Ready

Setup View — Competency Documents Perspective
Build Competency Checklists

This reference guide provides an overview of the setup process for Building Competency Checklists within StaffReady. The following process
steps and instructional information are provided within this document:

o Build Competency Checklists o Copy Question

o Edit Question o Delete Question

) ' Direct Observation

Sections
& Direct Observation
== '© Direct Observation v
&= Question 1 a1l 1 Point(s)
(] | Before testing, ensures specimen is properly identified with appropriate labeling.
Description = . G i e
This is the primary checklist document =l | no additional details
for the direct observation of routine
patient test performance, including Passing Score:
patient preparation, if applicable, Ca
specimen handling, processing and Comments:
testing
Document Type @ | no attachments
Exam
Points to Pass
10 of 10 (100%) &= Question 2 a1l 1 Point(s)
Edit || Clone || New
O | Before testing, verifies specimen was collected in correct tube or container.
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1 | Build Competency Checklists

1. Select Competency Documents

<k StaffReady

£

o Setup

|—_>Competency Documents v I% Direct Observation

M Core Lab Competency Documents
2. Select Competency Document. E:§D D Document

[=} Menitermg Test R

MNew Document || Edit Document || Move Document || Delete Document

Document Id

Document Name

Direct Cbservation : Direct Cbservation :
* Competency Decuments
+ v Competency Documents Type Document Preview
- § POCT Cowmpetency Documents Exam Edit Do t

Ready
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3. Click Edit Document Contents.

() StaffReady

[2 Direct Observation

+ Document

Mew Document || Edit Document || Move Daocument || Delete Document

Document Id Document Name
Direct Chservation & Direct Chservation &

Document Preview
Edit Document Contents

Type
Exam &

Page 3 of 9

©2014 StaffReady. All rights reserved.



4. Click Add a Question.

Ready

b ' Direct Observation

Sections

LLII
()

Document Details (S]

Description

This is the primary checklist document
for the direct observation of routine
patient test perfo ce, including
patient preparation, if applicable,
specimen handling, processing and
testing

Document Type
Exam

Points to Pass
0 of 0 (100%)

Edit || Clone || New

& Direct Observation
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New Question b 4
5. Select Observation w/ N/A... for

Question Type. Question
© Question

Question Type &
[ }Dbser\r:{tion wi N/A: Awards points for a Yes and a N/A answer A

6. Enter Question. Question* G

[ -/ Before testing, ensures specimen is properly identified with appropriate labeling.

7. Leave This question is
required... checked if required. Q Answer Configuration

Note: Check Include Method if you
require this to be documented and

will be utilizing observation I:’::>‘ This question is required to be answered
methods other than direct

observation.

Include Method of Cbservation
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Points Possible® &

8. Enter Points Possible.

& Attachmento

9. Click Attach a File or Website or
select Choose File to attach "ﬂ‘“ach a File or Website...
SOPs, URLs, or .jpg images.

[&] Image

Image to Upload &
Choose File | Mo file chosen

10. Click Save Changes.
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s : » StaFFReady ©2014 StaffReady. All rights reserved.



2 | Edit Questions
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Edit Questions

1. Click Edit.

() StaffReady

Direct Observation

= Question 1 .-J Edit 1 Copy X Delete

o | Before testing, ensures specimen is properly identified with appropriate labeling.
® | no additional details

Passing Score: |Yes ¥

Comments: |

@ | no attachments

©2014 StaffReady. All rights reserved.



3 | Copy Questions

Page 8 of 9

Copy Questions

1. Click Copy.

() StaffReady

Direct Observation

= Question 1 Wl 1 Point(s) -Ea Copy X Delete

o | Before testing, ensures specimen is properly identified with appropriate labeling.
® | no additional details

Passing Score: |Yes ¥

Comments: |

@ | no attachments
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Delete Questions

1. Click Delete.

() StaffReady

Direct Observation

= Question 1 al i Points)  Z Edit -x Delete

o | Before testing, ensures specimen is properly identified with appropriate labeling.
® | no additional details

Passing Score: |Yes ¥

Comments: |

@ | no attachments
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