v InspectionReady

Overview

Action

This Quick Reference will provide an overview of InspectionReady. There are specific Quick References and video Tutorials for each of

the features and processes in InspectionReady.

When first logging in, Select InspectionReady from the first of two
drop-down menus in the upper right-hand corner.
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3. This is the welcome screen of the Welcome Tab for

InspectionReady.

the name of the person logging in.

To access training materials, you will want to access the Training
Library which contains all of the online training materials for
InspectionReady. This Library will be accessed in the second drop-
down menu located in the upper right-hand corner identified by

™ InspectionReady

schedule:

First Date: 08122012 [&

4. Click on the drop-down and select Training.
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All the video Tutorials (Flash required for viewing) and Quick

Tutorials
References (PDF) are located in this Library. The Tutorials give an ame Dasenpton o e Trora e
. . Lense Sie - Name Creating New Sie nEspeclonReady Admin /i ¢
overview of the product and processes and the Quick References Ui i - hes it Team s SR e trsentun S0l
give step-by-step instructions of how to complete the processes. e St e e ey
Both can be accessed by selecting the correct link listed on the el i s s sl et i
right-hand side of the screen: - e — i fR——)
e Tutorials (Watch Video) e st e e e
* Quick Reference Guide (View PDF) greme g Sertteron oy —
License Ske - Checkist Team Buikler Buikiing Team for Checiist InspectionReady Agmin
Litefvse S - Inspechon Team Buikder Buikling Team fof insgection mspectionRsady Agmin
Both the Tutorials and Quick References may also be accessed by it i o i e s
clicking Help located within specific features in the software. This is | e e rmen s T e o
further clarified in Step 8. Reeview - Department Tasks Stabus of Tasks for Department inspectonfzady  Admin
Reevieny - List Status Repoet Status of Documents InspechionReady Admin
REview - Empiayes Task Report Ermployes Tasks List nspechonREady AdmINERAT
To close the Training Library screen, click the X in the upper right- e sl e iR EROL i
List - List Taly List Tap Inspes hon e Aumin
hand corner. List - Inspection far Inspechionfeady Admin/Szaft
List - inspection Name Create New inspection List InspechonReady Admin
InspectionReady is integrated with ScheduleReady and  InspectionReady i 0
SkillsetReady. If you have purchased other products, you will see
some of their features on the Welcome Tab. o
Farst oate: 08772012 [ LastCate 12272012 (&)
The tabs relevant to InspectionReady are: NS e e e
A . F-nﬁﬂﬁ n o l‘.‘OI: Veeitly
e Welcome (shared with ScheduleReady and SkillsetReady) . s, c © e I
Lak Assistants 1 4 0101012 Wiy
e Calendar (shared with ScheduleReady and SkillsetReady) secmcn . & oo ey |
] Technican [} £ AT 1 H Wkl
e Review Urnaysi ; £ omeamz ey |
e License Site =
[ SR . S e,

e List

Admins will see all the tabs shown, and Employees will only see the
Welcome, Calendar, and Review tab.
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The Calendar Tab:

After clicking the Calendar Tab, several mini color bars, including

A InspectionReady"

. o s . . o Septembar = || 2012 =]
the My Checklists mini bar, will display on the left side of the \
screen. The green My Checklists mini bar is related to iz i
InspectionReady. The others are related to ScheduleReady and
SkillsetReady. / : ; 7 s ‘ : 3
To open and close a mini color back, click on the mini color bar or i - . . . . = .
select [show] or [hide]. o e
The My Checklists mini bar shows links to tasks on the calendar L " i i il i [
that are due, and allows you to click on the tasks to complete your
checklist. To see more details on how to use this tab, select Help.
Help files are located throughout InspectionReady. By selecting [ calendar checkist
Help, you will have access to the Quick Reference and the video Checkilst
Tutorial for the task/issue selected. These are the same Quick
References and Tutorials located in the Training List reviewed in - HUCRSCEE [FOR) £ My Checets fdeo)
Step 5 Shows links to checklists that are due, and allows you to click on them and complete your checklists. By
clicking "Checklist” view and edit checklists in Checkiist Manager's License Site tab. The web browser's back
button will allow you to return to this page from the License Site tab in Ghreckiist Manager. If the back button
Help Wi” aISO provide definitions and uses Of the items Within the ?;E?nﬂilt:j?:(p;;:tktﬂ seeif you UDEHEU anew tab at the tUD of the screen, click on the LEDREECU' page to
color bar/mini bar. Move Taske
Check the "Move Tasks" box to easily schedule when you fulfill policies on the Calendar. You will receive a
warning period when you have entered the time zone that your reguirement should be completed by.
View All Tasks
This link takes you to ChecklistReady which shows you policies organized by author or the date issued. The
web browser's back button will allow you to return to this page from CheckilstReady. If the back button does
not work, check to see if you opened a new tab at the top of the screen, click on the LabReady tab to return
to this page
IR Quick Reference Overview 3
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9. Throughout InspectionReady, you have the opportunity to offer
feedback or ask questions. Select Feedback, type in your
comment/question, and select Submit Feedback.

