«] StaffReady

DocumentReady - Setup View
Approvers Color Bar

This reference guide provides a comprehensive overview of the options available in the Approvers color bar in the Setup View tab of the
DocumentReady module. The following process steps and instructional information are provided in this document:

* Approvers Color Bar Overview * Replace or Remove Document Approvers

e Adding a Document Approver

‘ StaFFReady A Need Help? staffreadydemotadmin ¥

#i DocumentReady W View:  FHvanoge Pk = pcvved 2 Teams

B KA EA = Loading the Automated Line

Associated Documents

HncDostiment E‘ @ @ Document Status Revision Ongoing - Waiting for Reviewers +
- Chemistry
-3 FastRead Glucometer Procedure
-2 Glucose Tolerance Procedure - 2HR @ Revision History ==
-3 Loading the Automated Line
-3 Mini Vidas
#-[2) Osmometer Procedure Document Properties =4
- General
-8 Hematology
(- Immunochemistry Reviewers +
(- Rapid Testing
)-8 Urinalysis
Final Reviewers +
Approvers +
Acknowledgment List =
Messages No acknowledgment list messages are currently turned on. +
Assigned Locations No locations assigned. =+

@ Publish History No published documents.
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Explanation of'the Approyvers Color Bar

s o
DocumentReady Ao View: @Manage oSetup == Archived ;/Teams

Find Document

©-@ Chemistry
@[3 FastRead Glucometer Procedure
-2 Glucose Tolerance Procedure - 2HR
-2 Loading the Automated Line
@-{3 Mini Vidas
@[3 Osmometer Procedure

- General

- Hematology

-# Immunochemistry

- Rapid Testing

- Urinalysis

[3 Loading the Automated Line

® Document status

Revision Ongoing - Waiting for Reviewers

@ Revision History

+/  Document Properties

v/ Reviewers

+/  Final Reviewers

~/  Approvers g

+ + + |+ +  +
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Adding Approyvers tora Document Review:

(3 StaffReady

DocumentReady v View: @ Manage Qo Setup E Archived J,‘/ Teams
[ Loading the Automated Line
Find Document Find || Add @ Document Status Revision Ongoing - Waiting for Reviewers +
C-@ Chemistry
@[3 FastRead Glucometer Procedure T :
®-[2 Glucose Tolerance Procedure - 2HR @ Revision History =+
-3 Loading the Automated Line
@[3 Mini Vidas
- Osmometer Procedure +/  Document Properties L
- General
(+-#@ Hematology
- Immunochemistry +/  Reviewers +
(- Rapid Testing
(- Urinalysis
+/  Final Reviewers +
~/  Approvers C +
v/ Approvers —
Feedback© Help@ Audit
Add Approvers
Site Approvers ®
off
Approvers
4 Name 4 Email 4 Site ‘ Add Approver
Bernadette Martin bmartin@staffready.com [not associated] | Replace | | Remove |
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Adding Approyversito a Document REVIeW,

Method One: Clicking the Add
Approver link.

1. Type the name of the desired
employee into the Employee
field, and select their name
from the auto-complete menu.

* To add the Approver
without sending them
an email notification,
click the Add Approver
Without Email button.

* To add the Approver
and generate an email
notification, click the
Generate Email link.

* Confirm the email
address, message
subject and body, and
signature, then click the
Add and Send Email
button.

() StaffReady

=4

Add Document Approver

Employee* ®

Add Approver Without Email

{}

or Generate Email

=

Add Document Approver X

Employee* @

|

ILE onard Curtis

Email Address* @
lcurtis@staffready.com

Subject* &

Add Approver Without Email

or Generate Emai <j

|

|

[

Body* @

I‘mu'v.re been invited to access a StaffReady Document

Hello Leonard Curtis,

You've been set as the Approver.

Signature* @

Sincerely,
StaffReady

Add and Send Email

Note: The name of the document will automatically added to the body of this email,

]

L\
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Adding Approvers to)a Document Review.

v/ Approvers e

Add Approvers .

Site Approvers ©®
off

Feedback© Help@ Audit

Approvers
¢+ Name % Email ¢ Site Add Approver

Bernadette Martin bmartin@staffready.com [not associated] | Replace I | Remove |

Add Employees X

~

Department
< I Find employee or department Find | .

