v InspectionReady

Review — Department Task Report

Step | Action

1. Navigate to the Review Tab. o InspectionReady =
On the left you will see four mini color bars. These color bars are m _
available for the Admins. The Employee will typically only see the Y= K e e
Employee Task Report. ’ A ®
Select the Department Task Report mini color bar. —
2. Click on the Help link. | @ InspectionReady - -
2% LY

@

3. The Help link contains useful information to guide the user Review Department Task Report

»

throughout InspectionReady. Help also gives you

. . . . Department Task Report ‘
definitions/guidance for this section.

#~| Status of Tasks for Department (PDF) # | Status of Tasks for Department (Video)

Select the appropriate link to review the Quick Reference Guide or

The Department Task Report shows you the status of tasks for all employees based on a Department

to preview the video Tutorial for this section. and Time Range

mn

X i . Searching
Select X in the upper right-hand corner when you are finished.

* Department: The Department determines which employees will be listed in the report.

s Date Range

o this year: Filters the display by the current year. ex (01/01/2012 - 12/31/2012) b
o this month: Filters the display by the current month. ex.(09/01/2012 - 09/30/2012)

o this week: Filters the display by the current week Sunday thru Saturday. ex.(09/09
12012-09/15/2012)

o custom: Displays the Date Pickers which allows you to set a custom date range. Use
tha lindatg Dicnlaw in fillgr ha fha datg nickare
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4. The Department Task Report will give you a list of employees in | ™ InspectionReady
the Department Laboratory. It will also show you if the employee
has been assigned any tasks.

»

In this example, we have two employees in this department. Kim
does not have any tasks assigned to her and Barbara Dodd does.

To change the Department, select the Change link. :

et

5. In the Choose a Department window, change to a new Department | cnoose abepartment
by choosing Select. Laboratory is the Department in this example.
-3 Departments i Department i
[#-[] Laboratory (3 Laboratory Select
. O maintenance Select \
(3 Nursing Select
[ patient Services Select
0 phamacy Select
O resource Management | select
Click a 'Select' link to choose a D;panmnl
6. The Date Range is also modified in this area. This is especially ™ InspectionReady o
helpful if multiple tasks are assigned out. In this view, the year |
3/13/12 - 3/13/13 is the view. You will see that at this time, no _
tasks have been assigned for 2013 for Barbara Dodd, but have been
for 2012. A

Select the Red icon. M
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Since we asked to see the task for Barbara Dodd, InspectionReady
automatically took us to the Employee Task Report.

These are the entire tasks that have been assigned to Barbara Dodd
for 2012. The header describes the contents of the table.
>

By looking at the colored icons on the left, you can quickly see the

Employee Task Report

ISHIUI Assignment Period Subject Document Email
Soarch Stats e
1] B0 - 0831012 CAP Checkist WA 245-335-000 QUALITY CTRL 7
Do OROTA01Z - (BRI CAP Chicist WAL ME-338.000 QUALITY CTRL 8
1] 0BDR01Z - D831 CAP Checkist WAC 245-335-000 QUALITY CTRL 8
08152042 - 09142012 CAP Checidist WAC 246-038.080 QA
DBASZ01Z - (RN4Z01Z CAP Checilist WAC 245-338.070 RECORDS §

00012012 - 1001202

Contral Campus.

Gen Lab Guideings

D
O 09012012 - 10012012 Central Campus WAC 246-338-070 RECORDS &
status of each task. Red = Overdue, Yellow = Due Soon, Green = B poHrGbiE otz CabLab o
Ready, and Green = Complete. 5 s e i
D 04012012 - 05012012 CAP Chachast WAL 246-238-070 RECORDS &
. . 9 04012002 - 050102 CAP Checknst WAL 2405208080 QA
To better manage a long list, you can also use the Search function
for Status, Subject, and Document. Type in Complete for Search
Status and Select Search.
InspectionReady will then modify the table to show only the [ InspectionReady h
Completed Tasks. [ e |
You may also Select the Show Only Overdue Tasks box to see just cmomers e poon] ;,.. s =
the Overdue Tasks. S o oo o
- IPr——
i o i
. s o
o O Con L
-] Core L Rl
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9. In this example, Barbara has a significant number of overdue tasks Bzeioyes Dot Mper o i s
| Status. Subject
listed in the Employee Task Report. Sectch Stas “Seachswed |

| | DLT12012 - 0012012 foest

05017012 - 05042012 Barnar Dodd
This report may be printed or saved by selecting Download PDF. i TSI GAP Checs E

