{1 Primary Schedule

Foldar

Schedtile tem

Start Date

IR Quick Reference Inspection - Overview




v InspectionReady

24. | Click on the Version color bar to expand. ™ InspectionReady
|\'|er|.|5| vl
e Name Deaanalybes (st Name
) AnGomman CL o Pty o o) o,
Q Frimany Scheduse 1000 Primary Sehedule
::;‘;C:u:rr:‘::i:;nl"dm . e Version (4] Version
25. InspectionReady tells us that we have created the Bioanalytics Status History
Inspection List, but that it does not have any items. The status is S S : —
Hank (087232012 & Inspection List has been created, but does not have any items
Blank. =
26. Before you are able to load a new Inspection List, let’s address the | [ [} Textimport - saMcS20mmunclogy.csi =l )
format the file must be in. The file must be in a CAP format. To Import o ]
load the file into this system, it must have all the rows above the Character set 052, BT
titled row (Requirement (ID), Phase, Subject Header etc.) deleted. Language Default - English (USA) [=]
. . . . - Hel
The file must be saved as a CSV (comma delimited) file. The “tab” e 1=
and “comma” for Separated by should be selected. Sef‘f“:”d“‘t::‘
o () Fixed wi
L @ Separated by
i [#] Tab [¥] Comma [F] Other
[7] Semicolen [7] Space
[] Merge delimiters Text delimiter " |z|
Other options
7] Quoted field as text
["] Detect special numbers
Fields
Standard |Standard |Standard -
1 Requirement (ID) Phase Subject Header ‘E|
2 [IMM. 30000 2 Instrument Maintenance Ewvaluation i
T3 M. 30100 2 Mumeric QC Data
X [MM. 30120 2 Precizsion Statistics Action
75 [MM. 31300 2 Specimen Identity/Integrity
"6 [MM.31400 2 Specimen Rejection Criteria
IIMH.SZDDD 2 Reference Intervals Established =l
ot T ) - B i '

IR Quick Reference Inspection - Overview 8
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27. Now we will load the Bioanalytics Inspection List.

e An Inspection List has not been uploaded. [hide] Version

Feedback Help
Select Upload Inspection File. , ,
Show HIStﬂI’y Version Current Status NE_W
] 1 Blank Upload Inspection File Edit
Status History ﬁ
Status Status Descriptinn
Blank (Ug-‘T 4/201 2] The Inspectlnn List has been created, but does not have any items
28. In the Upload Inspection List window, select Browse and select the Upload an Inspection List
Inspection List you want to upload — Bioanalytics. Inspection
Bicanalytics
.. Versi
Select the number 2 at the drop-down menu for Limit the number e
of consecutive blank lines. Limiting blank lines reduces the number N &
. - . . . . Inspection File
of blank lines in your Inspection List. This condenses your list by
removing additional lines over the given number you specify. You . _ ,
. L. A Limit the number of consecutive blank lines
may leave this set to No limit to not condense the list. However,
we recommend condensing the list by using a limit of 2 or 3 blank [Nolimit 7] ey
lines.

29. | Select Upload Inspection.

Upload an Inspection List

Inspection
Bioanalytics

Version
1

Inspection File

C:\Users\lriesenberg\l:

Limit the number of consecutive blank lines

2 |-

IR Quick Reference Inspection - Overview
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30.

At this time, you can Preview the checklist by selecting Preview.

Inspection status can be set to Correlated.

Edit the Inspection to change the status [hide] Version

Feedback Help

Show Histery Version Current Status New

=

@ 1 Loaded Preview Edit

Status History

Status Status Description

Loaded (09/14/2012) The data for the Inspection List has been loaded into the database

Blank (09/14/2012) The Inspection List has been created, but does not have any items

31.

The Inspection Report shows all the requirements of the Checklist
as well as the status, which in this example is Loaded. This status
will change as we move forward.

The statuses are:

Blank : List created but does not have any items.

Loaded: List has been loaded to InspectionReady.
Correlated: Data for the List has been organized into the list.
Active: Inspection List is ready to use.

To leave this page, click X.

Inspection Report

| exm.

