Ready

Setup View — Browse Skillsets Perspective
Skillset Folder Setup

This reference guide provides an overview of the setup process for Skillset Folders within StaffReady. The following process steps and
instructional information are provided within this document:

o Skillset Folder Creation o Move Skillset Folder

o Edit Skillset Folder o Delete Skillset Folder
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1 | Skillset Folder Creation

Skillset Folder Creation
1. Select Browse Skillsets

ok StaffReady £

£

o Setup

+] [ Core Lab

Skillset Folder

2. Select a Skillset Folder. |

New Folder || Edit Folder || Move Folder

Folder Name Within
Core Lab @ Skillsets (Root)
@ Core Lab
Skillset Folder
3. Click New Folder.
Feedback Help Aud
I >New Folder || Edit Folder || Move Folder
Folder Name Within Folder Type
Core Lab 8 Skillsets (Root) ¢ CLIA
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. Create Skillset Folder x
4. Click change.

Within

Note: Only click change if a & Main Lab change <:|
different parent (Within) folder Folder*
needs to be selected.

Save Changes

Choose Skillset Folder

Current Selection: & Core Lab ¥ il [New Folder]

5. Click Select Folder. Click a destination folder

—I- @ Skillsetz (Roct) Select Folder

L o 1os s ol

- @ Central Processmg Select Folder
=- @ Cytology Select Folder
- @ Hematology Select Folder
=~ @ Histology Select Folder
- @ Microbiclogy Select Folde
- @ Specimen Collection Select Folder
=)~ @ Urmalysis Select Folder
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Note: Leave CLIA selected for
Folder Type.

6. Enter Folder name.

7. Click Save Changes.
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Create Skillset Folder X

—

Within

@ Main Lab chan

Folder®

Save Changes
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2 | Edit Skillset Folder
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Edit Skillset Folder

1. Select Browse Skillsets
perspective.

2. Select a Skillset Folder.

3. Click Edit Folder.
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Skillset Folder

|:>EditFo|der Move Folder

Folder Name Within
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Edit Skillset Folder b4

Within
@ Skillsets (top level) change

Folder*®

C L
Note: Only click change if a ::> ore Lab

different parent (Within) folder Save Changes
needs to be selected.

4. Edit Folder name.

5. Click Save Changes.
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3 | Move Skillset Folder
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Move Skillset Folder

1. Select Browse Skillsets
perspective.

2. Select a Skillset Folder.

3. Click Move Folder.
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Core Lab ¢

Mew Folder || Edit Folder

Skillset Folder

Move Folder

Within
i Skillsets (Roat) ¢

& Core Lab

Skillset Folder

New Foldglﬂwe Folder

Folder Name Within
Core Lab : 8 Skillsets (Root) ¢

Feedback

Folder Type
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4. Click Select Folder.

Ready

Page 8 of 9

Move Skillset Folder

Current Selection: & Skillsets (Root) ¥ @ Core Lab

Click a destination folder
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4 | Delete Skillset Folder
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Delete Skillset Folder

1. Select Browse Skillsets
perspective.

2. Select a Skillset Folder.

3. Click Delete Folder.

Note: A folder cannot be deleted if
the folder contains subfolders or

Skillsets.
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Mew Folder || Edit Folder || Move Folder
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Folder Name
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