Ready

Employee View — Competency Module
Employee colorbar

This reference guide provides an overview and process steps for the Employee colorbar within the Employee view. The following process
steps and instructional information are provided within this document:

o Employee View Navigation o Add New Employee

o Employee Global Search o Modify Employee Profile
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1 | Employee View Navigation
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There are three perspectives within the Employees view of StaffReady Competency:
1. Search Employees: allows for employees to be search by first and/or last name from directly within the Employees view
2. Browse By Department: displays employees according to department selection
3. Search Separated Employees: displays employees with separated (non-active) status

Search Employees Perspective

1. Search Employees is the default
perspective within the
Employees view.
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' StaFFReady A SEARCH Barbara Dodd

Search Employees

- |<:|- s selected. Search for an employee on the left or create a new en

Go
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2. Enter Employee name.

4 StaffReady £ SeaRcH

l Employees

[N [ - Cpo - 'y - . ~ - o - Froat - e armnla
No employee is selected. Search for an employee on the left or create a new employd
|Sea'ch Employees v ployee == © J

Angela{ Go

Angela Reed

"

3a. Select employee name from r * ° Staﬂ:Ready £ SEARCH

auto-complete menu...OR

L Employees

3b. ...Click Go. |Sea'ch Employees = | No employee is selected. Search for an employee on the left or create a new employd

gl o ST
Angela Reed <:|
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Bbrowse By Department Perspective

1. Select Browse By Department

perspective. : : : Staﬂ:Ready £ SEARCH Barbara Dodd

l Employees

[N PP - Ch - £ - . ~ - £ - rranta 3 e R -
o employee is selected. Search for an employee on the left or create a new employee.
Search Employees v | ployee s> © J -

Search Employees
Browse By Department
| Search Separated Employees

"

2. Click change. : * { Staﬂ:Ready L SEARCH

o

l Employees

Choose a department on the left.

| Browse By Department W |

[no selection] char _—<::|
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3. Click Select Department.

Ready
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Choose Department X

Current Selection: #a Departments (Root)

Choose a department

> Br[No Selection]

-1 & Laboratory
=1 Bm Anatomic Patho ogY
- Bm Blood Bank
=) A Central Lab
-1- A Core Lab
= B Histo ogy
= @A Microbiology
= Ef Pathology

=) @in Patient Service Centers

= Em Phlebotomy
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Search Separated Emplo

vees

=

1. Select Search Separated
Employees perspective.
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SEARCH Barbara Dodd

ISearch Employees g |
Search Employees

Browse By Department
Search Separated Employees —

No employee is selected. Search for an em

ployee on the left or create a new empg oyee.

l Employees
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2 | Global Employee Search

From any screen within StaffReady, you can search globally for employees within your license.

Global Employee Search

1. Click within Search.

| _' StaFFReady Am—) SEARCH

@ Calendar L Reports

& My Competency & My Competency

2. Enter Employee name. .' StaFFReady A ) Angela Reed Q

# Home v View: L welcome @Calendar ﬁRepnrls

3. Click Enter.
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£+ StaffReady

4. Click Competency: Employees.

Q Search Results

® Schedules
Schedule

£ Employees
Employee

Angela Reed £ Edit

2 Staff; Employees

2L Competency: Employees 4
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3 | Add New Employee

Add New Employee
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1. Within Employees view, click
create a new employee

2. Enter Employee name.

3. Click next.
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¥ StaffReady £

SEARCH Barbara Dodd

Search Employees

71 Noemployee is selected. Search for an empl ::}Je::>-: ‘eate a new employee

Add Employee

Add Employee

Full Name

ST < s

Login Id

3
X

Fill out the form below to add an employee. This can either create a new employee or add an existing employee.

:> Next > || Cancel
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4. Click department under
Department.

5. Click the Select button for the
correct deparment.

Ready
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Add Employee X

Add Employee

General Information

Fill out any missing fields to setup the employee.