Fhase 2

| T chasmistry laboratary has a writen guality mansgemeatiqualty control (OMAGC) program

I
| CHM. 10800 Phase 2 Loaded

i There is o decumentad procedere describing metsods for patientciest identification, patianychent preparation, Specimen collsction and kabaling, Specimen praservation, sad
| conditions for iransporation, and storage before teting. consisbent with good laborstoey practice.

| em 10700 Phase 2 Loaded

| Thars is documentation of montly svaluation of instrument malntenasce and function, incisding temparatures of refrgGarAtorR/freazars in which reagests of pativnt Apecimens are
| et

32.

Select Edit.

Inspection status can be set to Correlated.

Edit the Inspection to change the status. [hide] Version

Feedback Help

Show Histery Version Current Status New

@ 1 Loaded Preview Edit

4

Status History

Status Status Description
Loaded (09/14/2012) The data for the Inspection List has been loaded into the database

Blank (09/14/2012) The Inspection List has been created, but does not have any items

IR Quick Reference Inspection - Overview
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33.

In the Edit the Inspection Version window, change the Status of the
Inspection List to Correlated by using the drop-down Change Status
To.

34.

Select Save Changes.

-l

—r

Edit the Inspection Version

Inspection List
Bioanalytics

Version
1

Current Status
Loaded

Change Status To

[Loaded  []- The datafortne inspection List has been loaded into the database

Edit the Inspection Version

Inspection List
Bioanalytics

Version
1

Current Status
Loaded

Change Status To

Correlated | » |- The data for the Inspection List has been organized into the Inspection List

35.

The Version color bar leads to the next step, to set the status to
Active by selecting Edit.

Inspection status can be set to Active.
Edit the Inspection to change the status.

[hide] Version

Feedback Help
Show History Version Current Status New
@ 1 Correlated Preview Edit

Status History

.4

Status
Correlated (09/14/2012)
Loaded (09/14/2012)

Blank (09/14/2012)

Status Description
The data for the Inspection List has been organized into the Inspection List
The data for the Inspection List has been loaded into the database

The Inspection List has been created. but does not have any items

IR Quick Reference Inspection - Overview
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36.

Change the status of the list by selecting Active in the drop-down
menu for Change Status To.

Edit the Inspection Viersion

Inspection List
Bioanalytics

Version
5

Current Status
Correlated

Change Status To

ﬂ Correlated ﬂ - The data for the Inspection List has been organized into the Inspection List

IR Quick Reference Inspection - Overview
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37. Select Save Changes.

Edit the Inspection Version

Inspection List
Bioanalytics

Version
1

Current Status
Correlated

Change Status To

ﬂ - The Inspection Listis ready to use

-

[hide] Version

38. The Inspection List is now active and ready to use. Q e
InspectionReady shows the Status History-the past statuses of the

Feedback Help
selected version. It shows when the status began and a description
Show History Version Current Status New
Of that Status @ 1 Active View Requirements it
Status History
See Quick Reference Inspection List — Updated Version for =T status Description
instructions to upload a new version of an existing Inspection List. Active (09/14/2012) The Inspection List is ready fo use
Correlated (09/14/2012) The data for the Inspection List has been organized into the Inspection List
Loaded (09/14/2012) The data for the Inspection List has been loaded into the database
Blank (09/14/2012) The Inspection List has been created, but does not have any items

IR Quick Reference Inspection - Overview 13
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39. | Wesstill need to push the Bioanalytics to Incomplete —so it can ¥ InspectionReady
then be Published. But before we do that, we will finish the color i
bars (Security and Messages) for this Inspection List.
View By List :
o Narme Binanaltis. [
0 it B (4] Primary Team
o Primary Schecie [rne] Primary Schedule
0 Version [uhen ] Version
G ! ] Susurity
0 Mnazagos I Messages
40. | Click on the Security color bar to expand. o, Primary Sehedule
[show! Version
a Q Security [show] Security
41. This color bar is used to add privileges for users to see the @ s o e
Inspection. Users can be added by clicking New and searching for et
eedback Help
an employee. Users can be removed by clicking the Remove link. oo Al
Some users are added automatically by StaffReady. T s T
e Remove All: You can also remove all of the users at once by | |eeezbos support@maplewoodsotware com Latgraton
. . f ” b Ben Chappell bchappell@staffready.com General Lab
CIICkIng Remove A” A” users except yoursel wi € Chandra Bryant cbryant@stafiready.com Chemistr
removed. aquest [not sef] General Lab
e List Administrator: The names of the administrators who Hadne dzre: froz o=l
Tracy Bell thell@stafiready.com General Lab

have access to view and edit the list.

e Email: The email of the list administrator.

e Department: The department of the list administrator.

e New: The button allows you to add new list administrators.

e Remove: The button removes a list administrator from the
list. This removes their ability to view and edit the
Inspection.

