Ready

Setup View — Skillsets Perspective
Link Schedules to Skillsets

This reference guide provides an overview of the process for Linking Job Descriptions from a Schedule to a Skillset(s) within StaffReady. The
following process steps and instructional information are provided within this document:
o Associate Job Descriptions to Levels o Remove Job Descriptions from Levels

| Edit Level X

CLS: Job Descriptions

Job Description Schedule Skillset Level

Filter Job Descriptior Schedule Skillset Leve Add All
Day Shifts 6th Floor Days X
Night Shifts 6th Floor Days x
PM Shifts 6th Floor Days x

AM Shifts 6th Floor Days ®




1 | Associate Job Descriptions to Levels
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This requires the Schedule Module. Associating a schedule’s Job Description to a Level ensures that an employee that is qualified to an
associated Job Description will automatically be added to the associated Skillset Level. If an employee is Removed from an associated Job
Description, they will be automatically removed from the Skillset Level. Adding or removing an individual from a Skillset Level will
automatically remove the employee from the associated Job Description upon the next Assessment Period, whether that is the beginning

of the next year or a manual restart occurs.

Associate Job Descriptions to Levels

1. Select Skillsets perspective.

2. Select a Skillset.
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3. Open Levels colorbar.

4. Click the jobs link.

—

5. Click Search For Job Descriptions.
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Edit Level b 4

CLS: Job Descriptions

6. Filter your search by Job
Description and/or Schedules to

Job Description Schedule Skillset Level
reduce your return.
|::> Filter Job Descriptior Schedule Skillset Leve Add All
Day Shifts 6th Flocr Days x
Night Shifts 6th Floor Days b
PM Shifts 6th Floor Days x
AM Shifts 6th Floor Days x

7. Click Filter.

Edit Level X

8. Click . ' * 'to associate a Job CLS: Job Descriptions
Description to the Level.

Job Description Schedule Skillset Level
Filter |ob Descriptior Schedule Skillset Le e|::> Add Al
9. Click Add All to associate every Job Day Shifts 6th Floor Days x
Description in the list to the Level. M= S flear By E:
PM Shifis Gth Floor Days ‘:> x
AM Shifts 6th Floor Days x '
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2 | Remove Job Descriptions from Levels

Remove Job Descriptions from Levels
1. Select Skillsets perspective.
oI StaffReady £

2. Select a Skillset. 3
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3. Open Levels colorbar. |:> e , - :

+Order Level Demands Job Descriptions Skill New
Bt as Advia test system competency requirements for a CLS. J::> 4jobs High EciRemove
= Lab Assistant Advia test system competency assessment requirements for & Lab Asssistant | 0jobs Medium Edit/Remove
= Leb Assistant Advia test system competency assessment requirements for a Lab Assistant Il Qjobs ledium-High Edit/Remove

4. Click jobs.
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5. Click ¥ | to disassociate a Job
Description from a Level.

Ready

| Edit Level x

CLS: Job Descriptions
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Search For Job Descriptions

Job Description Schedule Skillset Level

Filter job Descriptior Schedule Advia CLS Add Al
Day Shifts 6th Floor Days Advia CLSJ:> v
Night Shifts 6th Floor Days Advia CLs L
PM Shifts 6th Floor Days Advia CLs R
AM Shifts 6th Floor Days Advia s b
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