Ready

Setup View — Browse Requirements Perspective
Add Electronic Signature to Documents

This reference guide provides an overview of the process for Adding Electronic Signature to Documents within StaffReady. The following
process steps and instructional information are provided within this document:

o Add Supervisor Electronic Signature o Add Employee Electronic Signature
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1 | Add Supervisor Electronic Signature

1. Select Browse Requirements

&k StaffReady

ﬂﬁ Setup
2. Select Requirement. [ _E)Browse Requirements v | =l Direct Observation
=" iy CLIA Regurements Requirement
. . L Direct Observation
3. Click to open Requirement F .
Documents colorbar. |::> Requirement Documents

Documents

O New Document || ' Add Documents

Requirement Documents

T

Feedback Help

4. Click m Documents

D New Document || ) Add Documents

Document Type Folder Assignee Add All
| N

[ Direct Observation >—Z_ @8 Documents (Root) Remaove
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Edit Document

5. Click Edit Document Contents. Document Id* G Within G
Direct Observation @ Core Lab Competency Documents chanoe
Document Name G Document Preview G

Direct Observation Edit Document Contents&

Points to Pass* G
10 10 of 10 (100%)
Retake Options G
An exam retake can be initiated by an employee
Document Description G

This is the primary checklist document for the direct ohservation of
routine patient test performance, including patient preparation, if
applicakble, specimen handling, processing and testing.

Save Changes
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6. Click Add a Section.

Z ' Direct Observation

Sections

& Direct Observation

ALII

)ir servation v

&= Question 1 Wl 1 Point(s)
o] | Before testing, ensures specimen is properly identified with appropriate labeling.
Description _
This is the primary checklist document =l | f

for the direct observation of routine

patient test perfarmance, including Passing Score:

patient preparation, if applicable, Ca
specimen handling, processing and Comments:
testing.

no attachments
Document Type @ | noattachment
Exam

Points to Pass
10 of 10 (100%) = Question 2 Wl 1 Point(s)

Edit || Clone || New

O | Before testing, verifies spacimen was collected in correct tube or container.
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7. Select Sign Off... for Section
Type.

Page 5 of 9

Section Type®

P
8. Enter Section Id. |__I)Sign Off: A section to record document sign off

9. Enter Who Should Sign the
Document.

Section Id*

[ >Supervisor Sign Off

Who Should Sign the Document®

I:>Supewisor

Signee Validation®

10. Select Anyone can sign the
document for Signee Validation.

11. Click Save Changes.

Note: It is strongly recommend that
the option Anyone can sign the
document is used for Supervisor
Sign Off.The option The Supervisor
signs the document should only be
used if the Department Supervisor
will be completing the assessment
and electronic signature. This is not
likely within environments were
multiple supervisors can complete
an assesment. The Department
Supervisor is set within the
Department settings, and there can
only be one Department
Supervisor.
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Anyone can sign the document

Save Changes

Section Ty pe*

ISign Off: A section to record document sign off

Section Id*
Supervisor Sign Off

Who Should Sign the Document®
Supervisor

Signee Validation®

IAn*,-'Dne can sign the document

d

Choose One

The subject of the document signs the document
7 he supervisor signs the document
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2 | Add Employee Electronic Signature
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1. Select Browse Requirements
perspective.

N
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E| Direct Observation

2. Select Requirement. =

By CLIA Requirements
|: 2 Direct Observation
[ FDA Bequrements

3. Click to open Requirement
Documents colorbar.
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Requirement

Requirement Documents

Documents

O New Document || ' Add Documents

Requirement Documents

4. Click Edit.

Documents
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Edit Document

5. Click Edit Document Contents. Document Id* G Within G
Direct Observation @ Core Lab Competency Documents chanoe
Document Name G Document Preview G

Direct Observation Edit Document Contents&

Points to Pass* G
10 10 of 10 (100%)
Retake Options G
An exam retake can be initiated by an employee
Document Description G

This is the primary checklist document for the direct ohservation of
routine patient test performance, including patient preparation, if
applicakble, specimen handling, processing and testing.

Save Changes
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6. Click Add a Section.

Ready
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Document Details ©

Description

This is the primary checklist document
for the direct observation of routine
patient test performance, including
patient preparation, if applicable,
specimen handling, processing and
testing.

Document Ty pe
Exam

Points to Pass
10 of 10 (100%)

Edit || Clone || New

&= Question 1

o | Before testing, ensures specimen is properly identified with appropriate lalj

= | no additional details

Passing Score:

Comments:

& | no attachments

= Question 2

o | Before testing, verifies specimen was collected in correct tube or container|

=l | no additional details
|
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7. Select Sign Off... for Section
Type.

8. Enter Section Id.

9. Enter Who Should Sign the
Document.

10. Select The subject of the
document signs the document
for Signee Validation.

11. Click Save Changes.
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Section Ty pe*

[ >Sign Off: A section to record document sign off

Section Id*®

mployee Sign Off
Who Should Sign the Document®
Employee

Signee Validation®

The subject of the document signs the document ¥

Save Changes
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