IR Quick Reference Inspection - Overview
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42. For this Inspection List, we will select Remove All — none of the @ secury o e
people listed should be seeing the Inspection — except for Barbara Footback © | Help
Dodd. Since | am logged in as Barbara Dodd, she is not removed P e
fl’0m thIS ||St. List Administrator Email Department Hew
Barbara Dodd support@maplewoodsoftware com Laboratory Remove
Ben Chappell bchappell@stafready.com General Lab Remove
SeleCt Remove A”' Chandra Bryant cbryant@staffready.com Chemistn Remove
guest [not sef] General Lab Remove
Madine Juarez [not sef] Phlebotomy Remove
Tracy Bell toell@staffready.com General Lab Remove
. . . —
43, InspectionReady asks if you are sure you want to do this — Select
Yes.
Are you sure you want to remaove all
administrators from this list?
-l
44. | Select Save.
-l
45. | Since | am logged in as Barbara Dodd, she is not removed from this @ o e Seounty
list, and she is the List Administrator. et e
List Administrator Email Department New
Barbara Dodd support@maplewoodsoftware.com Laboratory Remove
46. | If you would like to add someone who should see this list, select @ sy e Securt
New. Feedback Help
Remove All
List Administrator Email Department HNew
Barbara Dodd support@maplewoodsoftware com Laboratory Remaove
IR Quick Reference Inspection - Overview 15
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47. Select the name from the List Manager pull down menu. —
Add List Administrator

List Managers

=¥ |Choose One |~|

48. We have selected Ben Chappell. Add List Administrator

List Managers
Select Save Changes. [Ben Chappell |~

Department: General Lab
Email: bchappell@staffready.com
Job Title: [not set]

-
49. | This shows the 2 people who are the List Administrators for the @ sty [hide] Security
Bioanalytics Inspection List. They have been given the security Foosback© | Heln
privileges to see this list. Remme Al
List Administrator Email Department New
Barbara Dodd support@maplewoodsoftware com Laboratory Remove
Ben Chappell bchappell@staffready.com General Lab Remove

IR Quick Reference Inspection - Overview 16
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50. The Inspection Message Color Bar Lists the options for sending an & ressaves e —
email to the Inspection team and the workflow. .
eedbac Help
Send message to Team When"' Send message when... send To Status Turn On All
e The task is first sent: Sent out when the task is first sent to The task s st sent Team Q on Tum On
the team. The warning date is reached Team D or Turn On
e The warning date is reached: Sent out when the warning The due date s reached Team O or Tum on
due date |S reached. Sent tO the team Send message when... Send To Status Turn On All
e The Due date is reached: Sent out when the Due Date is Requirement setto Viclation Clicklo set. @ or -
reached Sent tO the team Requirement setto Complete Click to set.. Q or Turn On
Send message to list when...
e Requirement set to Violation: Sent when the Inspection
Item is set to Violation. Sent to the workflow.
e Requirement set to Complete: Sent when the Inspection
Item is set to Complete. Sent to the workflow.
e Send To: The employee or the selected workflow. This
must be set to turn on the Message Condition. Select Click
to set to pick a workflow from the workflow picker. Select a
workflow name to change the workflow.
51. We have chosen to have all 3 emails sent. To do this, Select Turn Send message when.. Send To status Turn On Al
On All. If you only want 1 or 2 messages sent, select Turn On to e e @ on e
The warning date is reached Team 0 Off Turn On
only the ones you want sent.
The due date is reached Team 0 Off Tumn On

Select Turn On All.

IR Quick Reference Inspection - Overview
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52.

Select Save.

