[+ StaffReady

Setup View — Browse Skillsets Perspective
Skillset Messages Colorbar

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

o Turn on Skillset Messages o Turn off Skillset Messages

o Turn on Skillset Message Override
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Turn on Skillset IViessa;
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1. Select Browse Skillsets
perspective.

2. Select a Skillset.
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3. Open Skillset Messages colorbar.

4. Click Turn On to turn on an
individual Skillset Message.

5. Click Turn On All to turn on all
Skillset Messages.
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Turn on Skillset [Viessage Override
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4. Click Make Override to turn -
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message override on for an Send message when... Status Oﬁ
individual Skillset Message.

The task is first sent Q I:> _1:

Note: The Make Override option will —
send a Skillset Message to an The warning date is reached Q@ on _1:
employee regardless if they have -
email messaging turned on. The due date is reached @ on i

Ready ©2017 StaffReady. All rights reserved.



Page 4 of 4

3 | Turn off Skillset Messages

Turn off Skillset Messages

1. Select Browse Skillsets
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3. Open Skillset Messages colorbar.
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4. Click Turn Off to turn off an supervisor Messages
individual Skillset Message. Send message when... Slal|:> T—A
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5. Click Turn Off All to turn off all
Skillset Messages. The warning date is reached © override Turn Off
The due date is reached G Override Turn Off
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