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The Job Groups Perspective allows you to create job groups which you can then assign
characteristics to. Job Groups contain managers, job descriptions, job titles, job
competencies, documents, and training checklists and you can customize which
characteristics are included in each Job Group that you create.
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Job Groups Folders

Selecting the Job Groups perspective and a Job Groups folder will allow you to edit setting

for the Subject, any Sub Subjects, or any Job Groups which are below the primary Job Group
in the hierarchy tree.

1/ Readiness
Ex il Schedule Jobs
s
Feedback© Help® Audit
=) i Schedule Jobs Subject +
492 Blood Bank Tech
4 I WellSpring Pharmacy
6 Sub Subjects all within hierarchy under selected subject +
6 JOb GI’OUDS all within hierarchy under selected subject +

Figure 1

Subject Color Bar

Selecting the Subject color will allow you to edit setting for the Subject including the Subject
ID, the Template Description, and the Folder (Within) it resides in. Selecting the blue link
(Green box, Figure 2) will allow you to adjust the folder hierarchy.

Subject

Feedback© Help® Audit [¥]
Save Changes H Cancel | Delete

Subject Id * Within

Schedule Jobs [top level]

Template Description

Morning Shift Group

Figure 2
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Sub Subjects Color Bar

Selecting the Sub Subjects Color Bar will allow you to view all subjects beneath a parent
subject folder.

Selecting the blue subject link will open that subject and its included folders.

6 Sub Subjects all within hierarchy under selected subject -—
% Subject < Parent Subject + Framework + Framework Version
Search 1 records.. Search 1 records.. Search 1 records.. Search 1 records..
WellSpring Pharmacy. Schedule Jobs
Figure 1

Job Groups Color Bar

Selecting the Job Groups Color Bar will allow you to view all job groups contained beneath
a parent subject folder.

Selecting the blue subject link will open that job group and its requisite color bars.

e JOb Groups all within hierarchy under selected subject L
< Job Group < Parent Subject + Description
Search 6 records.. Search 6 records.. Search 6 records..
Blood Bank Tech Schedule Jobs
Director

WellSpring Pharmacy

Interns WellSpring Pharmacy

Leads WellSpring Pharmacy

Management WellSpring Pharmacy

Phlebotomist WellSpring Pharmacy

Figure 2
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To create a new Subject, first navigate to the Readiness tab, and then select the Add button.

(Green box, Figure 1)

Search Tree

[find || acd |

- i Schedule Jobs
492 Blood Bank Tech

il Schedule Jobs

Subject +

&' Readiness

Figure 1

This will open the Add
menu. (Figure 2)

You will be able to
choose between creating
a Subject or creating a
Job Group.

To create a new subject,
enter a Subject ID and
then select Save
Changes. Your newly
created Subject will now
appear in the tree menu.

To create a new Job
Group (Figure 3), first
ensure that the job
group you're creating is
in the correct Parent
Subject (Green box,
Figure 3).

Select the link will open
the Select Subject Menu
(Figure 4) and you can
choose the correct
parent if needed.

Next, enter a Job Group
Name and a description
if needed, and then
select Save Changes.
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£ Scheduling

42t Job Groups -
[searchiree ] [Find || Add |
=) i Schedule Jobs

|42 Blood Bank Tech

8 WellSpring Pharmacy

Save Changes

[al Fal [

Figure 2
StaFFReady Parent Subject *
i Scheduling V' vifll job Group
-
[Seorcnree | [ina|[ A | —
i Schedule Jobs y
|42 Blood Bank Tech
& 8 WellSpring Pharmacy L‘
L‘ Save Changes
Figure 3

Select Subject X

|
1 Current Selection:
|

| Find Subject ] Find
-l Schedule Jobs Select
W WellSpring Pharmacy Select

Figure 4
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Selecting an individual Job Group for example Blood Bank Tech as in the example below
(Figure 1), will allow you to view, add, and edit information in each color bar.

E3 49! Blood Bank Tech
< i Schedule Jobs Job Group
48t Blood Bank Tech

+ i WellSpring Pharmacy
JobGroup Managers

Job Descriptions
o Job Titles

Job Competencies

Documents

Training Checklists

,V Readiness

Feedback© Help@ Audit )

1 manager

Loading.