Send message when... Send To Status Turn Off All
The taskis first sent Team o on Turn Off
The warning date is reached Team o On Turn Off|
The due date is reached Team 0 On Turn Off
53. Now we decide if we want anyone (manager etc) to receive a Send message when.. SendTo Stats Tumon al
message when the requirement is set to violation (not completed Reaurzment setto Violton —py ® or e
On tlme) Or When |t |S completed Reqguirement setto Complete Clickto set... 0 Off Turn On
Select Click to Set.
54, Remember, these teams need to be set up in the License Site tab, Choose a Workflow
Team Builder color bar.
We are going to select Tracy Bell, by selecting Select next to her & 3 Workflows i Workriow Description =
#-( Central Campus [ Bioanalytics Nadine Juarez Select
name. =l-{JCore Lab — —
[# (] Bioanalytics Bioanalytics Team
(] East Satel @ Mingr Tracy Bell Select \
(3 Main Lab D The employee must complete the R
B North Campus Employee task Select | 3
B0 git;srcs:ampus [} HR Policy Review | Ben Chappell, Chandra Bryant, Tracy -
® [ Workflows Team Bell, Barbara Dodd g
D oversite Team Tammy Ellis, Ben Chappell Select
B Policy Manager Barbara Dodd Select
[ recoras Team Tracy Bell Select
. - - — Samnla Suhmission |Ren Channall Tracu Rall Rarhara . 3
Select a Workflow to view ifs children Click the 'Select link o choose a Workflow
55. | To select an employee to receive a message when the Requirement | [senamessage when.. SenaTo Stats Tumonal
iS Set tO Complete Select CI|Ck to Set Requirement s&t to Violation Tammy Ellis Q on Turn Off
), .
Requirement set to Complete Clickto set... h 0 Off Turn On
IR Quick Reference Inspection - Overview 18
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56.

We will select Tracy Bell to receive this message, by selecting Select
next to her name.

Choose a Workflow

=3 Workflows
#-(_] Central Campus
=) ‘) Core Lab
[#- ] Bioanalytics
i~ East Satel
-] Main Lab
North Campus
Authors.
[ South Campus
-] Workflows

o

152

=&

<

r

m

Workflow Desc
[ Bioanalytics Nadine Juarez Select
Bioanalytics Team
P ] i Tracy Bell Select
Mngr
The employee must complete the
) Employee pley P Select
task. —
HR Policy Review | Ben Chappell, Chandra Bryant, Trac!
B i L L Y| select
Team Bell, Barbara Dodd I
O oversite Team Tammy Ellis, Ben Chappell Select
[B] Policy Manager Barbara Dodd Select
3 records Team Tracy Bell Select

. Qamnla Quhmissinn
<

Ban Channall Trary Ball Rarhara

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

57.

Select Save.

@ oo TN

[hide] Messages

Feedback Help
Send message when... Send To Status Turn Off Allf
The taskis first sent Team o On Turn Off|
The warning date is reached Team o On Turn Off|
The due date is reached Team o On Turn Off|
Send message when... Send To Status Turn Off Al
Requirement set to Violation Tammy Ellis o On Turn Off|
Requirement setto Complete Tammy Ellis o On Turn Off|

IR Quick Reference Inspection - Overview
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58. Before we push Bioanalytics Inspection List to Incomplete, let’s ¥ InspectionReady- - -
first look at the Requirements - i i e OO

Select the Version color bar to expand.
[ViewBylmt |

T W save W Hew | [ weport | Push All Requsernents To. [ISETOSTY  OECN

|3 1R Comective Actian Palicy

=) HE Policy /
0 immuncisgy CL

-0 mertasiogy L

[~ Team Leagerca
) Urinatysis CL

59. | Click on View Inspection List for Version 1 of the Inspection List.

Show History Version Current Status
) 1 Active View Requirements Edit
Status History © /
Status Status Description
Active (09/14/2012) The Inspection List is ready to use
Correlated (09/14/2012) The data for the Inspection List has been organized into the Inspection List
Loaded (09/14/2012) The data for the Inspection List has been loaded into the database
Blank (09/14/2012) The Inspection List has been created, but does not have any items
— , — e ol
60. | Thisis the view before we push the Inspection List to Incomplete. ™ InspectionReady- =

InspectionReady guides you to the next step.

