(4] StaffReady

Welcome View
Settings Menu

This reference guide provides an overview of the Settings Menu within StaffReady. The following process steps and instructional
information are provided within this document:

o Access Settings Menu o Change Time and Date Format
o Add Email Address o Change Password
o Add Phone Number o Change Electronic Signature

Contact Information

. -

Change Password No Email Address ¥ |Edit
Primary Phone Number @

Mo Phone Mumber ¥ |Edit

Save Changes
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1 | Access Settings Menu

Access Settings Menu

. o
1. Click t.*a icon next to your
name. StaffReady &£ Angela Reed &%

" Home v View: I;] Welcome @ Calendar ﬁneports

& My Competency

& My Competency

2 My Schedule
Assessments Tasks To Complete

M Assigned (15)
W Overdue (2)

Due Saan (1)

W Complete (2)

Start Date [05/20/2014  [7] End Date|02/20f2015 (%] Thisvear ThisMonth ThisWeek LastYear
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2. Click Settings.
Angela Reed ﬁ
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2 | Add Email Address

Add Email Address

1. Click Edit.
YR I Contact Information
No Emall Address * s
Primary Phone Number @©
Mo Phone Mumber ¥ |Edit
Save Changes
2. Click New. Edit Employee Profile > Email Addresses

Email Addresses

Email Address Receives Email Primary Email [:'>Naw
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3. Enter Email Address.

4. Select Yes for Receives System
Messages.
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Edit Employee Profile > Email Addresses > Change X

Email Address* (T

>an gelar@staffready.com

Receives System Messages ©

L

5. Select Yes for Primary Email.

|:j }‘fes v

6. Click Save Changes.

Note: Select No for Primary Email
if entering a secondary email
address. Only one email address
on file can receive StaffReady
system emails.

7. Select Email Address from
Primary Email menu.

8. Click Save Changes.

Ready

Yes ¥

Primary Email ©

Save Changes

Primary Email ©

I No Email Address "I
Mo Ema” ﬁ\dd ress

Save Changes

Contact Information
Time Format
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3 | Add Phone Number
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Add Phone Number

1. Click Edit.

2. Enter Phone Number next to the
correct Phone Type.

3. Click Save Changes.
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LRI EIE N Contact Information

TR el
Primary Phone Number @©

No Phone Number ¥ Ec_ht<:I

Save Changes

Edit Employee Profile > Edit Phone Numbers

Phone Type Phone Number

I I Remove

||:e|| l:>k5n9}555-5555 Remove

Fome

©2014 StaffReady. All rights reserved.



4, Select Phone Number from
Primary Phone Number menu.

5. Click Save Changes.

() StaffReady

Time

Change Password
Change Signature

@ Contact Information

Contact Information
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Primary Email @

No Email Address

Primary Phone Number ©

No Phone Number ¥

No Phone Number
(509) 555-5555
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4 | Change Time and Date Format

Change Time and Date Format

1. Select Time Format side menu.

@ Contact Information Contact Information

. = -

o Emal Addess T |eds
Primary Phone Number @©

No Phone Number ¥ |Edit

Save Changes

2. Select Time Style option.

Time Format
24 Hour Time
> Hour Time

Change Signature 24 Hour Time ¢

Save Changes
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3. Select Date Format option.

Time Format

Change Pa rd 24 Hour Time
Change S re
D T MM/ddryyyy v
Y YY)
dd-MMM-yyyy

4. Click Save Changes.

EXECEXIEN Tirme Format
—

Date Format®
Wiy

Save Changes
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5 | Change Password
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Change Password

1. Select Change Password side
menu.

2. Enter Old Password.

3. Enter New Password.

4. Enter Confirm New Password.

5. Click Save Changes.
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@ Contact Information Contact Information

. = -

o Emal Addess T |eds
Primary Phone Number @©

No Phone Number ¥ |Edit

Save Changes

Change Password

o=
New Password*

-

Save Cha ng95<::|

Confirm New Password®
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6 | Change Electronic Signature

Note: Electronic signature is only utilized within the Competency and Document Control modules.

Change Electronic Signature

1. Select Change Signature side
menu.

Contact Information
Primary Email ©

Change Pa d Mo Email Address ¥ |Edit
Primary Phone Number @©
Change Signature No Phone Number ¥ |Edit

Save Changes
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. Enter New PIN (minimum 5
digits in length).

. Enter Confirm PIN (minimum 5
digits in length).

. Select New Signature Image.

. Click Save Changes.

[+] StaffReady

Change Signature

11me Format
Change Password

Changes
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MNew PIN* @©

v

—

Mame for Signature* @©

Angela Reed

MNew Signature Image* @©

Angela Roed
fogl A f
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Confirm PIN* @

—

Current Signature
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