[+ StaffReady

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 Export List

o Review New Hire o Sign Off

o Review Remediation o Bulk Sign Off

View: I;I Welcome @ Calendar

# Competency Signoff
Feedback © Help @ Export h
4 Full Name % Department < Site +Year + New Hire +Remediation+ Status Bulk Signoff
Filter | IF\ ter Full Name Filter Department Filter Site |2016 Show Al ¥ | IShow Al v | I Show All v |

Andrew Tucker Admin Director Sign-off 2016 Yes None Incomplete
Barry McAllen Blood Bank Director Sign-off 2016 No Yes Incomplete
Bill Durphy Core Director Sign-off 2016 No None Incomplete
Bobby Witaker Micro Director Sign-off 2016 No None Incomplete
Frank Taylor Blood Bank Director Sign-off 2016 No None Incomplete
James Webber Blood Bank Director Sign-off 2016 No None Ready for Signoff
Joey Bungie Core Director Sign-off 2016 No None Incomplete
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1 | Review Assessments

Review Assessments

1. Navigate to the Competency
Signoff Menu in the Welcome

Screen Ef Home WV view. [EEIUEN s o
& My Competency # Competency Signoff
# Competency Signoff Feedback © Help® Export th
- - New
2' Use the COIUmn fllters to flnd the +FullName  +Department = Site < Year +Hire 3 Remediations Status Bulk Signoff
employee that you would like to - Filterl IF ter Full Na |Filter Departr  [Filter Site 2016 |sho ¥ | [Show il v | [Show s ¥ |
review assessments. Director Sign- -
Andrew Tucker Admin off 2016 Yes None Incomplete Review
Note: The Status filter will always Barry McAlen  Blood Bank (" % 2016 No  es Incomplete | Rewew
defalﬂt tO “Ready fOI' SlgIlOff’ Bill Durphy Care E;ector B 2016 No None Incomplete Review

Director Sign-

3. Click the Review Button next to Sobbyiaker Miero off e Heo fene - —

the employee you would like to FrankTaylor  BloodBark o 8" 2016 No  None Incomplete | Review
o
review assessments o S
James Webber Blood Bank Director Sign 2016 No None R_eady for Signoff
off Signoff
B Director Sign- N
Joey Bungie Core off 2016 No None Incomplete Review
Director Sign- R
John Dogget Core 2016 No None Incomplete Review

off
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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.

Ready

Review Assessments - All X

[

Employee

Bobby Witaker

{Incemplete)

Assessments
+ Document Requirement Skillset Status (Score Assigned Completed Attempts
L — — —
N
Not Started
B.B. Dire e B.B. Direct Observation  DAXOR BVA 100 or e 11/16/2016 [not sed]
{Incomplete)
B.Ev.. Performance of DAXOR BVA 100 Nc: Started 11/16/2016 [not set]
aint Maint. {Incomplete)
Mot St d
B.B. Problem Sc B.B. Problem Solving DAXOR BVA 100 ot Srarte 11/16/2016 [not set]
{Incomplete)
B.B. Proficiency Testing DAXOR BVA 100 Started (Incomplets) 11/16/2016 [not set]
Not Started
B.B d Re B.8. Record Review DAXOR BYA 100 oF arte 11/16/2016 [not sed]
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2 | Review New Hire Assessments

Review New Hire Assessments

1. Navigate to the Competency
Signoff Menu in the Welcome

Screen Ef Home WV view. [EEIUEN s o
& My Competency # Competency Signoff
# Competency Signoff Feedback © Help® Export th
i New
2. Change the NeW lee COIumn +EullName - Department = 5ite % Year +Hire 3 Remediations Status Bulk Signoff

filter to Yes to bring back the Filterl [Filcer Full Na. | |Fitter Departr  [Filter Site i |sho ¥ | [Show il v | [Show s ¥ |

new hires e
Andrew Tucker Admin E;frecwr Slgng Yes None Incomplete Review

3' Click the YeS Iink for the Barry McAllen  Blood Bank E;freclor Sign- 2016 No Yes Incomplets Review
employee that you would like to

Director Sign-

Bill Durphy Core 2016 No None Incomplete Review
- - - off
Review their New Hire -
. . Irector Igﬂ- N
Bobby Witaker Micra 2016 No None Incomplete Review
Assessments off
Director Sign-

Frank Taylor Blood Bank 2016 No None Incomplete Review

off

Directar Sign- Ready f

James Webber Blood Bank reciar Sign 2016 No None _ea ¥ ror Signoff
off Signoff
Director Sign-

Joey Bungie Core ml:frec " oign 2016 No None Incomplete Review

Director Sign-
off

John Dogget Core 2016 No None Incomplete Review
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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

Ready
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Review Assessments - New Hire b 4

