
 

 

 

Welcome Tab – Competency Signoff Menu 
Director Signoff Process 
 
This reference guide provides an overview of the Director Signoff Process in StaffReady. It will also outline the review process for other 
users that won’t be signing. The following process steps and instructional information are provided within this document: 

o Review Assessments 
o Review New Hire 
o Review Remediation 

o Export List  
o Sign Off 
o Bulk Sign Off 
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1 | Review Assessments 

Review Assessments  

1. Navigate to the Competency 

Signoff Menu in the Welcome 

Screen 
 

 

2. Use the column filters to find the 

employee that you would like to 

review assessments. 

 

Note: The Status filter will always 

default to “Ready for Signoff” 

 

3. Click the Review Button next to 

the employee you would like to 

review assessments 
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4. This will bring up the Review 

Assessments – All window 

where you can use the column 

filters to look at different 

assessments. 
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2 | Review New Hire Assessments 

Review New Hire Assessments 

1. Navigate to the Competency 

Signoff Menu in the Welcome 

Screen 
 

 

2. Change the New Hire column 

filter to Yes to bring back the 

new hires 

 

3. Click the Yes link for the 

employee that you would like to 

Review their New Hire 

Assessments 
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4. This will bring up the Review 

Assessments – New Hire window 

where you can use the column 

filters to look at different New Hire 

Assessments 
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3 | Review Remediation Assessments 

Review Remediation Assessments 

1. Navigate to the Competency 

Signoff Menu in the Welcome 

Screen 
 

 

2. Change the Remediation column 

filter to Yes to bring back the 

new hires 

 

3. Click the Yes link for the 

employee that you would like to 

Review their Remediation 

Assessments 
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4. This will bring up the Review 

Assessments – Remedial window 

where you can use the column 

filters to look at different Remedial 

Assessments 
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4 | Export List 

Review Remediation Assessments 

1. Navigate to the Competency 

Signoff Menu in the Welcome 

Screen 
 

 

2. Use the column filters to display 

the list of employees you would 

like to export 

 

Note: The Status filter will always 

default to “Ready for Signoff” 

 

 

3. Click the Export link and choose 

Excel. This will export the 

current list that you have filtered 

to Excel. 
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5 | Single Sign-off 

Single Sign-off  

1. Navigate to the Competency 

Signoff Menu in the Welcome 

Screen 
 

 

2. Use the column filters to find the 

employee that you would like to 

sign-off 

 

Note: The Status filter will always 

default to “Ready for Signoff” 

 

3. Click the Signoff Button next to 

the employee you would like to 

Signoff 
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4. This will bring up the Director 

Sign-off Document in a separate 

tab.  

 

5. You can use the filters to look at 

the employees assessments 

before signing off 

 

6. Enter your Username and PIN 

 

7. Click Sign 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 



Page 11 of 13 

 ©2014 StaffReady. All rights reserved. 

 

8. This will apply your Signature 

 

9. Click the Submit Signoff button 

 

 

 

 

 

 

 

 

 

10. Click Done Reviewing 
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6 | Bulk Sign-off 

Bulk Sign-off 

1. Navigate to the Competency 

Signoff Menu in the Welcome 

Screen 
 

 

2. Use the column filters to find the 

employee that you would like to 

sign-off 

 

Note: The Status filter will always 

default to “Ready for Signoff  

 

3. Click the Bulk Signoff link.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 



Page 13 of 13 

 ©2014 StaffReady. All rights reserved. 

 

 

Note: The filters that you apply will 

transer over to the Bulk Signoff 

window. 

 

 

4. Click the Select All button or 

check each individial employee. 

 

5. Enter your Username and PIN 

 

6. Click the Signoff Button 

 

Note: This will input your signature 

for each employee that that you 

checked. 

 

 

 

 


