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StaffReady Competency allows you to define Skillsets and all of its associated components.
When an employee is assigned that skillset, all the parts of that skillset are automatically
rolled out. From there, managers can gain a system-wide perspective in real-time regarding
the status of their overall competency assessment program. Employees themselves also
always know the real-time status of the tasks they have due in their own employee profile.

StaffReady Competency also manages rotating dates and competency windows, keeping
organizations on top of the many due dates that come and go for employees and the
organization throughout any given timeframe.

Your employees will also know that the burden of keeping track of when their qualifications
need to be renewed is no longer solely on them.
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Skillsets and Employees User Guide
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To begin setting up a Skillset, navigate to the Setup tab of the Competency Module. Select
Skillsets (Yellow box, Figure 1) and then the Add button (Orange box, Figure 1). You can also
select the New link. (Blue box, Figure 1)

‘ #ﬁ Setup
IE 1IEJL& All Clinics
Find Skillset (Folder) Find Feedback© Help@ Audit [
dit
+# All Clinics
+)-am ZClinic Staff Pi d Updat:
inic Staff Procedure Update Folder 14 Within
All Clinics [top level]
Folders
< Folder id New
No Results Found
Skillsets
< Skillset Id Skillset Name Type Description Status New
Filter |F\I'*r Skillset Id | |F\\ter Skillset Name | |F\\te\ Type | |F|\te\ Description Filter Status
A1C A1C Afinion CLIA A1C Afinion Publish
BB Aby Screen w/ortho gel BB Aby Screen w/ortho gel ~ CLIA BB Antibody Screen w/ortho gel Publish
Figure 1

This will open the Add New pop-up window. (Figure 2) Select the Skillset side tab. Next,
select the Skillset Type (CLIA, One Time, or Working Task). The CLIA skillset type means that
new hires will receive initial, six month, and one year assessments occurring annually going
forward. The One Time skillset type is useful for assignments that only need to be completed
once and do not need to meet CLIA requirements for new hire assessments. Working Task is
useful for assignments that need to be completed in a recurring manner and do not need to
meet CLIA requirements for new hire assessments.

Enter a Skillset ID, a Skillset Name, if applicable, and a description of the Skillset. We
recommend that the Skillset name be the same as the Skillset ID for consistency. It should be
noted that the Skillset ID must be unique on the license and cannot be used for other
Skillsets. When finished, select the Save Changes button. Once created, the type of Skillset
cannot be changed.

Note: If the Working | _
Task Skillset Type is | Skillset
selected, a new | e
dropdown will | Siist Type* Repeat* G
appear titled Sakerid © : st e
Repeat. You can | L l |
select the recurring Descripton
pattern for the |
Skillset from here. Save changes

Figure 2
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If you would like to clone an existing Skillset, navigate to the Setup tab, locate the Skillset
you wish to clone, and then select the Add button. (Yellow box, Figure 1)

-ﬁu Setup
IEF 1 S A1C Afinion
Find Skillset (Folder) Fin Add q
- Skillset +
= All Clinics
*-& A1C Afinion
#-& BB Aby Screen w/ortho gel Skillset Employees +
*-& BB Crossmatch w/ortho gel
Figure 1

From the Add New pop-up window (Figure 2), select the Clone Skillset side tab. Enter in the
Skillset ID. It must be unique and cannot be the same as the Skillset you are cloning or any
other skillset on the license. Enter in the Skillset Name. We recommend that this be the
same as the Skillset ID for consistency.

