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This reference guide provides a comprehensive overview of the process for Publishing Skillsets from within the StaffReady Competency

module. The following process steps and instructional information are provided in this document:

StaffReady &£

@& Chemistry

Find Skillset (Folder)

=)@ Core Lab
=@ Chemistry
+-& Auto-Sed 2000
*-& Mini Vidas
*-& Osmometer
i Director Sign-Off
i Hematology
i Immunochemistry
i Rapid Testing
[+ UA
+-i Radiology

Publishing Competency Skillsets

# Setup

staffreadydemotadmin #

Feedback© Help®@ Audit [¥]

Edit

Folder Id* Within
Chemistry Core Lab
Folders
< Folder Id New
No Results Found
Skillsets

£ Skillset Id ¢ Skillset Name < Type + Description < Status New

Filter I ﬂFilter Skillset | Filter Skillset I Filter Type Filter Description Filter Status
s 7000l A sei000 Nalin This is for the new automated sed-rate reader. It replaces the publish
manual Westergren method.
Mini Vidas Mini Vidas CLIA Mini Vidas Publish
Osmometer Osmometer CLIA Osmometer Publish
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Publishing a Competency
Skillset will assign competency
assessment tasks based on the
Skillset and Requirement
Assignment Period settings.

To publish a Competency
Assessment, follow these
steps-

1. Click on the Main Menu and
select Setup under the
Competency module.

2. Click on primary Skillset
Folder where the new skillset
will be created. In this example,
the Chemistry folder has been
highlighted.

(4] StaffReady

StaffReady £

F Compéténcy

A Home
I Welcome
Enf @] E

& Reports

i Competency W view:

[ Find Skillset (Folder) Find

@ Core Lab
- Chemistry
=& Auto-Sed 2000

CL: Auto Sed 2000
PS: Auto Sed 2000
“[Z] PT: Auto Sed 2000
-& Mini Vidas
=& Mini Vidas 1l
CL: Auto Sed 2000
#)-& Osmometer
1 Director Sign-Off
8 Hematology
8 Immunochemistry
8 Rapid Testing
i VA
8 Radiology

W View:

@Manage
& Chemistry

#o Setup “ Dashboard .l Employees E

& Competency
Bl Manage
# Setup
@ Dashboard
2 Employees

& Departments

nn Setup O’ PENLEG L Employees !ﬁ Departments

Folder Id*
Chemistry

Folders
< Folder Id

Feedback © Help®@ Audit &

Within
Core Lab

No Results Found

Skillsets
4 Skillset Id

4 Skillset Name

+Type

< Description

Filter | [Filter Skillset Ic

Auto-Sed 2000

Mini Vidas
Mini Vidas Il

Osmometer

Filter Skillset N

Auto-Sed 2000

Mini Vidas
Mini Vidas Il

Osmometer

Filter Type

CLIA

CLIA
CLIA
CLA

Filter Description

This is for the new automated sed-rate reader. It replaces the
manual Westergren method.

Mini Vidas
Mini Vidas II

Osmometer
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3. Click on the Add button.

4. Select Skillset from the left
side action menu.

5. Select the Skillset Type.

6. Enter in a short Skillset Id
name (this is a required field)
and a Skillset Name, if desired.

7. Click the Save Changes
button to create your new
Skillset.

— Read this training guide for

more details on Skillset Setup.

[+) StaffReady

|

= Skillsets

Find Skillset (Folder)

(- Core Lab
(+-#@ Radiology

Find

Add

Add New

Skillset

Folder ®
Chemistry

Skillset Type* ®

[ cLia

<>
k)

Skillset Id* ®

Description ®

Repeat* ®
Annual

Skillset Name ®

-

Save Changes |
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8. There are three e
) - & Mini Vidas Il
requirements for Publishing a :
Skillset - : Skillset
a. At least one Skillset
Employee must be assigned the Skillset Employees@ No workers have been assigned to the skillset
Skillset.
b. At least one Skillset Requirements <:: Skillset does not have any requirements

Requirement must assigned to
the Skillset.

— A document must also be
attached to the requirement.

