[+ StaffReady

Manage View — Competency Grid
Modify Assignments Menu

This reference guide provides an overview of the Manage view’s Modify Assignments menu within StaffReady. The following process steps
and instructional information are provided within this document:

o Modify Assignments Grid Navigation

o Edit
o Move

StaffReady

& Competency v

o Move All
o Explain

Barbara Dodd -ﬁ-

Department
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Modify Assessments
Modify Assignments
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Q, Assignee

Overdue

@ Direct Observation (2)

@ Monitoring Test Results (1)

@ Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

Allison McAlister | @ Problem Solving (1)

@ Monitoring Test Results (1)

@ Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

® Problem Solving (1)

1110/2014 - 11/16/2014

111772014 - 1172312014

@ Direct Observation (1)

@® Monitoring Test Results (1)

® Record Review (1)

@® Performance of Maintenance (1)
@ Proficiency Testing (1)

@ Problem Solving (1)

11/24/2014 - 11/30/2014

& Architect
== Today (19 Days)
<< i i >=
Period B 1110 - 12007 Tasks (63) v Period
NovemberDecember 2014
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12/01/2014 - 120712014
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1 | Modify Assignments Grid Navigation

IVMlodify Assighments Grid Navigation

1. Click department to adjust the
department employees displaying
assessments within the E Manage
Competency Grid.

Department = All Skillsets

Select Department X

2. Click Select Department. Current Selection: & Laboratory » EfCoreLab
Find

-8 Departments (top level Select
+-Em 1 West Select
&8 Chemnistry Select
+-Em Hines VA Select
+-E llliana VA Select
+-EA Johnson VA Select | _
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&= Architect

3. Click << Period to view a << Period— E111M0-1207 Tasks (63) ‘eriod >

previous annual assessment o
period.

== Today (20 Days)

4. Click Period >> to view a future
annual assessment period.

5. Click <<Today menu to change
the displayed assignment period
to the four week assignment
period containing today’s date.

i= Architect
== Today (20 Days)
6. Click Skillset Assessment menu << Period [ B 1o r20rTasks 69, } Period >>
to change displayed annual rp— Sy—
assessment periOd, Overdue 111072 Getanerliovambar 2014 1172472014 - 11302014 120012014 - 1200772014
T 11110 - 12/07 Tasks (63]

MNovemberiDecember 2014

@ Direct Observation (2)
@ Monitoring Test Results (1) =12/08 - 01/04
® Record Review (1) DecemberJanuary 2015

@ Performance of Maintenance (1) ‘enance (1)

01105 - 02101
@ Proficiency Testing (1) January/February 2015 1)
Allison McAlister | @ Problem Solving (1)
@ Monitoring Test Results (1) £ 02/02 - 03001

Februsry/March 2015
@ Record Review (1)
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7. Search Subject to limit

Assignment Grid task S Architect —
information to a single << Periog Period >>
department employee. S euTse v

Assignee
11102014 - 1116/2014 11172014 - 1112372014 112412014 - 117302014 12001/2014 - 120772014

8. Click Skillset to display tasks
associated Skillset.

& Competency

& Setup ‘Dﬂsll:mml Enepuﬂmenl

Department & All Skillsets
Core Lab chanae =< Today (17 Days

Modify Assessments << Period B 1101207 Tasks (63)
Movember/December 2014

Assignee
1110/2014 - 1116/2014 111772014 - 11/23/2014

Modify Assignments

Edit Expl
| I | | pan | @ Direct Observation (2) @ Direct Observation (1)
| Move | | Wiove Al | = Centaur & Centaur
@® Monitoring Test Results (1) @® Monitoring Test Results (1)
S Centaur = ANA/UB
| View e @® Record Review (1) @® Record Review (1)
. - = Centaur = ANAUB
& Skillset [ E Requirement
- @ Performance of Maintenance (1) @ Performance of Maintenance (1)
) ¥ Leave & Centaur S ANA/UB
@ Proficiency Testing (1) @ Proficiency Testing (1)
= Centaur S ANA/UB
. i @ Problem Solving (1) @ Problem Solving (1)
Allison McAlister BT = ANA/UB
@ Monitoring Test Results (1)
= Architect
@ Record Review (1)
<= Architect
@ Performance of Maintenance (1)
= Architect
@ Proficiency Testing (1)
= Architect
@ Problem Solving (1)
= Architect
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9. Click Requirement to display
tasks associated Requirement.