Enter in a Skillset Description Rk X
if applicable. Any field left

blank will be filled with the s
cloned information if it was Blorre Alm Az
filled in on the original B -
Skillset. The Cloned Skillset B = e

will be the same type as the L
original and it cannot be —
changed. If you need to —
change the parent folder,
select the Change link. This
will open the Move Skillset
pop-up window. (Figure 3)  Figure 2

Clone Skillset

g
]

Save Changes

Locate the folder you want
the cloned Skillset to reside

in and then click the Select
button Move Skillset

Current Selection: @ ARC > & BioFire Film Array

Note: When cloning Skillsets, all
Skillset Employees, Requirements,
Levels, Skillset Managers and Skillset
Messages will be cloned to the new
Skillset. Assessment Periods are not
copied during the cloning process. ol select
Requirements are not duplicated but "19ure 3

are shared with the original Skillset.

| Find Skillset Folder | Find

Click a destination folder

=) [ [top level] Select

- ARC Select
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To edit an existing Skillset, open the Skillset color bar for the one you wish to edit and select

the Edit link. (Yellow box, Figure 1)

Setup

e}
& A1C Afinion
i
[eing siier Foigen ] | ina | ado Skillset
=)t All Clinics
* & A1C Afinion
*-& BB Aby Screen w/ortho gel
*-& BB Crossmatch w/ortho gel
*-& BB typing w/ otho gel Skillset Id*
*-& Blood Film Prep A1C Afinion
*-& Blood Film Prep/Stain .
*-& Bone Marrow CPOHE(UOH (MG) Within
All Clinics
*-& Capillary
#-& CLIA Director Sign-off Description
¥ & Clinitek Advantus A1C Afinion
*-& Clinitek Status
*-& Crvstal Analvsis

Feedback® Help® Audit ¥

Skillset Name
A1C Afinion

Assessment Period
Annual

m

Type

CLIA

Status View History

Publish (06/08/2015 10:46:57)

Figure 1

The color bar will update to allow you to make changes. (Figure 2) You can adjust the Skillset
ID, the Skillset Name, the Description, and you can view the history of the the Skillset.

As before, selecting

Feedback © Help @

Skillset Name @ Type

BioFire Film Array CLIA

Assessment Period Status View History

Annual Publish (01/30/2020
05:42:53)

the Within link (Yellow SKilbot
box, Figure 2) will

the Move Save Changes Cancel‘ Delete
open
Skillset pop-up
window and allow you
to adjust the parent A
folder the Skillset is Description ®

pi

Currently in‘ BioFire Film Array

You can also delete a

Figure 2

Skillset by selecting the
Delete button. If the
Skillset has already been
published, it cannot be
deleted. (Figure 3)

If you need to remove a
published Skillset,
please contact our
Technical Support team.

©2023 StaffReady. All rights reserved.

Delete Skillset b 4

Skillset Id
BioFire Film Array

This skillset cannot be deleted because it has |

already been published.

oK ‘

Figure 3
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To create a new Folder, first select the Setup tab and then select the Add button. (Yellow
box, Figure 1)

o

&+ Setup
—— e s
— "W All Clini
== Clinics
Find Skillset (Folder) Finc || Add Feedback® Help @ Audit ]
Edit
+-# All Clinics
+-mm ZClinic Staff Procedure Update Folder Id* Within
All Clinics [top level]
Folders
< Folder Id New
No Results Found
Skillsets

Figure 1

This will open the Add New pop-up window. (Figure 2) Enter a name for the Folder and
then select the Save Changes button.

Add New X

EZBN  Folder

ARC

Folder* ®

Save Changes

Figure 2

If you need to change the parent folder, clicking the link below Within (Yellow box, Figure
2) will open the Choose Skillset Folder pop-up window and allow you to change the
parent folder of the folder you are creating. (Figure 3)

As before, click the Select button next to the

parent folder you want your folder to be under
hierarchically.

