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InspectionReady

Review — Employee Task Report

Step

Action

Navigate to the Review Tab.

On the left you will see four mini color bars. These mini color bars

are available for the Admins. The Employee wil
the Employee Task Report.

Note the Employee Task Report mini color bar.
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Select and expand the Employee Task Report mini color bar.

Click on the Help link.

Feedback | Relp

Employee \

Barbara Dodd change

Date Range*
this year this month this week custom
03M17/2012 - 03/17/2013

Show Only Overdue Tasks
O onvofr

IR Quick Reference Review — Employee Task Report




v InspectionReady

The Help link contains useful information to guide the user
throughout InspectionReady. Help also gives you
definitions/guidance for this section.

Select the appropriate link to review the Quick Reference Guide or
to preview the video Tutorial for this section.

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

Employee Task Report

Employee Task Report/

-] Emplovee Tasks List (PDF) # | Employee Tasks List (Video)

The Employee Task Report is used to display tasks that are assigned to a single employee.

m

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)
o this menth: 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
/2012-09/15/2012)

o custom: Displays the Date Pickers which allows you to set a custom date range. Use
the Update Display to filter by the date pickers.

o Update Display: The Update Display button will refresh the right side of the screen
with the changes you make to the drop downs.

Select the Employee Task Report mini bar.  InspectionReady- e o
|
[ — bl
Configie Lavout |Empicree 2% 012 &
-'.||:|»'|ne||l Task Report [show]
. )
The Employee Task Report provides a table of tasks assigned to the oy kgt it e B

employee you have selected. Currently tasks for Barbara Dodd are
displayed but another employee may be selected.

Select Change.

Search Subgect Search Document

DUOAOZ - CXO2A012 Dand Melens Vempurcture DO
DUDI01T - CIOLI1T Dantka Lesser Verpuncture DO
01032013 - CAO2T0NE Emma Raney Verpurcture DO

Empicyue
TR DUDLE0NZ - CRRE0NE Camile Dikerson venpurciure DO

12 OUOAZONT - CAIIONS Lo Fraeriras eapuire lure. £

Date Range"

OUBIENT - CINO1T Chet Tayier Wanpurctune DG

012 OUDIR01I - DEN2R01Z Dayl Banks Vempurciuns DO

S Sty Cvardue Taske OUDVE0NZ - CRU2ENZ Cirin Kistn

venpurclure DG

Venpunchure DO

D1D3E013 - 0202012 Brian Condon
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6. In the Employee Search window, begin typing in the employee’s Employee Search
name in the Full Name box.
Full Name
) .
User Name

| ————

7. Tracy Bell is the name in this example. Employee Search
Select Save Changes. Full Name User Name: TBell
Tracy Bell Full Name: Tracy Bell

Email Address: tbell@staffready.com
Department: General Lab

User Name Job Title: Lab Manager
Hire Date: 11/26/2011

“
8. These are the tasks assigned to Tracy Bell for the current year. One | o5 cunenm S
is overdue, three are ready, and several are complete. — s Asvarmeniperca  tubit ossumen Emaa
m | Seasch Stahs So Subject : h Docy ——y Em
O e pagacy 12012 - DATAROIZ  Tracy Dell HF: Poicy
. [ o h.wasﬂm? Core Lab Requistion foms
Select the Overdue link. o D S
ruigig 0= 0R2AI012. 10232012 CoreLab Fetention
b,.“n,,m. Qo IR0 - OIENE12  Tracy Bed Instrument Exam
_ ] OAZIENZ. 0AZIZNZ  CoreLab Fievesion!
° CRDA0N2 - CBIA012 Core Lab Foaviow(2
PE— ] i e i
o ° y .n.e;-sn.rsm?.-m?l;',m.? Cnll-L:m M‘ -
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9. In the Task Details window, details of this task are now displayed.

Select X in the upper right-hand corner to close.

Task Details

How long do | have to complete this task?
This task is overdue and was due 23 day(s) ago on 08/24/2012.

Why is this task's status Overdue 7
The status of this task is Overdue because it was not completed before it was due. The task was due on
08/24/2012.

Who assigned me this task?
This task was assigned to you by [Unavailable] and started on 08/21/2012.

Why did | get this task?
Employees who are members of Employee got this task.

10. You may look at the tasks for the date range of this year, this
month, this week, or select a custom range.

Selecting the box for the Show Only Overdue Tasks, Inspection
Ready will show only the overdue tasks for the date range you
selected.

Feedback | Help
Employee
Tracy Bell change
Date Range*

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

Show Only Overdue Tasks
O onroft
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