& Competency

Manage ¢-° Setup ‘ Dashboard Eﬁ Department

Department &= All Skillsets
Core Lab chanae == Today (17 Days

Modify Assessments << Period =
MovemberDecember 2014

v

Modify Assignments

Assignee
Overdue 1110/2014 - 1116/2014 111772014 - 11/2312014

Feedback® | Help@ | Auditl

Edit Explai
| I | | pan | @® Direct Observation (2) @® Direct Observation (1)
| Move | | Wiove Al | £ Direct Observation £ Direct Observation
@® Monitoring Test Results (1) @ Monitoring Test Results (1)
= Monitoring Test Results = Monitoring Test Results
| View e @® Record Review (1) @® Record Review (1)
_ = Record Review = Record Review
= Requirement ) _
— @® Performance of Maintenance (1) @® Performance of Maintenance (1)
) & Leave = Performance of Maintenance £ Performance of Maintenance
@ Proficiency Testing (1) @ Proficiency Testing (1)
= Proficiency Testing = Proficiency Testing
. i @® Problem Solving (1) @® Problem Solving (1)
il = Problem Solving = Problem Solving

@® Monitoring Test Results (1)
= Monitoring Test Results

@ Record Review (1)
E Record Review

@ Performance of Maintenance (1)
£ Performance of Maintenance
@ Proficiency Testing (1)
Z Proficiency Testing
@ Problem Solving (1)
£ Problem Solving

>
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2 | Edit

Using the Edit Mode

1. Click Edit.

& Competency

Dashboard Eﬁ Department

Department &= All Skillsets
Core Lab change ==Today (17 Days)

<< Period

2. Click the ® icon.

Modify Assignments

s
EE11/10-12/07 Tasks (63)

November/December 2014

Assignee
111072014 - 1116/2014 111772014 - 1112372014

Feedback© | Help@® | AuditEl

® Direct Observation (2) @ Direct Observation (1)

| Move | | Maowve All | ® Monitoring Test Results (1) @ Monitoring Test Results (1)
® Record Review (1) @ Record Review (1)

View e @ Performance of Maintenance (1) @ Performance of Maintenance (1)
@ Proficiency Testing (1) @ Proficiency Testing (1)

O & skillset O B Requirement Allison McAlister | ® Problem Solving (1) @ Problem Solving (1)

% Leave ® Monitoring Test Results (1)
@ Record Review (1)

® Performance of Maintenance (1)
® Proficiency Testing (1)
® Problem Solving (1)
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3. Click Assignee Task Card
X Allison McAlister

4. Enter Employee name to
reassign task.

5. Edit Deadline Date to cahnge
task due date.

6. Click Save Changes.

(%) StaffReady

Feedback ©

& Competency

Department
Core Lab change

Modify Assessments
Modify Assignments

| Help@ | Auditil

I e

| Mave | | Mave All |
View S]
O &skilset [ B Requirement
¥ X Leave

Employee* @

Edit Assignment

&= All Skillsets

Page 7 of 13

<< Period

Allison McAlister

|D0nmf an|

onovan Dorsey
Wicki Donovan

Start Date
01/01/2014

ave Changes

@ Direct Observation (2)
Monitoring Test Results (1)
'L Allison MeAlister

® Record Rev
@ Performanceormmamrenance (1)

@ Proficiency Testing (1)

@ Problem Solving (1)

@ Monitoring Test Results (1)

@ Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@ Problem Solving (1)

E){o1/31/2014

== Today (17 Days)

s
EE11110-12007 Tasks (63]

Movember/Dacembar 2014

111072014 - 1116/2014

Deadline Date® &

111772014 - 11/23/2014

@ Direct Observation (1)
@ Monitoring Test Results (1)

@ Record Review (1)

@® Performance of Maintenance (1)
@ Proficiency Testing (1)

@ Problem Solving (1)

iz

Warning Date
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3 | Move
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Using the Move Mode

1. Click Move.

2. Click Requirement Task Card.

Department
Core Lab chanae

|@ Record Review (1)

(%) StaffReady

& Competency

Modify Assessments

| Modify Assignments

Feedback® | Help@ | Auditl

Edit |

| Explain |

_|

View

©

% Leave

O & skilset O B Requirement

¢° Setup “ Dashboard Eﬁ Department
&= All Skillsets

== Today (17 Days)

<< Period B 1110 - 12107 Tasks (63)
Movember/December 2014 v

Assignee

11102014 - 1111612014 111712014 - 1112312014

@ Direct Observation (2)
® Monitoring Test Results (1)

‘B Record Review (1)

@ Performance of Maintenance (1)

@ Proficiency Testing (1)

Allison McAlister | @ Problem Solving (1)

® Monitoring Test Results (1)

@® Record Review (1)

@ Performance of Maintenance (1)

@ Proficiency Testing (1)

@ Problem Solving (1)

® Direct Observation (1)
® Monitoring Test Results (1)

® Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@® Problem Solving (1)
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3. Hover over the destination
employee Assignment Task
Grid Cell.