Current Selection: @ ARC > il [New Folder]

Find Skillset Folder Find

Click a destination folder

= [top level] Select

¥V ARC Select

- Core Lab Select

- Justins Integration Select

-l Pharmacy Select

- Radiology Select
Figure 3
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First select a Skillset Folder you wish to delete and select the Edit link. (Yellow box, Figure 1)

*ﬁ Setup
@ All Clinics
Find | Add Feedbadk © Help® At
Edit
@ All Clinics
+# ZClinic Staff Procedure Update Folder Id* Within
All Clinics [top level]
Folders
4 Folder Id New
No Results Found
Skillsets
Figure 1
Select the Delete button (Figure 2) to remove the Skillset folder.
ﬁa Setup
i All Clinics
Find | Add Feecback© Help® Audtl®
_ Save Changes || Cancel Delete
+ - All Clinics
+)-#m ZClinic Staff Procedure Update
Folder Id* © Within
Folders
< Folder Id New
No Results Found
Clilleate
Figure 2

If the Skillset folder you are trying to delete contains one or more Folders and/or Skillsets, you
will see an error message (Figure 3) that the Folder cannot be deleted. Associated Folders or

Skillsets must be moved, deleted, or archived in order to proceed.

If the Folder you are trying to delete
does not contain other Folders and/or
Skillsets, selecting the Delete button
will complete the process. You will not
be asked to confirm the deletion of
the Folder.

©2023 StaffReady. All rights reserved.

Delete Skillset Folder X

Skillset Folder Id
ARC

This skillset folder cannot be deleted because it
contains one or more child folders or skillsets.

OK

Figure 3
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Now that you've created a new Skillset, you need to add Employees to it. Navigate to a
Skillset in the Setup tab of the Competency Module, and select the Skillset Employees color
bar. (Yellow box, Figure 1) Select the Add Employees button or the New link (Orange box,
Figure 1) if you're adding an existing employee or creating a new employee from scratch.

ﬂﬁ Setup
& A1C Afinion
Find Skillset (Folder) Find || Add q
Skillset +
=)@ All Clinics
* & A1C Afinion
*-& BB Aby Screen w/ortho gel Skillset Employees —
*/'& BB Crossmatch w/ortho gel
*-& BB typing w/ otho gel Feedback© Help®@ Audit@]
*-& Blood Film Prep
*& Blood Film Prep/Stain £ Add Employees
*& Bone Marrow Collection (MG)
& Capillary T ehoror A Laboratory A MLT: L:a:g_nr 2 CLs: L MLT: L:;dMLT— N‘\'; YeLT: MJ; h‘iLS: h:; L‘:T:
P CLiA Director Sign-off MA X " |[cere £ MLT X || Ridges Rid es‘ Oxboro Oxboro Oxboro Gropve GVO?/G Groﬁ\)/e
& Clinitek Advantus Technician X Clinic % B Clinic % Clinic % )
+-& Clinitek Status Clinic % Clinic % MC X MC X MC
#-& Crystal Anal
o Z ng e Employee Skillset Start Date A Department 2 Job Title ®sSchedule New
#-& FERN Search |Em;:\oyee | |AH V‘ |)eparm*er*t | |J:b Title | |Sd“edu\e
Flm hrE ieon
Figure 1

If you selected Add Employees, this will open the Add Employees pop-up window. (Figure 2)
You can search for employees to add by Department, Schedule, or Job Title. You can choose
to view all employees in each category and select either all employees or individual ones
depending on your needs.

Selecting the Continually Add All link will ensure that any new and existing employees
added to the Department, Schedule, Job Title will be automatically added to the Skillset
going forward.

Department

| Find Department | Find

Department Employee Count

+-8A Clinic 7 View Add All Employees Continually Add All

+-8r Core Lab 98 View Add All Employees Continually Add All

+-&# Inpatient Pharmacist 29 View Add All Employees Continually Add All

+-&# Inpatient Technician 30 View Add All Employees Continually Add All

+-&8 North Main 1 View Add All Employees Continually Add All
Figure 2
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Selecting New will open the Add Employee Wizard. Begin by typing the employee’s name
into the search field. (Yellow box, Figure 1) Select the Next button when done.

Add Employee Wizard X

Enter the Name, StaffReady Login Id, or Employee Id of the employee you would like to add to the skillset.