Assessment Periods

o<« ele

. Levels
c. At least one Skillset Manager
must be assigned to the
Skillset. Skillset Managers <:| No managers have been assigned to the skillset
— For detailed instructions on _ Skillset Messages No messages are currently turned on

adding Skillset Requirements,
refer to this training guide for
needed information.

Skillset Requirements Setup

: E : S ta FFReady ©2019 StaffReady. All rights reserved.
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9. To add new Skillset
Employees by group, use one o
of two methods.

Skillset Employees No workers have been assigned to the skillset

Feedback © Help®@ Audit[”
Method One:

£ Add Employees | &
Employee
Search

a. Click the Add Employees
button. This will open the Add
Employees screen.

® Schedule
IScheduIe

Skillset Start Date A Department 2 Job Title

IEmponee All s IDeoartment Job Title

Add Employees X

b. Use the left side menu to _ D o ¢
Department
select an Employee or epartmen
. - m I Find Department Find

Employees from either a

Department, Job Title, or \. Department Employee Count

Schedule. =8 Clinic L 8 View Add All Employees Continually Add Al

C. You can harrow your Search #-r Administration 2 View Add All Employees Continually Add All

using the Find Department, Job @B Hawthorne 1 View Add All Employees Continually Add Al

Title, or Schedule text fields. i

#-fA Kendal Yards ) View Add All Employees Continually Add All

A Core Lab 59 View Add All Employees Continually Add All
@A Inpatient Pharmacist 13 View Add All Employees Continually Add All
A Inpatient Technician 27 View Add All Employees Continually Add All
-8 North Main 0 View Add All Employees Continually Add All
-8 StaffReadyDemo 2 View Add All Employees Continually Add All

©2019 StaffReady. All rights reserved.
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EZZZ Department

d. CliCk the VieW Iink to Department Employee Count
populate Employees to the | ©- B Core Lab 0

Skillset Employees color bar. $- BA Laborator 2 :>

+- B4 Medical Center

e. Click the Add All Employees
link to add employees into the
Skillset Employees list.

2 AsdEmployees | 2a x
Employee Skillset Start Date &n Department L Job Title @ Schedule Grade Neéw
Search | 'Q M w© B [q Q Q Q
[not set] Laboratory A
[not set] Laboratory J
f. Click the Continually Add All
(also known as Pinning) link to  [ASRIUEOES X
add all Employees listed within
the Department, Schedule or Department Depa rtment
Job Title. This means that any m [ Find Department Find
new Employee added will p
o [¢] e + +
automatically be added to the Department Employee Count
Skillset. @A Clinic 8 Hide Add All Employees¢ Continually Add All
A Core Lab 59 View Add All Employees > Continually Add All
.
) Ready ©2019 StaffReady. All rights reserved.
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Method Two:

10. To add Employees
individually, click the New link.

a. Search for the employee in
using the Add New Employee
Wizard. Click the Next button
to go to the next screen.

b. Click the Choose button to
select an Employee, or create a
new Employee using the Create
New Employee option.

. Ready

o Skillset Employees No workers have been assigned to the skillset —

Feedback© Help®@ Audit ¥

| % Add Employees

Employee Skillset Start Date A Department 2 Job Title ® Schedule > New

Search ’Emp\oyee All : ’Deoa':meﬂt Job Title

Schedule V

Add Employee Wizard

Enter the Name, StaffReady Login Id, or Employee Id of the employee you would like to add to the skillset.

N

: Barbara Dodd| Q

us || Next>

' Cancel

)

Add Employee Wizard

You Searched For: Barbara Dodd

Similar Employee Data Found: G @
Employee Login Employee Id Department Email Schedules
Barbara Dodd BDodd BDodd NM Pharmacy bdodd@staffready.com 2 Assigned | Choose

Not seeing the employee you are looking for above? | Create New Employee |

©2019 StaffReady. All rights reserved.
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c. Click the Finish button to

complete adding an individual

Employee to the Skillset Employee Information

Emp|0yees ||St. Full Name* ® Employee Hire Date* G Employee |d* G
Barbara Dodd 05/02/2018 7] BDodd 4
StaffReady Login Id* ® Reset Password ® Require Password Change* ®
BDodd g g 05/02/2028 7]
Department* G Job Title ©
NM Pharmacy MLT

Contact Information

Email Address ® Phone Number G
|bdodd@staffready.com ((work14) |(123)456-7899

Schedule Information

Schedule ® Name on Schedule G Schedule Start Date ®

[ choose One 3] Barbara Dodd 05/23/2019 3|

4

< Previous H Next > H Cancel ” Finish |

Skillset Employees .