5 skillset levels

1 documents

No Checklists

+ + + + + + +

Figure 1

Expanding the Job Group color bar for a given job description (Figure 2) will allow you to
edit the Job Group name, description, and the parent job group it is a part of. Selecting the
Edit link (Green box, Figure 2) will allow you to make changes. Select the Save Changes

button when you are finished.

Ex ¢! Blood Bank Tech

) il Schedule Jobs
48t Blood Bank Tech
+ il WellSpring Pharmacy

Job Group

Job Group Name *
Blood Bank Tech

Description

A/ Readiness

Feedback ©

Feedback ©

m

Within *
Schedule Jobs

Figure 2
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The Job Group Managers color bar allows you to view and set Managers for existing job
groups. You will be able to see the manager’s name, department, job title, and user ID.

(Figure 1)

Search Tree | Find || Add

=) il Schedule Jobs
48! Blood Bank Tech
= i WellSpring Pharmacy

JobGroup Managers

Name

202 Blood Bank Tech

1 manager

Department

Feedback© Help® Audit 7]

Job Title

User Id Add Manager

Search 1 records..

Search 1 records..

ISea rch 1 records..

Search 1 records..

Barbara Dodd

Core Lab

Tech Assistant

BDodd

Remove |

Figure 1

Selecting the Add
Manager button
(Green box, Figure
1) will open the Add
Job Group Manager
pop up menu.
(Figure 2)

Begin typing an

Add Job Group Manager X il

Blood Bank Tech

Search by Name

(&

xJ

* Aaron Parker
* Aaron Ramos
« Abby Griffin

employee’s name
and a list will begin
to populate.

Select the employee
you want.

The menu will
update to display
their name,
department, and job
title. (Figure 3)

Select the Add as
Manager button to
add them as a
manager for that Job
Group.
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Figure 2

Add Job Group Manager

Blood Bank Tech

Search by Name Selected Account Info

IAaron Ramos |

Full Name

Aaron Ramos
Department
SRDemo2 Approved
Job Title

[not set]

Add as Manager

Figure 3
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The Job Descriptions color bar allows you to add or disconnect Job Descriptions from a
given Job Group. (Figure 1) The color bar will display the Schedule, Job Description,
number of Assignments, and number of employees currently assigned.

Find || Add |

=) il Schedule Jobs
48t Blood Bank Tech
«) @ WellSpring Pharmacy Add }

202 Blood Bank Tech

Job Descriptions

Assignments

Employees

Search 3 records.

Regional Hospital
Regional Hospital

Regional Hospital

Tib
T2b
T3b

14 assignment(s)
7 assignment(s)

7 assignment(s)

8 employee(s)
7 employee(s)

5 employee(s)

Disconnect

Disconnect

Disconnect

Figure 1

Select the Add button (Green
box, Figure 1) to open the
Add Job Description to Job
Group pop up window.
(Figure 2)

Locate the Job Description
you wish to add. You can
search for the job description
using the search field (Green
box, Figure 2) or selecting
the plus sign next to each
department to find the
description you want.

Select the Add link to add
that job description. You can
add multiple job descriptions
at a time. Once you are
finished, select the Save
button.
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I Find a job description | Find ”

Add Job Description to Job Group b 4

Save ‘

Cancel ”

=-® Administration HR
& HRA
& HRM
& HRT1
& HRT2
& HRT3
+ O Bllling-BB
+-O® Core Lab
+ O Inland Empire

+ © Inpatient Pharmacist

Figure 2
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The Job Titles color bar
allows you to add or
disconnect Job Titles from
a given Job Group.
(Figure 1)

From here, you can
remove job title
associations from Job
Description Workers,
Training Checklist
Teams, or Job
Competencies QPs.

To disconnect, select
the Disconnect button
next to the title you
wish to remove.

To add a new job title,
select the Add button
(Green box, Figure 2)
and the Add Job Titles
to Group popup
window will open.
(Figure 3)

Select the blue Add link
(Red box, Figure 3) next
to the job title you wish
to add to connect that
job title to the job
group. You may also
select the Add All link
to add all titles from a
schedule to a group.