SEARCH Q |

Next> || Cancel

Figure 1

If that employee already exists, the system will display their name and their relevant

information. (Figure 2) If the search returns no results, select the Create New Employee
button. (Yellow box, Figure 2)

Add Employee Wizard X
‘ You Searched For: Barb

Similar Employee Data Found: ®
Employee Login Employee Id Department Email Schedules
Barbara Dodd BDodd BDodd Core Lab bdodd@staffready.com 2 Assigned Choose
Barbara Higgins BHiggins BHiggins Inpatient Pharmacist 3 Assigned Choose

Not seeing the employee you are looking for above’ | Create New Employee

< Previous Cancel
Figure 2
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Enter information within the required (marked with red asterisk) fields. Select the appropriate
Department. (Yellow box, Figure 1) When you are finished, select the Next button. You can
also select Finish if you wish to do the rest of the setup process at a later time.

Employee Information

Add Employee Wizard X

Full Name

StaffReady Login Id
fors ——— n

Department *

Contact Information

Employee Hire Date * Employee Id *

™ E—
Password * @ Require Password Change
SdtNMzgK3 t3

Job Title @
G | H

Note: Selecting Finish at
any point in during setup
will complete the process
of adding a newly created
employee to a skillset. It
will create default
information for any field
left blank.

Email Address Phone Number
Choose phone type ¥
< Previous | Next> || Cancel Finish

The system will check for duplicates within the pool of existing employees and will highlight
them so that no work is duplicated unnecessarily. (Figure 2) Select the Next button to
advance to the next section.

Add Employee Wizard X
No duplicate employees were found in the system. Click the 'Next' button to have the option to notify the
employee that they were added to the StaffReady system, or click the 'Finish' button to close the wizard and
add the employee to the StaffReady System.
Information Entered:
Name Login Employee Id Email
Fred Norris FNorris FNorris

< Previous || Next > || Cancel Finish

Figure 2

©2023 StaffReady. All rights reserved.
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To conclude adding a new employee, you have the option of sending an email notification to
them with their Skillset and login information.

Enter in the recipient email and then select the check box to ensure that a notification is sent
to the recipient. (Yellow box, Figure 1) A message will automatically populate in the body

section of the message but you can customize it if you wish to. When finished, select the
Finish button.

Add Employee Wizard

‘

Summary Notification:

Recipient: o

| ] Send to recipient
Subject:

|Your new StaffReady account is ready
Body:
Hello Fred Norris,

Welcome to StaffReady!
We have set up an account for you.

To login to StaffReady, please follow the instructions below.

1. Go to www.staffready.com
2. Select the Login button in the upper right-hand corner of the web page.
3. Enter your login information

License: SRDemo2

Username: ffred

Password (case sensitive): F8y635xgG

< Previous H H Cancel H Finish

Figure 1

The selected employee will now be added to that Skillset and will appear in the Skillset
Employees color bar for that Skillset.
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To remove an employee from a Skillset, first navigate to the Skillset Employees color bar and
locate the employee you wish to remove. Select the Change button next to their name.
(Yellow box, Figure 1) Note: The button will say Remove unless there are multiple Levels on

the Skillset wherein it will appear as Change.

Skillset Employees
Feedback © Help @

Audit [

£ Add Employees

Employee Skillset Start R Department 2 Job Title ® Schedule Level New
Date
Search Employee | |AII V‘ |Dopm’r‘nm' | |Jm> Title | |Srhfw':t,\o | |\ evel |
Adrian Osborne  01/16/2020 Day Shift Core Lab ESR Change
Alyssa White 01/16/2020 Inpatlgr?t Inpatlgnlt ESR Change
Technician Technician
Andrea Charles  01/16/2020 Radiology Radiology ESR Change
Andrew Smith 01/16/2020 Core Lab ESR Change
Figure 1

This will open the Skillset Settings pop-up window. (Figure 2) If there are not multiple levels,
the employee will just be removed. Select the Remove Employee button. If you wish to
retain the employee but change the level, you can also do that from this window.

