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Policy — Distribute
Step | Action
1. Navigate to the List Tab. M InspectionReady -
Select the Site you want to work in (Core Lab in this example). \
Ve By Licwve She = Lo
Select Edit for the Sample Submission Policy. e - —
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2. Select the Distribute color bar to expand.  InspectionReady
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3. The Audience is the list of employees that are the subject of the
policy. An audience is a combination of different people like all of ! . I
the employees in a specific department with a specific job title. The '
H H H . . Feadback m
Audience Team was set up in the License Site Tab/Team Builder
Audience Slgn-ﬁﬂ' Waorkfiow Audience Members
color bar. S b B e
Select the Change link for Audience.
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4. The following functions are available in the Change Audience :
. Change Audience
window:
Department: Setting a department to Include adds the employees Department
in the department in the audience. Sgttlng the d.epartment to @ None ® Include ® Match
Match adds the employees to the audience only if they are \
included in another field and match the department. Job Title
@ MNone © Include © Match

Job Title: Setting a job title to Include adds the employees in the

Job Description
job title in the audience. Setting the job title to Match adds the .

@ Nope © de @
employees to the audience only if they are included in another # Mone -/ Include © Match
field and match the job title. Employee

@ None @ Include © Match
Job Description: Setting a job description to Include adds the

Role

employees in the job description in the audience. Setting the job ) ) )
description to Match adds the employees to the audience only if @ Mone © Include © Match
they are included in another field and match the job description.

Employee: Setting an employee to Include adds the individual
employees selected in the audience. Setting the employee to
Match adds the employees to the audience only if they are
included in another field and match the indiviudal employees
selected.

Role: Setting a role to Include adds the employees in the role in
the audience. Setting the role to Match adds the employees to the
audience only if they are included in another field and match the
role.

We will select Department Include.
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Select Save Changes.

Change Audience

Department

© None @ Include © Match

Job Title

©@ none @ Include © Match

Job Description

@ None © Include © Match

Employee

@ None @ Include © Match

Role

@ None @ Include © Match

4

Select the Change link for Sign-off. (B o (110 Publish
When a policy is sent out, employees must sign off on the policy. s o
One sign-off is created for each audience member. This field is -
used to set how the employees sign-off. In some cases you may
not want any sign-off and you may use the email notification only
option.
In the Sign-Off window, setting to Date will require the employee Sign-off
to set a date.
Setting Signature will require the employee to login. Sign-off Type
Email Notification Only does not require sign off, but email Date

messages will still go out.

Select your choice from the drop-down menu.
We will select Date.
Select Save Changes.

Select Save.
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folders, and choose Select for the Department you want.
General Lab is the Department in this example.

Choose Select for General Lab.

9. Select Change for the Workflow. 6 The Audence has no members. Click Aud fo add members. {hids) Distribute
Eeedback Help
Audience sianott Worktiow Audience Members
Dapartment within » m'
10. | We are choosing Employee Workflow. e
= ——— = ‘
Select Select. s e - — o !
11. Select Save.
-
12. We chose the Department as the Audience. Now we want to select | €3 mes (ide) Publian
the Department. i 1
Select Add. Drparioent Vil =
13. To find the Department you want to choose, just drill down on the Cnoose a Department

Department Browser

=3 Departments
-3 Medical Center
=<3 Imaging
= 3 Laboratory
(2] General Lab
=3 Mursing

4 »

-

Department
) Anatomic Pathology | Select
O chemistry Selact
(2] General Lab Select
0 Histology Select
[ Microbiology Select
O Phlebotomy Selact
] Urinalysis Select

4

-

Click a "Select link to choose a Department

IR Quick Reference Policy - Distribute




InspectionReady

14.

Select Save.

g..._

(] Publish
Audience Signoft Workfow Andience Membears
Department wahin 3.ﬂ|
Lab Laber: I
»
15. Audience Members: Clicking the View List link will allow you to see | @ s 1) Punn
a list of the employees in the audience. fanaback © | i
Audience Sagn-oft WorkBow Aundience Members
Select View List. [eparmen v P ol )|
| Ganaral Las " 1
16. This is a partial view of the list. View Employee List 2
X i i Employee Name Department Job Title b
Click X in the upper right to close. Alicia Chou General Lab Clinical Lab Assistant
Anmol Bhate General Lab [not set] =
Ben Chappell General Lab [not sef]
Bill Smith General Lab [not sef]
Bob Davis General Lab [not sef]
Brian Condon General Lab [not sef]
Brian Livingston General Lab [not sef]
Camille Dickerson General Lab [not sef]
17. Notice that the Publish action bar is now dark gray which means ¥ InspectionReady - -
we are ready to publish this Policy. [ = |
Select Publish. oo Wy v
I peliey
| Atachments
e
10 Rewimien
e Review
[ Destribute
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18. | The Publish action bar is now light gray. ™ InspectionReady" ) e T =
e i O
19. Now that the Policy has been published, the Employees who have been assigned the tasks follow a process for Revising and Reviewing
the Policy to completion. See Quick Reference Policy — Employee Tasks.
20. | The Revision and Review process is complete. All the employees  InspectionReady- I - CIIT
have completed their tasks. R T I I I
Let’s view this from where we initially set up the Policy. e e == == — =
[ o Beah Lt SamchLatMare Sewen Type Sanch Dapamere ]
100 nam Carmgus A Commen.CL Tsgecion ‘Yorw Reguiremants  Eoi|
) sainatam Boanaics ‘Boanaics nspecton scica Canter ‘e Enpymarts £
As before, we: . e CEE S50 S——
1. Select InspectionReady from the drop-down menu el R R w%'
2. Selct the List Tab. s e — s e
3. Select Edit for the Sample Submission Policy et sy — ey
= = e — w_n.‘,m“'wm“ - o] Y
21. | Select the Distribute color bar. [ InspectionReady- W T —

I T S I S

Crre— e T e e
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22.

Once the Revision/Review process is complete, the Policy is set to @ oo [
Active status, and when that occurs, the Policy is automatically sent
out to the Audience as defined in the Distribute color bar. e 25 b
o&unmenl \"J\mm‘1 ﬂ_du}
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