Ex 292 Blood Bank Tech
Find || Add Job Descriptions +
< @ Schedule Jobs
481 Blood Bank Tech y
4 i Wellspring Pharmac, y O jobritles —
had | warning (_J) socking
¢ Job Title + Within Job Title * Job Title Description
Search 3 record: carch 3 record
‘ ] '
Tech2 General Hospital Tech2 Disconnect t
Tech3 General Hospital Tech3 Disconnect
Tech 1 General Hospital Tech 1 Disconnect |
@ Job Titles Loading. —
,,,,,,, He Audit €
A
Job Description Worker ¢ Job Title < Within Job Title < Job Title Description
[search3records.. | [search 3 records [search 3 records.. ]
Training Checklist Team
Tech 2 General Hospital Tech 2 Disconnect
Job Competencies QP
Tech3 General Hospital Tech3 Disconnect
| Tech 1 General Hospital Tech 1 Disconnect
y

Add Job Titles to Group

I Find job title

| [fina |

& Department

= Emergency

& Laboratory

+

& Pharmacy
=QP

+- & Rural Clinic

Manager

- & General Hospital

% Tech Assistant

>
o
o
>
(=3
o
=

Figure 2
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The Job
Competencies color
bar allows you to
add or disconnect
Job Competencies
from a given Job
Group.

(Figure 1)

From here, you can
remove job
competency
associations from
associated Skillset
Levels.

To disconnect, select
the Disconnect button
next to the title you
wish to remove.
(Green box, Figure 1)

To add a new job title,
select the Add button
(Red box, Figure 2)
and the Add Skillset
Levels to Group
popup window will
open. (Figure 2)

Select the blue Add
link (Red box, Figure
2) next to the job title
you wish to add to
connect that job title
to the job group. You
may also select the
Add All link to add all
competencies from a
skillset to a group.

Job Competencies

cords

Skillset Folder

5 skillset levels

Feed

Level Id

Search 5 r

is

Search 5 records

Core Lab
Core Lab
Core Lab
Core Lab

Billing

Basic
Basic
Standard
Basic

Basic

Employees

Description

Basic
Basic
standard
Basic

Basic

Disconnect
Disconnect
Disconnect
Disconnect

Disconnect

Figure 1

Add Skillset Levels to Job Group b4

| Find skillset & level

| Find |

= Billing

=) & Blood Test Processing

€ Senior

® Standard

+ & Lab Equipment

+ & Requisitions

+-#l CLIA Director Signoff

+ - Core Lab

+ i General Hospital

+-# Manhattan Clinic

Figure 2
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The Documents color bar allows you add documents which are associated with Job Groups.
Employees assigned to those Job Groups will automatically have these documents roll out
to them upon enrollment. Employees will be required to acknowledge this documents by
electronic acceptance in order to be considered qualified to work a shift.

Documents No documents —

Feedback© Help® Audit¥
Add

Parent Subject Subject Classification Document Name Acknowledge

Search 0 records Search 0 records.. Search 0 records Search 0 records.. |AII V‘

No results found

Figure 1

To add a new document, select the Add button. (Green box, Figure 1) This will open the Add
Document to Job Group popup menu. (Figure 2) From here, you can select which
documents with acknowledgment tasks to add to the Job Group. As before, select the blue
add link next to the document you wish to add. (Green box, Figure 2)

Add Document to Job Group

Find document

-} & Documents
- @ GH_C
-4 Acknowledgements

=) Building Security Acknowledgement Add

Figure 2

©2026 StaffReady. All rights reserved. Page 11




Job Groups User Guide
Scheduling Module

The Training Checklists color bar allows you add documents which are associated with Job
Groups. Employees assigned to Training Checklists will automatically be sent them upon
enrollment. Employees will be required to complete the checklist before being considered
eligible for a given shift.

Training Checklists No Checkiists

Feedback© Help@ Audit ¥

Add

Checklist Skillset Skillset Level
Search O records.. Search O records.. Search 0 records..
No results found
Figure 1

To add a new document, select the Add button. (Green box, Figure 1) This will open the Add
Training Checklists to Job Group popup menu. (Figure 2) From here, you can select which
Training Checklists to add to the Job Group. As before, select the blue Add or Add Al links
next to the document you wish to add. (Green box, Figure 2)

Find Checklist Find
=l Management Add All )
=) ¥l Management Training Add All
€ WS Management: Basic Add |-
Figure 2
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This concludes the User Guide for Job Groups within Readiness.

For further assistance, please contact our Support Team directly.
Our service hours are Monday through Friday, 6am to 5pm PST.

Phone: 1-877-229-5230

Online Support Form
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