Skillset Settings X

Employee: Adrian Osborne
Skillset: Auto-Sed 2000

Choose a new Level

Level Description
O] ESR Basic
O Basic Basic

Save Changes Remove Employee

Figure 2

©2023 StaffReady. All rights reserved.

Note: If the employee
is part of a pin and is
removed, they will
have an Excluded tag
displayed in the
Skillset Employees

color bar.
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If you wish to discontinue the Continually Add All Pin and prevent employees from
automatically being added to a Skillset, first navigate to the Skillset Employees color bar.

(Figure 1)

Find skillset (Folder) Find || Add

=)l All Clinics
+-& A1C Afinion
*'& BB Aby Screen w/ortho gel
# & BB Crossmatch w/ortho gel
*-& BB typing w/ otho gel
*-& Blood Film Prep
* & Blood Film Prep/Stain
*-& Bone Marrow Collection (MG)
*-& Capillary
*-& CLIA Director Sign-off
*-& Clinitek Advantus
#-& Clinitek Status
#-& Crystal Analysis
+'&ESR
* & FERN

#-= hec IcOn

o

# Setup

& A1C Afinion

Skillset

Skillset Employees

£ Add Employees

Feedback® Help® Audit[¥

2 Laborator)
2 Laboratory v
VIA X Care

Technician X

2 LT £ (ki

Leaad:
2 MLT Rid|

Clinic
X Clinic %X

Employee

2 CLS:
Oxboro
Clinic %

2 MLT:
Oxboro
Clinic X

2 MLT- 2 MLT:
Lead Maple
Oxboro Grove
Clinic % MC X

Skillset Start Date JfDepartment

2 |ob Title

2 MLS: L ICT:
Maple Maple
Grove Grove
MC % MC %

® Schedule

Search |Emp\oyee I

IAll V‘ IDeparm‘ert

] [obTitle

|Sd*edu\e I

Figure 1

Departments, Job Titles, or Schedules that are set to ‘Continually Add All" will be

highlighted as a Pin beneath the Add Employees button. (Figure 2)

Select the X within that Pin to delete it. Deleting a Continually Add All Pin will revoke all
competency assessments that haven't been started for every employee added by the Pin.
Employees added manually that are associated with the Pin will remain. However, adding
the Continually Add All option again will restore every employee and all competency
assessments back to their previous state.

Skillset Employees

Feedback© Help® Audit|
£ Add Employees
2 MLT-
% Laborator L Laboratory A MLT: Leaad: L CLS:
e Y care 2 MLT X || Ridges Rid es. Oxboro
Technician X Clinic % = Clinic X
Clinic X
Figure 2
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To edit an employee’s profile from the Competency module, navigate to the Setup tab, select
a Skillset, and then select the Skillset Employees color bar to expand it. (Yellow box, Figure 1)

22 Competency

& Skillsets

@ All Clinics
& A1C Afinion
[#-& BB Aby Screen w/ortho gel
& BB Crossmatch w/ortho gel
& BB typing w/ otho gel
#-& Blood Film Prep
& Blood Film Prep/Stain

VW View: B vanage

& A1C Afinion

>
#ﬂ Setup ‘ Dashboard

/' Skillset

</ Skillset Employees

+/  Requirements

@2 Dana Marra Callackinn (MEY

Figure 1

Select the Employee link (Yellow box, Figure 2) to open the Edit Employee pop-up window.

(Covered on page 16)

©2023 StaffReady. All rights reserved.

+/  Skillset Employees -
Feedback© Help® Audit
’ £ Add Employees |
Employee Skillset Start Date E# Department 2 Job Title ® Schedule New
Search | |Emp|oyee | |AII V‘ IDepartment | |job Title | |Schedu|e |
) 03/26/2021 (New ) Core Lab, Pharmacists,

Bart D | -
art Daniels Hire) NM Pharmacy Pharmacists St Lukes
. 03/26/2021 (New -

Bob Smith ~— —  NMPharmac St Lukes Remove

mobsmtnye 22 y [ Remove

) 03/22/2021 (New
Danielle Garrett ~—. .~ Corelab CLS Core Lab, St Lukes m
Danielle Garrett - & Remove |

Figure 2
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The Edit Employee Profile window has four side tabs in which different information can be
edited.

