v InspectionReady”

Policy — For Employees Tasks

Step | Action

1. We’ve created a Policy called Sample Submission Policy and it has been published to the Employees for Revision and Review. Let’s look at
the process that the Employees who received the tasks follow for Revising and Reviewing the Policy.
2. This is the sequence in which the Policy will be revised and Full Name Email Sequence
reviewed. Ben Chappell bchappell@staffready.com 1
Tracy Bell tbell@stafiready.com 2
Barbara Dodd support@maplewoodsoftware.com 3
3. We are now logged in as Ben Chappell. Ben has been the first :
assignee assigned to review this Policy. Once logged in, select Scheduling 00:00
InspectionReady from the drop-down menu in the upper right- Ready ~

hand corner of your screen.
_f InspectionReady -

i3 SkillsetReady

4, First select the Calendar Tab and see how the Policy Revision ™ InspectionReady
shows up. =1
: [Emmn o
See September 12. S |

Select Lists(s) 1.
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5. Another way for the employee to see his or her tasks is to use the ¥} InspectionReady- -
Review Tab. Select the Review Tab. [ eiome |
Shift Trades mike]
oime ol
6. This is the Employee Task Report for Ben. His tasks can be viewed ™ InspectionReady
by year, month, week, or a custom timeframe. =R
Default ) Employee Task Report
. i i ‘ Loyt Lovns ll’:'l:l Asuignment Period iua:m — war‘u Eman
Click on Help for a full description of the Report. o. e
Empioyes J Core Lab
S Wi
\ ° T e
| — ° cezuzorz - cozva0tz coeta Revsenns
" Q. 082872012 - 02772012 Core Lab Rewson0t
| ° osnans e ey
7. For more instructions, Ben may also select the Quick Reference or Employee Task Report
video Tutorial by selecting the appropriate link. Employee Task Report 1
/=| Emplovee Tasks List (PDF) # | Employee Tasks List (Video)
Click the X in the upper right corner when finished. -~
The Employee Task Report is used to display tasks that are assigned to a single employee L
Searching
+ Employee: Shows the employee that the tasks are assigned to
¢ Date Range
o this year: Filters the display by the current year. ex.(01/01/2012 - 12/31/2012) I
© this month: Filters the display by the current month. ex (09/01/2012 - 09/30/2012)
o this week: Filters the d|5play bythe current week Sumday thru Saturday. ex. (DQ‘UQ
12012-09/15/2012)
o custom: Displays the Date Pickers which allows you fo set a custom daie range. Use
the Update Display to filter by the date pickers
o Update Display: The Update Display bution will refresh the right side of the screen
with the changes you make to the drop downs.
8. Here we see that out of the six tasks listed, the bottom five have - Lo raree — m—
been completed and the first one has not yet been worked on. o T, G = e e
o m 082172012 - 08232012 Core Lab Reviewd2
. . . . . 082172012 - 08r2a012 Ben Chappet HR Polcy
To begin working on this task, Ben will select Begin Task. s E—— o o
Q 082412012 - 0912312012 Core Lab Revisiont1
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9. Here are the steps Ben will follow when revising this Policy: |j| . i
1. Download the document by clicking on the Sample InspectionReady"
Submission Policy link.
2. Edit the document. m
3. Save As the document (per your company’s guidelines).
4. Upload the Revised document by Attaching the file. Revislon01
5. Making desired comments. S
If not complete with making the revisions, click on Back to List. ‘ :if;z:::;,g,\_w:
This will save what you’ve done and allow you to return later to
_ . ) Downloads
finish. If you are complete with the task, select I’'m Done. | & Sample Submission Policydoc
Upload your file here
@ Attach afile Attach a website
(Bewte- )
[ Link to my file instead of uploading
Comment
10. Ben has completed editing the document, attached it, and made a

comment.

Select I’'m Done.

Upioad your file here

& attach afile Amach a website

C'.Usars'l.lrlesenharglfi Browse. ._

Link to miy file inslead of wploading
iCoimiment
| made revisions to the doc and have

attached it
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11. The Employee Task Report now shows that this Task has been & owniaceor
completed on 8/30/2012. You may view the document by E— o
selecting Download File. e eves
—) 081812012 09272012 Core Lab Revsiond
12. Now that the first Assignee has revised the Policy, let’s go back to i InspectionReady
where the Policy was created by the Admin Barbara Dodd. We’ve
now logged in as Barbara Dodd.
@ p——— pm——
As before, we: @ —
1. Select InspectionReady from the drop-down menu ::‘"’ “""::
2. Selct the List Tab. © e - e
3. Select Edit for the Sample Submission Policy © e —
Now select the Revision color bar. [ ) e
13. InspectionReady has updated the Revision Status. 1) mewsion
Ben has completed his task, and now Tracy Bell will have the task ek

available for her to begin working on. Note that InspectionReady
will not give Tracy access to work on this Policy until Ben is
complete.