Login Id* Password*®
SSmith quality
Employee Id* Department*
SSmith General Lab
Full Name* Job Title*
Sarah Smith not set

Require Change By*

10/13/2026
Hire Date*
3/2016
Start Date*
10/13/2016

< Previous || Next > || Cancel

Select Department X

Current Selection: EaLaboratory » B General Lab

Find

+Em 1 West
+-En Brown VA
+ R Chemistry
+-ER Hines VA
+ & llliana VA

+ R Johnson VA

) | seiec

Select
Select
Select
Select

Select
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Add Employee b 4

Add Employee

6. Click jobtitle under Job Title.

General Information

Fill out any missing fields to setup the employee.

Login Id* Password* Require Change By*

SSmith quality 10/13/2026 [i7]
Employee Id* Department* Hire Date*

ssmith General Lab 10/13/2016 2|

Full Name* Job Title* Start Date*
Farah Smith e <::]W 32016 =

< Previous || Next> || Cancel

Select Job Title

7. Click Select Job Title
Current Selection: ¥ Job Titles (top level) » % [No Selection]
Find

- & CLS |:> Select

=) &= Laboratory Select
+ %% Clinical Lab Assistant Select
+ & Histologist Select
+ & Lab Manager Select
+&% Microbiologist Select

Ready
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8. Click Next.

9. Click Edit to add Primary Email

10. Click Edit to add Primary
Phone Number (optional)

11. Click Next

Ready
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Add Employee b 4

Add Employee

General Information

Fill out any missing fields to setup the employee.

Login Id* Password* Require Change By*

SSmith quality 10/13/2026
Employee Id* Department* Hire Date*

ssmith General Lab 10/13/2016 &
Full Name* Job Title* Start Date*

Sarah Smith o

10/13/2016

) |- ][

Add Employee X

Add Employee General Information

Contact Information

Add email addresses and phone numbers for the employee. Choose the one in the drop down that you would like to be the primary one used.
Primary Email
| No Email Address ¥ IM < |

Primary Phone Number
| No Phone Number ¥ |:_|< ]

> Next > || Cancel

= 2
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12. Click Finish

Note: The Skillsets the employee
will automatically be added are
displayed on the final screen.
This is based on settings within
the Setup menu.

13. Click to open Skillsets colorbar

Note: This will allow you to
manage Skillsets the employee was
automatically added. Please see the
Skillsets colorbar reference guide
for more information.

Ready
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Add Employee X

Add Employee General Information

Skillsets

shown below.

Skillset

Contact Information

If the user has been added to a department, job title, or schedule that is set to automatically add new employees to skillsets, those skillsets are

Level

None

None

< Previous /|:> Finish

£ StaffReady

Barbara Dodd #

Search Employees

*] A Francis Cooper

fran Go
Employee
A Francis Cooper

L France
srancr: (Y

Employee Skillsets

Add Skillset || Change All Start Dates

Filter

TYG

4 Skillset Skillset Start Date

l Employees

Status T Assessment Period Remove Al

Draft CLA Annual Remove
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4 | Modify Employee Profile
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IViodity Employee Profile

1. Within Employees view, select
employee to edit.

2. Click to open Employee colorbar

Ready

£ StaffReady

| Search Employees

] & Francis Cooper

J:> .l Employees

fran

2 Francis Cooper
A Francois

A Frank Moore
L Frank Wallace

—

Employee

Employee Skillsets

Assessments
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3. Click Edit Employee +/  Employee —
Feedback© Help @ Audit
~| Edit Employee || New Employee
Full Name Employee Id Hire Date
Francis Cooper FCooper 11/20/2012
Job Title Department
[not set] Nursing
Login Id Password Change By
FCooper FAARE AR 01/13/2025
Primary Phone Number Primary Email
not set not set

(%) StaffReady
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4. Edit employee profile

5. Click Save Changes

(%) StaffReady
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S General

m Employee Information

Contact Information

Full Name* © Employee Id* © Hire Date* ©

IAIIison McAlister amcalister 06/09/2013 E
Department @ Job Title @

Core Lab change CLS change

Primary Email ©
|amca|ister@5taffReady.com ¥ |Edit

Login Information

Primary Phone Number @
No Phone Number ¥ |m

Login Id* @
Iamcalister

Password ©

Save Changes

Change Password By ©

12/03/2024
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