Employee Information: You can update the Full Name, Hire Date, Employee ID, Login ID,
the employee password, and the date which the password must be updated by. (Figure 1)

Edit Employee Profile X

i Employee Information

Full Name* G Hire Date* ® Employee Id* ®

IBart Daniels | |01/17/2019 | 7 IBDaniels |
StaffReady Login Id* ® Reset Password ® Require Password Change* ®
[BDaniels | [ | [01/26/2029 | 621
Department* ® Job Title ®

NM Pharmacy Pharmacists

Save Changes Separate Employee

Figure 1

Contact Information: Enter in an email address and/or a phone type and phone number and
then select the Add button to save that information. (Figure 2) The phone type can only be

set up by an organization admin. The phone dropdown will only display the phone types
that have been added.

Edit Employee Profile X

LRI Contact Information

(o T ———— New Email Address* ©
[ | Add
No Results Found
Phone Type* ® New Phone Number* ®
(123) 444-5555 | Add

No Results Found

Figure 2
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Schedules: This section will only display if you have the Scheduling Module included in your
license. In this section, you can view the Schedules the employee is assigned to. You can
also edit how their name appears on the schedule by editing the Name on Schedule field
and then selecting the Save Changes button. (Figure 1)

Skillsets: This side tab .
Shileets Thie S0
Skillsets assigned to the Schedules

Em ployee ) (Flg ure 2) Schedule Id Schedule Start Date* Name on Schedule*

|
T save changes |
. . Schedules
The Sklllsets dlsplayed m Pharmacists i3] Save Changes |
will only be those that St Lukes [ze0a @ Save Changes

you manage, not all
existing Skillsets.

Figure 1

This includes the Skillset
ID, the Skillset Level ID,
and the Skillset Start Skillsets

Date. Contact Inf . Skillset Id Level Id Skillset Start Date
Access 2 (PSJH-E) Basic 05/11/2021 change
ACL Series (PSJH-E) Basic 05/25/2021 change

The Skillset Start Date Alcor I-sed (PSJH-E) Basic  04/30/2021 change
can be modiﬁed to AU Systems-Beckman C. (PSJH-E) Basic  05/11/2021 change
either today’s date to Dilutions (PSJH-E) Basic  05/26/2021 change View Training Assessment Date
1
the employee's Hire DxH Series (PSJH-E) Basic 05/25/2021 change
Fiske Osmo (PSIH-E) Basic  04/30/2021 change

Date, or any date you
specify. (Figure 3)

Occasionally, you may

Figure 2

also see a View Training
: r—
Assessments link.

save Changes

(Yellow box, Figure 2)

Selecting this will open Figure 3
the View Training

Assessment Dates pop-
up window. (Figurep4)p View Training Assessment Dates X

This will display the

IS ) Training Six Month One Year
Initial, Six Month, and
One Year training dates 05/26/2021 10/26/2021 04/26/2022
for CLIA assessments.
This will only apply to '
CLIA type Skillsets. Figure 4
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This concludes the User Guide for Skillsets and Employees. We hope that this has given you
a better understanding of this feature and how it functions within the Competency module.

For more focused Guides on the functions and features discussed in this document, please
check out the linked Guides on this page for supplemental reading.

For further assistance, please contact our Support Team directly.
Our service hours are Monday through Friday, 6am to S5pm PST.
Phone: 1-877-229-5230

Online Support Form

Related Topics

Please select any link to skip to that topic.

‘Skillset Levels ‘PDF Document

‘Skillset Messages and Managers ‘PDF Document

| |
| |
‘Requirements and Requirement Folders ‘ ‘PDF Document ‘
| |

‘Publish and Restart Assessment Periods ‘PDF Document
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