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DocumentReady - Setup View
Reviewers Color Bar

This reference guide provides a comprehensive overview of the options available in the Reviewers color bar in the Setup View tab of the
DocumentReady module. The following process steps and instructional information are provided in this document:

e Adding a Document Reviewer * Adding a Reviewer Team

¢ Removing a Document Reviewer ¢ Changing or Removing Review Teams
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Associated Documents

Find Document Find || Add @ Document Status Revision Ongoing - Waiting for Reviewers +
-G Chemistry
-2 FastRead Glucometer Procedure i ]
#-3) Glucose Tolerance Procedure - 2HR @ Revision History +
®-[3) Loading the Automated Line
&-[3) Mini Vidas
#-[2) Osmometer Procedure Document Properties =
-8 General
[*-#@ Hematology
-8 Immunochemistry Reviewers 4
[*-#@ Rapid Testing
- Urinalysis
Final Reviewers +
Approvers +
Acknowledgment List +
Messages No acknowledgment list messages are currently turned on. +
Assigned Locations No locations assigned. +
+
+

@ Publish History No published documents.
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1 | Adding a Document Reviewer

Adding/Reviewersitola Document

DocumentReady W View:  HH yanage

o] 2 3
Ul =% Archived <% Teams

2 Loading the Automated Line
I Find Document Find | Add | @ Document Status Revision Ongoing - Waiting for Reviewers ==
& Chemistry
#-[2 FastRead Glucometer Procedure o ]
-2 Glucose Tolerance Procedure - 2HR @ Revision History +
-2 Loading the Automated Line
él—@ Mini Vidas
-[2 Osmometer Procedure +/ Document Properties +
-8 General
(- Hematology
- Immunochemistry ~/  Reviewers +
(-l Rapid Testing
+/  Reviewers 5
Feedback© Help@ Audit
Reviewer Team ® Location Review Teams ®
Hawthorne off
Reviewers
$Name $ Email $ Team/Site Team Add Reviewer
Megan Gross mgross@staffready.com No
Jana Massey jmasey@staffready.com No
Andrea Charles acharles@staffready.com No
Lester Schwartz Ischwartz@staffready.com Yes
Arturo Brewer abrewer@staffready.com Yes
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Adding Individual Reviewers fromithe /Add Reviewer Link
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Method One: Clicking the Add
Reviewer link.

1. Type the name of the desired
employee into the Employee
field, and select their name
from the auto-complete menu.

* To add the Reviewer
without sending them
an email notification,
click the Add Reviewer
Without Email button.

2. To add the Reviewer and
generate an email notification,
click the Generate Email link.

3. Confirm the email address,
message subject and body, and
signature, then click the Add
and Send Email button.
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|| Add Reviewer Without Email | or Generate Email

Employee* G

[ )

Add Reviewer X

Employee* ®
IBarbara Dodd [ Add Reviewer Without Email I or Generate Email

Email Address* G

bdodd@staffready.com

Subject* ®

2R B

||

IYou've been invited to access a StaffReady Document

Body* ®

Hello Barbara Dodd

You've been added as a Reviewer.

Signature* ®

Sincerely,
StaffReady

Note: The name of the document will automatically added to the body of this email.

Add and Send Email I <
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Adding Reviewers using the Add Reviewers Button

DocumentReady V7 View: @Manage

o
ag SO == Archived :E/ Teams

2 Loading the Automated Line
| Find Document Find | Add | @ Document Status Revision Ongoing - Waiting for Reviewers =+
& Chemistry
#-[2 FastRead Glucometer Procedure o ]
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-[2 Osmometer Procedure +/ Document Properties +
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(- Hematology
)-8 Immunochemistry +/  Reviewers ==
(-l Rapid Testing
v/ Reviewers =
Feedback © Help®@ Audit
Reviewer Team ® Location Review Teams ©®
Hawthorne off
Reviewers
¢ Name 4 Email ¢ Team/Site Team Add Reviewer
Megan Gross mgross@staffready.com No
Jana Massey jmasey@staffready.com No
Andrea Charles acharles@staffready.com No
Lester Schwartz Ischwartz@staffready.com Yes
Arturo Brewer abrewer@staffready.com Yes
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Adding Reviewers using the Add Reviewers Button