OTR20N2 - 0TA2012 CAP Checris! WAC 246308020 LICENSURE
070202 - OTA2012 CAP Checis! WAL 246-338-050 PROF TESTING 1
OTOIR0N2 - 072012 CAP Checiis! WAC 246338060 PERSORNEL 3
OTON20NZ - 072012 CAP Checidst WAC 746-338-070 RECORDS 1
OTOL0T2 - 0TA1D012 CAP Checios! WAL 246-338 070 RECORDS 2
OTR0N2012 - 073172012 CAP Checiost WAL 245338070 RECORDS 3
OTOL2012 - 0TF31/2012 CAP Chetidst WAL 246-338-070 RECORDS 4
OTRARNZ - 0T/32012 CAP Checidest WAL 245-338-070 RECORDS 5

0 OTOTRNZ - OTA20N2 CAP Checkist WAL 246-336-070 RECORDS &

. OT0N20M2 - 072012 CAP Checiis! WAC 246-338-070 RECORDS T

0. OTA0N2012 - OT/32012 CAP Checidst WAL 246-338-070 RECORDS 8

o 0 07002 - 07312012 CAP Checidest WAC 246-338-070 RECORDS 9

o TR - 0TER01Z CAP Checiist VIAC 245-338-080 DA

0._ 070202 - OTA2012 CAP Checiist WAL 245338080 QA 1

. 0 QT2 - OTE1/2012 CAP Checidst WAC 746.338-080 QA 2

0. OTNRONZ - OTAR012 CAP Chiecxist VAC 245-330-000 GA 3

10. Select the X when done.

Employes Task Report

Employee: Barbara Dodd (04/01/2012-03/01/2012)
Filters:

Date Printed: 05/13/2012

‘Status Assignment Period Subject [Document
Crverdue (050272012) 04/01/2012 - 05012012 guest Wenipunciure DO
Crwerdue (0504/2012) 05/01/2012 - 05042012 Barbara Dodd Exam5
Crverdue (0T/312012) 07012012 - 077312012 CAF Checklist (5]
Overdue (07/312012) 07/01/2012 - 077312012 CAP Cheacklist WWAC 246-338-020 LICENSURE
Owverdue (07/3112012) 070172012 - OT/3 12012 CAP Chacklist .\V&C 246-338-050 PROF TESTING 1
Orverdue (07/312012) 0702012 - 073 M2 CAP Chackdist IW&C 2456-338-050 PERSONNEL 3
Crverdue (07/31/2012) 070172012 - 077312012 CAP Chackist .Wlt'. 245-338-070 RECORDS 1
11. Return to the Department Task Report mini color bar. ¥ InspectionReady AN W o
Select the date range of this week. . .
mi ELIE]

Vo Laparie ER e
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12. There are only two employees for this department and only

Department Task Report Laboralory (08162012 - 0HZ22012)
Barbara has tasks for the current week. Select the Green icon. Employee wria- w22
o -
Kim Thomas
13. | Again, InspectionReady provides a table of tasks assigned to Empioyee Task Report Barbara Do0d (09/1672012 - 08/2272012) ! pounioan e
Barbara for the current week and shows the status of each. status Assignment Pariod____ Subject Document

Search Status Search Subject Search Document

2] DOMA2012 - 1000172012 Central Campus Gen Lab Cuidelngs

) ORO12012- 10/01/2012  Central Campus WWAC 246-338-070 RECORDS 6

0817/2012 - 101772012  Core Lab chean

0972012 - 101772012 Core Lab Inventony

) OB2BR2012 - 0372012 Cofe Lab Revision1

2012} OB32012 - D2V2012  Cové Lab Review(2

14, InspectionReady will also show which employees are separated. By
default, employees that have been separated before the current Department Task Report
day do not show up.

Feedback | Help

Department*

Laboratory change

Date Range®

this year this month this week custom
09M6/2012 - 0Q/22/2012

Show Separated Employees
ONOFf e
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