Feedback© Help®@ Audit[¥

‘ £ Add Employees

Employee Skillset Start Date En Department 2 Job Title ® Schedule New
Search |Employee All s IDeoa'tment IJooTﬂe |Schedule
7 Barbara Dodd 05/02/2018 NM Pharmacy MLT Core Lab, Pharmacists Remove
o 2 =
> | John Scott 04/11/2019 (New Hire) Core Lab Core Lab Remove
L] —
5% ‘ Ready ©2019 StaffReady. All rights reserved.
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11. To add a new Skillset
Manager, click the New link.

12. Type the name of the
Skillset Manager in the
Manager text field.

13. Select a Manager name
from the auto-populated
search list.

14. Click the Save Changes

button to add the Manager to

the Skillset.

o »

Ready
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0 Skillset Managers

No managers have been assigned to the skillset

Feedback© Help®@ Audit ¥
Remove All
< Eull Name + Email + Department +User|d > New
No Results Found é
New Skillset Manager New Skillset Manager
Manager* ©®
Manager* ©
IRobert L
C> |Robert Duncan|
Robert Duncan
Robert Smith Save Changes <:|
Skillset Managers No manager messages are On in the Skillset Messages color bar —
Feedback© Help®@ Audit 7]
Remove All
< Eull Name : < Email + Department s User Id New
Robert Duncanté__ S Adjust Email Settings [not set] Core Lab RDuncan ’ Remove

©2019 StaffReady. All rights reserved.




Page 10 of 11

StEPSHOIEULIISIaICoMPELENGYASKIIISEE

— The new Skillset Mini Vidas  |& Mini Vidas Il
Illis now ready to be Skillset =
Published. —
Feedback© Help® Audit ¥
q . Edit
15. Click on the Skillset color <:j e
bar to expand it. Skillset 1d* Skillset Name Type
Mini Vidas IlI Mini Vidas Il CLIA
16. The Skillset Publish button Within Assessment Period Status View History
g q Chemi A | Draft (05/23/2019 15:00:35
will become available. it s o :
Description
17. Click the Publish button to Minividasill
complete the process.
& Mini Vidas Il
Skillset —
. X Feedback© Help® Audit ¥
— Note that once a Skillset is Edit
published, all of the
. . Skillset 1d* Skillset Name Type
reqU|rementS and aSSOCIated Mini Vidas IlI Mini Vidas IlI CLIA
assessments will roll out to staff Within Assessment Period Status View History
according to the settings Chemistry Annual Publish (05/23/2019 15:11:09)
assigned in setup. Description
Mini Vidas IlI
— Further, once a Skillset is

Published, it cannot be
unpublished. Contact
StaffReady Customer Support
to discuss options for archiving
Skillsets.

©2019 StaffReady. All rights reserved.
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Visit Our Training Center
]

To learn more about the Staff
Ready Competency module,
please review the following
documents in the Training

Media Center [ ] StaFFReady

For assistance with the
StaffReady Competency
features, please contact our

Customer Support team:

Skillset Folder Setup PDF Document
6am-5pm PST Skillset Setup PDF Document
Monday thru Friday Skillset Requirements Setup PDF Document
Phone: 1.877.229.5230 Managing Skillset Employees PDF Document

Online Support Form

Click the Need Help? box in
StaffReady to access our new
online Chat feature!

: E : S ta FFReady ©2019 StaffReady. All rights reserved.


https://mwstraining.maplewoodsoftware.com/guides/mws/managingskillsetemployees.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/skillsetrequirementsetup.pdf
./Download%20PDF
https://mwstraining.maplewoodsoftware.com/guides/mws/skillsetfoldersetup.pdf
https://staffready.com/customer-support
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