(%) StaffReady
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Assignee
Overdue 11M10/2014 - 11162014 11172014 - 112312014

@ Direct Observation (2) @ Direct Observation (1)
@ Record Review (1) ® Monitoring Test Results (1)
@ Performance of Maintenance (1) @ Record Review (1)
@ Proficiency Testing (1) @ Performance of Maintenance (1)
@ Problem Solving (1) @® Proficiency Testing (1)
Allison McAlister | @ Monitoring Test Results (1) ® Problem Solving (1)

@ Record Review (1)
@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@ Problem Solving (1)

@ Monitoring Test Results (1)

@ Direct Observation (2)
® Monitoring Test Results (1)

® Record Review (1)

@ Performance of Maintenance (1)

@ Proficiency Testing (1)

@ Monitoring Test Results (1)

® Record Review (1)

@ Performance of Maintenance (1)

Donovan Dorsey

® Proficiency Testing (1)
® Problem Solving (1)
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4. Click the destination employee
Assignment Grid Task Cell.

(%) StaffReady
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Assignee
Overdue 1110/2014 - 1116/2014 111772014 - 1172312014

@ Direct Observation (2) @ Direct Observation {1)
@ Performance of Maintenance (1) @ Monitoring Test Results (1)
@ Proficiency Testing (1) ® Record Review (1)
@ Problem Solving (1) & Performance of Maintenance (1)
i . @ Monitoring Test Results (1) @ Proficiency Testing (1)
Allison McAlister
@ Record Review (1) ® Problem Solving (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@ Problem Solving (1)

@ Monitoring Test Results {1)

—@ Record Review (1) @ Direct Observation (2)

® Monitoring Test Results (1)
@ Record Review (1)
@ Performance of Maintenance (1)

@ Proficiency Testing (1)

@ Monitoring Test Results (1)

® Record Review (1)

& Performance of Maintenance (1)

Donovan Dorsey

@ Proficiency Testing (1)
@ Problem Solving (1)
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4 | Move All
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Using the Move All Mode

1. Click Move All.

(%) StaffReady

2. Hover over and Click the
currently assigned employee
Assignment Task Grid Cell.

& Competency

Department
Core Lab change

Modify Assessments

Modify Assignments

Feedback® | Help@ | AuditEl

| Edit | [ Expiain |

View (S)
[ &skillset [ 2 Requirement
% Leave

» —
go Setup . Dashboard EH Department

T - (.

& All Skillsets

==Today (17 Days}

<< Period .
EZ11/10-12/07 Tasks (63)
MNovember/December 2014

Assignee
11102014 - 1116/2014 111712014 - 1112372014

@ Direct Observation (1)
@ Monitoring Test Results (1)

® Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@ Problem Solving (1)

Allison McAlister
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3. Hover over and Click the
destination employee
Assignment Task Grid Cell.

(%) StaffReady

Assignee

Allison McAlister

Donovan Dorsey

Overdue

1110/2014 - 111672014
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111712014 - 11232014

@ Direct Observation (1)
@& Monitoring Test Results (1)

@ Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@& Problem Solving (1)

_-(B Direct Observation (2)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

& Problem Solving (1)

@ Monitoring Test Results (1)

@ Record Review (1)

® Performance of Maintenance (1)
® Proficiency Testing (1)

@ Problem Solving (1)

& Monitoring Test Results (1)

® Record Review (1)

@ Direct Observation {2)

@ Monitoring Test Results (1)

@& Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@& Monitoring Test Results (1)

@ Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@& Problem Solving (1)
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5 | Explain
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Using the Copy Mode

1. Click Edit.

2. Click the @ icon.

3. Click Assignee Task Card

2 Allison McAlister

(%) StaffReady

Department

& Competency

Core Lab change

Modify Assessments

Modify Assignments

Feedback© | Help@ | Auditil
[ wmove || wmovemr |
View e
[ &skilset [ = Requirement
% Leave

» is
HH Manage ﬁc Setup ‘ Dashboard Department

& All Skillsets

View:

==Today (17 Days}

<< Period £ 1110 - 1207 Tasks (63)
Movember/December 2014 v

Assignee

1111012014 - 1116/2014
-Search

111712014 - 1112312014

@ Direct Observation (2)

i Performance of Maintenance (1)

@ Proficiency Testing (1) @
@ Problem Solving (1)

@ Monitoring Test Results (1)

® Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@ Problem Solving (1)

@ Monitoring Test Results (1)

® Record Review (1)

@ Direct Observation (1)

@ Monitoring Test Results (1)

@® Record Review (1)

@ Performance of Maintenance (1)
@ Proficiency Testing (1)

@ Problem Solving (1)

—

Allison McAlister

©2014 StaffReady. All rights reserved.