My ChecKlists [hide]

Feedback & | Help
@ Lssaeupodae VN

O move Tasks

View All Tasks

Feedback

Feedback

Thank you for taking time to provide feedback. You inputis important to
us!

1. Please enter your feedback in the text field below:

2. Click the Submit Feedback button to send your feedback to support

10. The Review Tab:

The Review Tab provides a summary view of tasks. The four mini
bars on the left are accessible by the Admins, and the Employee
will usually only have the Employee Task Report mini bar.

—
™ InspectionReady- , 55 pese JCED
| Ovennenw ] Task Report
Confguse Layod :EMD'MI‘ M‘ M‘
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11. | The Department Task Report mini color bar: (o o] _Deparmant sk Rapon :
Contagure LAy Emslones w12 012 %
L. Department Tk Report el | sarbara Doss @\
The Department Task Report mini color bar shows you the status ﬂ —
of tasks for all employees based on a Department and Time Range. frachiogs
For additional information, see Help or the Quick Reference Review | @ "
- Depa rtment TaSks' Show Separated Employess
12. | Throughout InspectionReady, you are provided with Tool Tips.
. L Show Separated Employees \
Move your mouse over a ? and you are given a description of the oo
. ny
item. Show Separated Employees
Includes separated employees in the
display. By default employees that have
been separated before today do not
show up.
13. | The Employee Task Report mini color bar: [y iy ee Tk Rapon
Sonfig Lavoll -l.um AssignmentPerios Susject Decumant =
] ) ) ) . Search Status Search Subject Search Document 0k A
This report is used to display tasks that are assigned to a single -~ T S
employee. It shows the tasks and their status (Overdue, Due Soonﬂ 0. PR — s 00
. . Rpopsy L1 I OAAVI0NT - DROP012 Camie Dickerson enigencou £
Ready, and Complete). See Help or the Quick Reference Review — o, S e
Employee Task Report. : T
Show Oniy Overdus Taaks 0. OURNION - GO Conin Kien [——e,
’ o v ) U012 - 02022012 Brian Condon Venipuncture DO
14. | The List Task Report mini color bar: — o Py 75
Coatiue [avu |empionae 012 @ F b
_ , [
This report shows you the status of the list of tasks for each
Charaes Bryand
employee. See Help or the Quick Reference Review — List Task [z el .
Report. | e €3
cigas D
Show .h:.\.xuu( Employess Mike Bosion
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15. | The List Status Report mini color bar: Cr—
Degastment Task Fnport [ | Search St it
This report shows you the status of each document (tasks) in your - fomaes o
list or lists. See Help or Quick Reference Review — List Status smnas o oo
Report. A e oo - ———
e — B et
LI:D:::J"’—B Boanafyics CHM 12133
sy = = :
16. | The License Site Tab: ¥ InspectionReady o e
The License Sites are in the folder tree on the left-hand side of the Y\
screen. The five color bars to the right of the folder tree are used o
to set up your site, build your teams and schedules, and to also ° H
build new lists. Each color bar has the Help feature which again, o
Frmay Tear Tanew] Primary Team
includes the Quick References and Tutorials. °
Prmary Senedue ) Primary Sehedule
me (800 Ust Bublder
17. | Inthis example, the South Campus license site has been selected i InspectionReady - =
and is in bold. The color bars guide you to what tasks/setup has not
yet been completed as in Team Builder and List Builder.
[Viow By Lconse Ste o
o Name ‘Soun Campus [ahen] Hame

If the color bar has a green icon with a check mark, all the tasks for
that color bar have been completed. If the color bar has a red icon
with an X, there are tasks still to be completed.

As with mini color bars, expand or collapse a color bar by clicking
on the color bar or selecting [show] or [hide].

e TN 3 9 [#amS Creared for 05 Lioense Soe:

8 These e o Lists ereated for 45 Licease St

(Anew] Team sunder

[1row) Primary Tosm

(800 Primary Schodale

\ [aheal List Builder
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18. | In this example, the Primary Schedule color bar has been ¥ InspectionReady = -
expanded. Notice the Help and Tool Tips to assist you in =3
completing your task.
°m ‘South Campes [sho0] Name
See Help or the Quick References for more details on any of the g - o ey
color bars. == i S
9"""*‘"“" [rie| Primary Sehoduls
]kl‘lﬂlll em . Mlﬂ- I?ﬂ.l l
6 Toere e 10 LISt Creaied foc iy License S leroal List Bublder
19. The List Tab: D inspectionReady = —
This tab allows the creating, editing, and reviewing of Inspections, \
Policies, and Checklists (as noted in the Type column). Just click on _
the License Site you want to work on (Core Lab in this example), = i xe e =
and your list will display. You may also see this list in the License e s — .
Site Tab/ List Builder color bar. P e ek oot S|
See Help or the Quick Reference List-List Tab. ‘f“n:m eyt
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