—

Employee
Andrew Tucker
Assessments
%+ Document Requirement Skillse Status (Score) Assigned Completed Attempts
i = &
Mot Started
B.B. Direct Observation DAXOR BVA 100 e smaned 11/16/2016 [not se
{Incomplete)
B.B. Performance of 1\ xoR BVA 100 Mot Scarted 11/16/2016 ot se
Maint. {Incomplete)
Mot St d
B.B. Problem Salving  DAXOR BVA 100 oe Starts 11/16/2016 [not se
(Incomplete)
T g Mot Start
. B.B. Proficiency Testing  DAXOR BVA 100 ok menes 11/16/2016 [not se
esting - (Incomplete)
Mot Started
T B.B. Record Review DAXOR BVA 100 oF Sare 11/16/2016 [not se
{Incomplete)
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3 | Review Remediation Assessments

Review Remediation Assessments

1. Navigate to the Competency
Signoff Menu in the Welcome

Screen & Home WV view. [EEIUEN s o
& My Competency # Competency Signoff
# Competency Signoff Feedback © Help® Export th
iati New
2. C.hange the Reme_dlatlon COIUmn +Full Name  #Department 3 5ite +Year +Hire +Remediation+ Status Bulk Signoff
fllter t_o Yes to brlng baCk the Filter | IF ter Full Na Filter Departr Filter Site |2016 = 9
neW hlres Direcror Sign-

Andrew Tucker Admin 2016 es None Incomplete Review

off T

3' Click the E |ink for the Barry McAllen  Blood Bark E;freclor Sign- 2018 -ﬁ Incomplete Review
employee that you would like to -
Review their Remediation E—
Assessments Bobby Witaker Micra off 2016 No MNone Incomplete Review

Frank Taylor Blood Bank

Director Sign-

Bill Durphy Caore P
o

2016 No None Incomplete Review

Director Sign-

p 2016 No None Incomplete Review
o

Directar Sign- Ready f

James Webber Blood Bank reciar Sign 2016 No None _ea ¥ ror Signoff
off Signoff
Director Sign-

Joey Bungie Core ml:frec " oign 2016 No None Incomplete Review

Director Sign-
off

John Dogget Core 2016 No None Incomplete Review
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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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Review Assessments - Remedial X
Employee
Assessments
4+ Document Reguirement Skillse Status (Score) Assigned Completed Attempts
Fire [Showhl ] o o
Mot St d
B.B. Direct Observation  DAXOR BVA 100 ot drarte 11/14/2016 [not set] awemptls
{Incomplete)
Mot Start
: B.B. Direct Observation DAXOR BVA 100 o sraned 11/14/2016 [not set] Jrempt(s
Hevie {Incomplete)
Mot St d
B.B. Direct Observation  DAXOR BVA 100 ot drarte 11/14/2016 [not set] awemptls
{Incomplete)

Ready
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4 | Export List

Review Remediation Assessments

1. Navigate to the Competency
Signoff Menu in the Welcome

Screen Ef Home WV view. [EEIUEN s o
& My Competency # Competency Signoff
# Competency Signoff Fee Export dh
i i New
2. Use the column filters to display ulname - Deparment - ie v e e BkSe

the list of employees you would - Filterl [Filcer Full Na. | |Fitter Departr  [Filter Site [2016 |sho ¥ | [Show il v | [Show s ¥ |
like to export

Direcror Sign-

Andrew Tucker Admin
off

2016 Yes None Incomplete Review

Director Sign-

Note: The Status filter will a|WayS BarryMcAllen Blood Bark 2016 No  Yes Incomplete Review

13 ] 2 = -
default to Ready for Slgn()ff Bill Durphy Core E;ector Sign- 2016 No None Incomplete
Bobby Witaker Micra E;eclor Sign- 2016 No MNone Incomplete
3. C"Ck the EXQOft Iink a.nd ChOOSE Frank Taylor Blood Bank E;eclnr Sign- 2016 No None Incomplete
Excel. This will export th ——
Ce - S e po e. James Webber Blood Bank D;eclor Sign- 2016 No None ;i_eady;ffor
current list that you have filtered © igno
to Excel . Joey Bungie Core E;:freclnr Sl 2016 No None Incomplete
John Dogget Core Director Sign- 2016 No None Incomplete

off
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5 | Single Sign-off

Single Sign-off

1. Navigate to the Competency
Signoff Menu in the Welcome

Screen Ef Home WV view. [EEIUEN s o
& My Competency # Competency Signoff
# Competency Signoff Feedback © Help® Export th
i i New
2. Use the column filters to find the ulname - Deparment - ie v e e ke

e_mployee that you would like to - Fiker | [Fikcer Full N [Fiter Departr | [Fiter Site 2016 [Shor v | |Show Al v | |Show# ¥ |
sign-off

Direcror Sign-

Andrew Tucker Admin
off

2016 Yes None Incomplete Review

Director Sign-

Note: The Status filter Wi” aIWayS Barry McAllen  Blood Bank off 2016 No Yes Incomplets Review
default to “Ready for Signoff”

Director Sign-

Bill Durphy Core off 2016 No None Incomplete Review
H H itaker icro Director Sign- o one ncomplete eview

3. Click the Signoff Button next to oty aker of e oo incomplece |2
the employee you would like to FrankTaylor  Blood Bank  rec SB™ 5046 No  None Incomplete | Review

off

Signoff

Director Sign-

!