:
A Clinic Select All Employees

!
< ®-8A Core Lab Select All Employees
f i! North Main Select All Employees

-l StaffReadyDemo Select All Employees

Show All Departments
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Adding Approvers to)a Document Review.

Department
| Find employee or department Find Show All Departments
A Clinic Select All Employees
=-iA Core Lab Select All Employees
—A& Adrian Osborne Select Employee «
—A Andrea Charles Select Employee
—A Bernadette Martin Select Employee
—A Chris Paul Select Employee
—2X Danielle Garrett Select Employee
—A Danny White Select Employee
—X Ellie Pope Select Employee
—A Ellie Sumner Select Employee
—2 Emma Bowers Select Employee
Department
| Find employee or department Find Show Only Managed Departments
-8 Clinic Select All Employees
=-A Core Lab Select All Employees
@A Inpatient Pharmacist Select All Employees
=-fA Inpatient Technician Select All Employees
-8 North Main Select All Employees
A StaffReadyDemo Select All Employees
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3 | Replace or Remove Document Approvers

Replace or’RemoyveApprovers fromia Document Review,

v FrR =
DocumentReady View: @Manage §°Setup == Archived ,.‘/Tearns

[2 Loading the Automated Line
IW @ Document Status Revision Ongoing - Waiting for Reviewers +
©-@ Chemistry
[ FastRead Glucometer Procedure
{3 Glucose Tolerance Procedure - 2HR @ Revision History B
3 Loading the Automated Line
-2 Mini Vidas
(2 Osmometer Procedure +/  Document Properties +
-l General
- Hematology
-8 Immunochemistry v/ Reviewers +
-l Rapid Testing
- Urinalysis
+/  Final Reviewers +
~/  Approvers t +
/  Approvers =
Feedback© Help® Audit
Add Approvers
Site Approvers ®
off
Approvers
¢ Name $ Email < Site Add Approver
Bernadette Martin bmartin@staffready.com [not associated] - | Replace | | Remove |
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Replace or’RemoyvelApprovers fromia Document Review,

Replace Approver X

Approver
Matt Swanson

Documents
40 (14 Published)
Showing 1 to 5 of 40

4 Document Name 4 Identifier $ Status

»' Filter | IFiIter Document Name _ IFilter Identifier lFiIter Status

Adding Documents for Review from a Flle Sprt.DOC.016 t Published t

or URL

Auto Inspect Brochure v5.0 MRKT.Print.001 In Revision

Availability Override TRAIN.PRES.005 Published

Brochure Refresh Project Plan MRKT.PHY.003 Initial Revision

Chat Applications Matrix Chat.PR.002 Published
Mew Approver

Barbara Dodd «

Replacement Method
© This document only

() All published documents _

() All documents

A changelog will be issued to the new approver for all currently published documents. These
documents must be re-approved within 3 months.

Save Changes «
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Visit Our Training Center

Additional Information Abeut'DecimentReady

To learn more about the
DocumentReady module,

please review the following o S t a F F Re a dy

documents in the Training

Media Center.
For assistance with the DocumentReady Overview & Key Concepts PDF Document
Approvers color bar or other Adding New Documents PDF Document
StaffReady DocumentRead
v i Document Status Color Bar PDF Document
features, please contact our —
Customer Support team: Revision Tasks Color Bar PDF Document
Acknowledgment List Color Bar PDF Document
6am-5pm PST Acknowledgment Tasks Color Bar PDF Document
Monday thru Friday Revision Historv Color B SDF D "
evision History Color Bar ocumen
Phone: 1.877.229.5230 Y .
Online Support Form Reviewers Color Bar PDF Document
Final Reviewers Color Bar PDF Document

— Click the Need Help? box in
StaffReady to access our online
Chat feature!

. StaffRead Need Help? | S
y
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https://mwstraining.maplewoodsoftware.com/guides/mws/finalreviewerscolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/reviewerscolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/revisionhistorycolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/acknowledgmenttaskscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/acknowledgmentlistcb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/revisiontaskscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/documentstatuscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/addingnewdocsfromfileorurl.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/overview.pdf
https://staffready.com/customer-support
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