Tracy will follow the same steps Ben did (Steps 3-9).

Warning Duration

Time to Complete

view change 15 Day(s; 30 Day(s:

Full Name. Email sequence status Status Date
Ben Chappell behappeli@stafiready.com 1 (] Cwmp\eﬁ“ 08/202012
Tracy Bell toell@staffreadycom 2 © Incomplete 08/30/2012
Barbara Dodd support@maplewoods oftware com 3 @ Pending 08/30/2012
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14. We are now logged in as Tracy Bell and Tracy will proceed just as . .
Ben did and shown below: M InspectionReady
1. Download the document by clicking on the Sample m
Submission Policy link. :j;:;‘::’
2. Edit the document. Core Lab
3. Save As the document (per your company’s guidelines). ‘ Dt
4. Upload the Revised document by Attaching the file. S
5. Making desired comments.  samots submssin pococ
If not complete with making the revisions, click on Back to List. This | h
will save what you’ve done and allow you to return later to finish. Upload your file here
If you are complete with the task, you would select I’'m Done. @ Atacnafle
Browse._
[ Link to my file instead of uploading “
Comment
A
D
15. | Tracy has completed editing the document, attached it, and made ] ) )
JUpicad your file here

a comment.

Select I’'m Done.

IC{.\u'll'l' ent

& aftach afile

Aftach a websile
C'I.l_lﬁers'drlesanherg'd:: Browse_

Link to my file inslgad of uploading

| agree with Ben's input and have made
my changes |
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16.

Now that the second Assignee has revised the Policy, let’s go back
to where the Policy was created by the Admin Barbara Dodd. We're
now logged in as Barbara Dodd.

As before, we:
1. Select InspectionReady from the drop-down menu
2. Select the List Tab.
3. Select Edit for the Sample Submission Policy

Now Select the Revision color bar.

™ InspectionReady

©
@ o
s
@ o
°R¢mﬂ
© e
@ cmoe

‘Sample Submission Policy

[<100] Name

[wh0w) Policy

[+ Attachments.

(5000 Seourity

(<] Revisian

[shon] Review

(2700 Distribute

17. InspectionReady has updated the Revision Status. @ i 1] Revison
Feedback Help
. V{ﬁrm"g Duration Time to Complete
Ben and now Tracy have completed their tasks and now Barbara e
Dodd will have the task available for her to begin working on. Note | | . S N
that InspectionReady will not give Barbara access to work on this etgsamezoycom 2 0 corvie
Policy until Ben and Tracy are complete_ Barbara Dodd support@maplewoodsoftware.com 3 ° Incomplete 0813012012
18. | We can view the status of the Revision tasks in another way. # InspectionReady-
Select on View Version History for Sample Submission Policy.
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19.

First review the folder tree on the left and Select Version 1.

| InspectionReady

Tab. Her tasks are shown on Aug 30. Barbara can select the link
for her tasks and follow the same steps Ben did (Steps 3-9). (She
may also review her tasks by selecting the Review tab.)

[
Version 1 has no details since it was just created. The status is S
Blank. e e
20. | Version 2 is our current status. We see the Policy Name and the i InspectionReady"
Version number in the top row. Then we see that the Team [ |
working on the Revisions is the Sample Submission Review Team.
You are able to download a PDF of this screen/report by selecting o -
the Download PDF link. You may save or print this report.
21. Select Back to List. i InspectionReady-
[ ]
22. | We will now go to Barbara’s calendar by Selecting the Calendar m .
InspectionReady"
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23.

This is Barbara’s input and she has selected I’'m Done.

ploaed poeed fibe hete
@ agachia

Me ARSON 3 webs fe
CiUsoms\mesenberg\l | Browse_

P

trmaent

| agree with Ben and Tracy's comments
and have no addibonal edils. | have
attached the final