Add Employees X

Department
I Find employee or department Find | . Show All Departments

Schedule
éﬂ Clinic Select All Employees
o

iR Core Lab Select All Employees
-BA North Main Select All Employees
E«Liﬁ StaffReadyDemo Select All Employees
Department
| Find employee or department M Show All Departments
in Clinic Select All Employees
=-A Core Lab Select All Employees
—X Adrian Osborne Select Employee «
—AX Andrea Charles Select Employee
—X Bernadette Martin Select Employee
—2& Chris Paul Select Employee
—X Danielle Garrett Select Employee
—A& Danny White Select Employee
—A Ellie Pope Select Employee
—2A Ellie Sumner Select Employee
—2 Emma Bowers Select Employee
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2 | Adding a Reviewer Team

Adding Reviewersiusing Review! Teams

& Reviewers No Reviewers assigned. —

Feedback© Help®@ Audit [7)

Reviewer Team ® Location Review Teams ®
[not set] h on

Reviewers
$Name $ Email 4 Team/Site Team Add Reviewer
No Results Found

Select Team X

| Find Team I Find I I Set No Team I

éi Clinic Labs f
2 Hawthorne «

4, St Joseph Care Center Select

-@@ Clinic Radiology

L)v Hawthorne Select
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3 | Removing a Document Reviewer

Remoyving Reviewers from ajDocument:
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®-[2 FastRead Glucometer Procedure = i
-2 Glucose Tolerance Procedure - 2HR @ Revision History +
-2 Loading the Automated Line
®-[2) Mini Vidas
#-[2) Osmometer Procedure +/  Document Properties ==
- General
- Hematology
- Immunochemistry +/  Reviewers +
(- Rapid Testing
v/ Reviewers W
Feedback© Help@ Audit
Reviewer Team ® Location Review Teams ®
Hawthorne off
Reviewers
¢ Name 4 Email ¢ Team/Site Team Add Reviewer
Megan Gross mgross@staffready.com No
Jana Massey jmasey@staffready.com No
Andrea Charles acharles@staffready.com No
Lester Schwartz Ischwartz@staffready.com Yes
Arturo Brewer abrewer@staffready.com Yes
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4 | Changing or Removing Review Teams

Changelor' Remove ' Review Teams from a Decument
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© @ Chemistry
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#-[2) Osmometer Procedure +/  Document Properties ==
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- Immunochemistry +/  Reviewers +
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Feedback © Help®@ Audit
Reviewer Team ® Location Review Teams ®
mh off
Reviewers
¢ Name 4 Email ¢ Team/Site Team Add Reviewer
Megan Gross mgross@staffready.com No
Jana Massey jmasey@staffready.com No
Andrea Charles acharles@staffready.com No
Lester Schwartz Ischwartz@staffready.com Yes
Arturo Brewer abrewer@staffready.com Yes
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Change or Remove Review: Teams from ajDoecument

Select Team

Page 9 of 10

| Find Team Find | | Set No Team -
é-i Clinic Labs f
2, Hawthorne ‘ Select
2 Kendall Select
- Clinic Radiology
- St Joseph
2, Blood Bank Select
4 Chemistry Select

+  Reviewers

Add Reviewers

Reviewer Team, @
Hawthorne &

Feedback© Help@ Audit 7]

Location Review Teams @&
off
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Visit Our Training Center
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Additienal Information Abeut'DecumentReady,

() StaffReady

{*] StaffReady

DocumentReady Overview & Key Concepts PDF Document
Adding New Documents PDF Document
Document Status Color Bar PDF Document
Revision Tasks Color Bar PDF Document
Acknowledgment List Color Bar PDF Document
Acknowledgment Tasks Color Bar PDF Document
Revision History Color Bar PDF Document
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https://mwstraining.maplewoodsoftware.com/guides/mws/revisionhistorycolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/acknowledgmenttaskscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/acknowledgmentlistcb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/revisiontaskscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/documentstatuscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/addingnewdocsfromfileorurl.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/overview.pdf
https://staffready.com/customer-support
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