CI|Ck on Back tO L|St [SeachByid =l T T T Cusret Stalus. [UNVENBed ems 4o not pUBlish] Charge To [Choase Ose - |

IR Quick Reference Inspection - Overview 20
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61. Click on Edit for the Bioanalytics Inspection List.

v InspectionReady

View By Licinse Sap
iy Licmse 580
;Iulid Lint e Tree
[MaEommancL A4 Comnan CL Insgechon
|Banavea Scanaics Inaechon
|Corn Lan Cracaaar Sore Lae Cncasat imapecten
[Grspam e CrteeamcL trpectin
[Gentabce SenLaacl Inspechon
{Hem and Coag Hem anc Coag £ Inagechon
| e Py
vt Pascy ™ Pt
[ImmunstaoicL mmunchoorCL Instectan
[y icrotiology CL napecbon
|mscerte B [ror—— e

Uecal Cartar

GawrsiLas

aneal Carter

Bes Cartat

62. | We will now push Bioanalytics Inspection List to Incomplete. @ InspectionReady- e i
After we have completely built the Inspection List, we are ready to ‘
:
push it to Incomplete. Ensure that all the color bars have a green &
circle — indicating that all the tasks have been completed. - @ = s iy
: ;::;MTH::CL 0 o—— {#5w] Primany Team
Setting an Inspection to Incomplete will set all of the requirements wor @ e s
to Incomplete and copy down the schedule and team of each D D vnen i
requirement that is missing a schedule or team. Q o D o P
) Unnatysie CL 0 e [0 Messnges
Click on Incomplete.
63. InspectionReady will ask you if you want to do this — Select Yes.
Incomplete
Setting a Inspection to Incomplete will set all
ofthe requirements to Incomplete and copy
down the schedule and author to each
reguirement that is missing schedule or
author. |s this what you want to do?
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64. You will see InspectionReady completing this process.
P Y P g p Incomplete 4
Setting a Inspection to Incomplete will set all
ofthe requirements to Incomplete and copy
down the schedule and author to each
reguirement thatis missing schedule or
author. Is this what you want to do®?
65. | You are taken back to the main screen.  InspectionReady- TN o [T
Select Back To List. _ )
Push n Requiements To [[EENTETE IRTITE
/ -1 4 Cammon €1
111 soanatyics
-3 Core Lab Checkist
|~ cptopam cL
0 GenLasca
=L Hem ang CoagoL
|- [ HR Caeractre Action Policy
3 HR Policy
nmmwwu
3 Microbiologs CL
[ Team Leaseecy
[ wnnatysis.cL
66. | Select View Requirements for the Bioanalytics Inspection List. ¥ InspectionReady- O e SR =
= '-I"-,\_..»- l.‘i | = I_ =
. L s Trew Cepartmn |
) o Saaech Lintid T — Sasech Type Saarh Depaenars [“Geieri |
; iy Remattos: L;.'I
st CL Cepan CL IapBon Wiey Semaeaact L)
Gan Las CL GanLasCL RO Ldt
bR ten Banaenent Lo
ooy oy Poboy Danenad Lad Mieweiwion Helan £
HA Policy HR Pty Paboy Yiew epion Histn _Egi]
memanogy CL Imemanbogy L Inspaon Mﬂﬁlﬂlﬁ‘
BhOoRiogy CL s pctior Ve Eppaecnty _Egt|
Records. Repusiton st eical Center um_"n-:_lnu_gi
Tasm LesamiL Taum LssamcL Inipaien |
erabexia ©1 Lisnat 1 irpactor fonl
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67. | The list now shows all the Requirements. Let’s look at the color
bars before we Publish this Inspection List.
Select the first color bar, Response.

68. | This view shows us the information on the Requirement selected —

CHM.10500.

It also allows you to include compliance notes, load or link to
documents, and search for matching requirements. Let’s look at
this one-by-one.

CHM.10500

Phase 2

Thé Chamistry IABOEMGTY has & WISen quality MAnsQementiqualty cantrol (O] program.

NOTE The program must #nure Quakly Shroughout e pre-andiytic, snafts, and post-analytic (rapaing)

The labaratiory MUt b BB 49 Jevelan o

inthe

Select the Update Notes link. Biiemayeqpies e e o
Aoy General Cf Indoraory.
pr—— "
o Diractory |
Work Status 7
Hadne Juares Hagne Juaed Graen WO 0BRas0Te
Matching Requirements * Semrch
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69. Once this Inspection List has been Published, the employee may
want to add notes to verify compliance.
The employee types in the desired notes and selects Save. P Thecraisy ooy s e vty e
CHM.10500 Phase 2 [meompiste  [=]
- B[/ U 1
e S @
1
70. Relevant Documents: This table allows you to upload/attach S Conters: o e [ORR TV
[ro Thee chemisty laboratory has & wiiten qualty Sl e .

documents that are related to the requirement.