24. NaVigate to the LiSt Tab. M InspectionReady - o
[ =]
Click View Version History. L
= T T = i =
() MainLab Search List kd Search List Name E y arch Deparimen
[ North Campus |3 commencL Al Cammon L Inspection
D Satetles Lot Bloanalymcs Ewoananmics Inspecaon Memcal Center
\2:.? e e =
‘Glnl:.auCL Geqi.ib.m \ns:lmon
iy ey oain
|Recorss ﬂ:wis-qn Recorss: F!\lwbmun Checklist Medical Canter
e T i -
25. InspectionReady has taken us to the Review process since the ¥ InspectionReady
Revision process has been completed. You will see that Ben
Chappell has now been assigned to review the Policy. Once he has | [Free= I .
completed the task of review, Tracy then Barbara will review in = e — :
sequence. = ————— = S— —
a Fondng [0/302012) DAA0Z012 - 0AZANZ ot uplnaded]
© Green 0802012) 802012 . 082802 [—
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26. Let’s view this from where we initially set up the Policy. ™ InspectionReady - o
[ =]
As before, we: P —
1. Select InspectionReady from the drop-down menu Jomm T = M,...m. =
2. Selct the List Tab o i T e Do
3. Select Edit for the Sample Submission Policy [ e C
Records: Requisiion Records: Requisition Checklist Medical Conter
27. Select the Review color bar.  InspectionReady
[ViewBylst ___ [v]
° Name Sampie Submission Poscy [2now] Name:
J] ;Icunﬂwuncl o Pty [ehow| Peliey
3: Sreran o [ - E——
§ E_;.‘,:_d,.:ii;',, @ o prop—
_|Jw o Revirion [wh0] Revision
O r quisition
Eburwasas BN - Lo <~ ) Rk
[ uninalysis.cL o e o
28. | This view illustrates that Ben is up for reviewing the Revised Policy, | @ we 1) Revew
then Tracy, and then Barbara. L
Warning Duration Time to Complete
Ben Chappell behappell@stafiready.com 1 Q incomplete ‘ 0813012012
Tracy Bell tbell@stafiready.com 2 0 Pending 083012012
Barbara Dodd support@maplewoodsoftware.com © Pending 0813012012
29. | Ben will follow the same steps he did when he was Revising the M InspectionReady
Policy.
ﬁ Employes Task Report Ban Chappe (02292012 - 022820
anls Lisaa ED Aasment peron st Docamaet o
He will select Begin Task. S T o = .
pisie (ORI DBZ12012 - DRZND012 Core Lan Rewewd2 "
o f 082172012 - 824012 B6n Chappell R PoRy
L] iplsts (DRD2012 DRZ22012 - 08242012 HR Policies Rewsiond 1
& o UBZEZ012 - 09NZTI2012 Cor Las Rewsionl 1
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30. Even though Ben had no changes, InspectionReady requires he
upload a document even if it is the same document.

Select I’'m Done.

| InspectionReady"

* You must upload a file to complete this task

I Review02
| Subject id

i Core Lab
| Description
Review02

‘DOWIHOJGS
| @ samele submisson Py Finat 830 12

Upload your file here

@ Attach afile Attach 3 website

C\Users\inesenberg\C m

=] Link to my file instead of uploading

Comment

| agree with the final - no changes.

)

31. | Tracy and Barbara will now do their review. For this example, there are no changes to this Policy. This completes the tasks for the

Employees.
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32. Let’s view this from where we initially set up the Policy — with the ¥ InspectionReady

Admin Barbara Dodd. e

View By License Ste =

As before, we: 2o T — = — =
1. Select InspectionReady from the drop-down menu i O e B
2. Selct the List Tab Core Lao Cracat Cors Lab Checsit nsgecaon

8 Common.CL Al Common CL Inspection

Crogan cL Capatn L Inspecion
3 S | t Edtf th S | S b H P | [GenLabeL GenLancL Inspesion
- O€lect Eait for the sample submission Folicy ez
Py HR Cortectve Action Poliy Paliy GeneraiLan
R Poiicy HR Poter Falir
[imemunatogyct. ImmanologyCL Inspecton
Microbislogy CL Microbiology CL Inspection
Records Requision Records: Raquision Checkint Wedica Garter
‘sanm Submission Policy ‘Sample Sutmission Poacy.cl Palicy Metical Canter
Team LasgrcL Team LsagercL nspecton
Utnaais L Urnaiais CL nspecion

W00 [

33. Select the Distribute color bar. # InspectionReady"
[ ]

View By List -

@ e — —
@ oo [z Poticy
G — E—
@ s 1200w Security
@ rin ——
@ oo o] Review

(3 Team LeadercL
3} Urinalysis.GL

° Dusintite (oo Distribute
‘=

34. | Once the Revision/Review process is complete, the Policy is set to @ oo Ry ——
Active status, and when that occurs, the Policy is automatically sent =

Audience Sign-off Team Audience Members

out to the Audience as defined in the Distribute color bar (Quick Deperiment hange ooty Dats cranas Snsyee dhnas o i
Reference Policy - Distribute). [pepartment witin haa|
Y ) ) |

|Genera\La: Laboratory Remove
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