James Webber Blood Bank p 2016 No None Signoff
o
Director Sign-

Joey Bungie Core ml:frec " oign 2016 No None Incomplete Review
Director Sign- R

John Dogget Core 2016 No None Incomplete Review

off
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“+ Director Sign-off Fxit Exam [

. This will bring up the Director Sections
Sign-off Document in a separate # Direccor Sgnet
tab.

# Director S gl'\Of: Exam "'ogrebs:‘ Save Progress

Username PIN

Description

Document Type
Exam

. You can use the filters to look at

Subject

the employees assessments Assessments
H H Status
bEfore Slgnlng Off 4+ Document Reguirement Skillset Score] Assigned Completed Attempts
Question Navigator [} - =
B.B ect B.B. Direct o7 Complete TR AT .
Observation DAXOR BVA 100 (100%) 01/09/2016 02/02/2016 ] ]
. Enter your Username and PIN 8. Direc Complete
. Erytra . 01/09/2016 03/07/2016 sttempt{s
Observation (100%)
B.B. Direct Immucor Neo Complete . S N
Observation Analyzer {100%) Colpu RN ErsiLs
. Click Slgn B8 MeniErne TE paxoR v 100 ﬁﬂ:&ae 01/08/2016 02/02/2016 attempt(s)
B.B. Mo z Test  B.B. Monitoring Test C I - - =
: = ;12;&?5 01/00/2016 03/07/2016 amemprfs
B.B. Monit z Test  B.B. Monitoring Test  Immucor Neo Camplete 06/01/2016 11/30/2016
Results Results Analyzer {100%) Rt HEE R
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8. This will apply your Signature

9. Click the Submit Signoff button

10. Click Done Reviewing

Ready

: ' ! Director Sign-off

Sections

# Director Signoff
I

» | Submit Signoff
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Exit Exam E’

Save Progress

Signature

“Vanel Brood

Description
[not set]
Document Type
Exar

Subject
James Webber

v

Assessments
4 Documen Requirement Skillset A ned Completed Attempts
Filter Show All ¥

B.B. Direct Complete 3 -
DAXOR BVA 100 01/09/2016 02/02/2016

Observation (100%)

B.B. Direct Complete i ~ ~
Erytra 01/09/2016 03/07/2016

Ohservation (10036)

“+ Director Sign-off

Exam Re

Subject: Jarr
Completed:

Skillset

Requirement: Directo

Review Exam

) Results

sults: Director Sign-off

_ Done Reviewing E‘

Correct ?Hest\ons
Scorable Quesnons
Earned Points
Points t‘c Pass

Possible Points

B

©2014 StaffReady. All rights reserved.



Page 12 of 13

6 | Bulk Sign-off

Bulk Sign-off

1. Navigate to the Competency
Signoff Menu in the Welcome

Screen £ Home WV view. [EEIUEN s o
& My Competency # Competency Signoff
# Competency Signoff Feedback © Help® Export th

. . New
2' Use the CO|umn fllters to flnd the +Full Name  +Department = Site + Year +Hire < Remed| Bulk Signoff
e_mployee that you would like to Filterl [Filcer Full Na. | |Fitter Departr  [Filter Site [2016 S S showan v | [shows v
sign-off

Andrew Tucker Admin E;frecwr Sign- 2016 Yes None Incomplete

- i i Barry McAllen  Blood Bank Direcior Sign- 2016 No Yes Incomplets Review

ote: I ne Status Titer will always off
13 ] = -
default to Ready for Slgn()ff Bill Durphy Core E;ector Sign- 2016 No None Incomplete
. . Director Sign- -
. . . R

3. CIle the Bulk SlgnOff Ilnk. Bobby Witaker Micra off 2016 No MNone Incomplete
Frank Taylor Blood Bank E;eclnr Sign- 2016 No None Incomplete
Director Sign- Ready for m
James Webber Blood Bank off 20186 No Neone Signoff
Joey Bungie Core Eii:freclnr Sl 2016 No MNone Incomplete
John Dogget Core Director Sign- 2016 No None Incomplete

off

<™
. : » StaFFRea dy ©2014 StaffReady. All rights reserved.



Page 13 of 13

Note: The filters that you apply will
signaff <:|

transer over to the Bulk Signoff

window. C

4. Click the Select All button or
check each individial employee.

Signature

Username PIN

Assessments

> 4 Full Name
—

5. Enter your Username and PIN

Site Department Year New Hire Remediation Status
Filter 2016 show All v | [show Al v
Kevin Martin Director Sign-off Blood Bank 2016 No None Ready for Signoff
Michelle Windsley Director Sign-off Chemistry 2016 No None Ready for Signoff
Steve Foster Director Sign-off Blood Bank 2016 No None Ready for Signoff
Tom Cook Director Sign-off Chemistry 2016 No None Ready for Signoff

6. Click the Signoff Button
Note: This will input your signature

for each employee that that you
checked.

Ready
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