This should be done before the List is Published, so the employee

has the information he or she would need.

Select New for the Relevant Documents.

CHM. 10500

Mgy conol [DNOC) wogram.

Phase 2 |Incomplate |-}

Complance Notes
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71. There are 3 ways you can attach a file: attach it, provide the link to | Atach File or Link
file, or show the website where the information is stored. T"““"“’"‘ N
Description
Choose a file or website to attach
9 Aftach afile ) Attach a website
[ Browse_
[T Linkto my file instead of uploading
72. For this example, we are attaching a file. -

Enter the name or ID of the document.

Write a brief description — this is especially helpful when there are
many requirements and documents.

Select Attach a file.
Click on Browse and select the file you want to attach.

Select Save Changes.

Attach File or Link
Document Id*

Gen Lab Guidelines.
Description

guidelines for Gen Lab

Choose a file or website to attach
@ Aftachafile © Aftach awebsite

C:\Users\Iriesenberg\C

11

[ Linkto myfile instead of uploading

~
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73. | You may Remove this file by selecting Remove. Relewant Documents ~ ‘
. . . . . Document Id Directory Description Hew
You may Edit this file, by selecting Edit. & cenan cugainss s .
Select New. 1
74. We will now add a file via a link instead of an attachment. Attach File or Link

Type in the name or ID of the document.
Add a description of the document.
Select Attach a file.

Select Link to my file instead of uploading.
Select Browse and select the file.

~

T

Document Id*

Description

Choose a file or website to attach

@ Attach afile © Attach a website

Browse._

-[_i Link to my file instead of uploading
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75. Select Save Changes.

Attach File or Link
Document Id*

Gen Lab Guidelines Rev 1
Description

Guidelines for Gen Lab - 1st
Revision

Choose a file or website to attach

@ attachafile © Attach a website

Ci\Users\Iriesenberg\C

Link to my file instead of uploading
Directory

76. | You may remove the document by selecting Remove.
You may edit the document by selecting Edit.
You load another document, select New.

Relevant Documents

Document Id Directory ~ Description

Gen Lab Guidelines Rev 1 & Gen Lab Guidelines Rev 1.doc Guidelines for Gen Lab - 1st Revision dit

77. Continue using the same process to add/remove/edit documents.

Relevant Documents

Document Id Directory ~ Description New
Core Lab Guidelines &'ﬂ n Lab Guidelines Rev [not sef] General Guidelines for Core Lab Edit Remove
Gen Lab Guidelines Rev 1 @ Genlan inas Rev 1 Guidelines for Gen Lab - 1st Revision Edit Remove
78. The Work Status table displays a list of employees that are assigned | ok sius
WOFk for. thiS rGQUirement. ‘Duty Employee Status Deadline Date ‘Complete Date

We will review this after the List has been Published.
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79. Matching Requirements: Some requirements can be similar Matching Requirsments seaten
between inspection lists. This table allows you to track the e Z e pee
matches and view the notes on the matching requirements by
clicking on the Id. This feature would be used by the employee
while completing his or her task.

. EImapeLTrmcuuTy

80. Select the Response History color bar. )

EECT— Contim Croe s (G GlE]

— — e
) @ ey bt e s
': ~ @ oo ) Anige
3 @ e i Schede
o— =

81. The Response History color bar shows you employee interaction @ rosoonss oy idel Rospore Fostorg
with the selected checklist. Listed on the color bar itself is the ID of Fesdback™ | Helg
the last employee to respond to a requirement and that date that
employee replied. Opening the color bar shows you what that PG R A ST T
employee did with the requirement. We will look at this again
after we Publish the Inspection List.

82. Select the Assignee color bar to expand. ™ InspectionReady

[ = |

[swcnpye [ s Cantrm [hoesoly]
— s bt il (A .

; ) sty e E———

i / [ 100 Asaigmen

j @ sreane o e

5 Q o S

83. If you would like to assign someone different to this or any other @ e o] Assianee

requirement, this is where to do it.

Assignee set from
@ Inspection Default © Unique Recipients

Eeedback

Help

Employee Name Email Address

Userld Waming Reminder

Time fo Complete
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84. | To assign someone else to a specific Requirement, select that ™ InspectionReady- é
Requirement.
Select Unique Recipient e
elect Unique Recipients. -
a P e logslentinreieenl e
w
Select Save. H @ coome S—
1'} da
o Aangnos sel from
m 'tnwmum'! Emad Aosinss Userid Wiarnng Remndsr Time to Compiate ]
85. From the Team drop down menu, Select the Bioanalytics Admin. T 1o Compiots Viatnng Rotindor
/ Thooss One = n  [owi= 5] B ane
Select Save. [ - ‘
Team Time to Compiete Warning Remindar
[omayies AammTz] 0 [ome T 5 oms
[IJII:U Name Email Address l
|[Firstama L
| Adkd Riow
86. Now for Requirement, CHM.10500, Terri Sullivan will be given the il e

task to complete this requirement. You may do this for as many
requirements as you like.

Assignee set from

Inspechon Detautt 8 Unique Rlecipients
|Fm:l'.m‘n Mo Email Addiess User id Watning Rominder Tim 1o Comphete.
- r— ol Publisheor Gomplete  Biod Pubiis o or Comple
Taam Tima 16 Complot Warning Reminder
Bioanalytics Admin | -[ n Day(s} |= 15
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87. | Select the Schedule color bar to expand. ¥ InspectionReady
o SR mamnwm&:&nﬁm |sberef M [
:.}. 0 Rnsponse Histon: [2h0v | Response Histary
.H 0 s (] Assignee
E / o Schedue [0 Schedule
:} W |5nu»|m
88. | This is the default schedule for the Bioanalytics Inspection List. @ sreoue {14 Sehedule
Remember, this was set up in the License Site Tab, Primary Foodback © | Help
Schedule color bar. (See IR Quick Reference License Site — Primary Scneule Description Folder
. CorelabAnnual.9.1.12 change every year Core Lab
Schedule for details.) W
. . . pe . Schedule Timel
If you would like to adjust the schedule for a specific Requirement, e —
. . . Schedule ltem Start Date
thls IS Where you WOUId do It' CoreLab.Annual.9.1.12 09/01/2012
Select the Requirement in the tree on the left (Step 87), then Select | [cortepsmnuaist ziea 0910112013
Change link.
89. | Select the Message color bar to expand. I Ll e B Rasped
o Response History [© | Response Mistory
o v o] Assignee
0 Schedule L] Sohedule
—p Q Alossopes [ Messages
90. These message settings are the default settings for the Bioanalytics | @2 uesees fhide] Messages
Inspection List. If you would like to adjust the settings for a specific cad Foedhack | Help
ReqU|rement, thls |S Where YOU WOUId do |t- Send message when... Send To Status Tum Off All
The task is first sent Team 0 On Turn Off
Select the Requirement in the tree on the left (Step 87) , then refer | ||Tevemmese s feam @ on st
. pe . . e due date is reached @ 6
to Step 51 for specific instructions. s e o i
Send message when... Send To Status Turn Off Al
Reguirement set to Violation Oversite Team O On Turn Off
Requirement setto Complete Qversite Team 0 an Turn Off
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91. Select Back to List.

v InspectionReady"
I T S T T

Secnoys —— [] e e
[]

Back To List
/ EB CHIL10500

B cHm.10800
@ cHm.10700
B chi 10200

92.

Select Edit for the Bioanalytics Inspection List.

[ InspectionReady"
T T T R T
—

L Com et
|- EastCampus

93. Select Publish.

0 Hemana Coag GL

[ HR Commctie Acton Policy
1 HR Policy

= immuneiogyCL

[ MionbisiogecL

L) Team LeadeeCL

1 Urinalysis £L
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94. Select Yes. —
Publish 4

Setting a Inspection to Publish will assign
tasks to complete the Inspection to
employees. |s this what you want to do?

4

95. | The Inspection List has now been Published, as seen to the right — ¥ InspectionReady- TN, o ST
Current Status: Publish. e e e
The employees will now receive their tasks by email and on their il — 2 W"

calendars.
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