(4] StaffReady

Setup View — Browse Skillsets Perspective
Updating Skillset Employee Profiles

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

o Edit Employee Profile o Edit Employee Skillsets
« Skillset Employees —
Feedback®© Help@  Audit [z
| 5 Add Employees | 1 CLS X
Employee Skillset Start Date Ed Department 1 Job Title (© Schedule Grade New
Search | |Q,Em|:|::. ee | | | i to | | ] |CUZ epartment | |L‘.‘kv::|: Title | |CJ., Schedule | |q=::—:r-?-.::5 |

Allison McAlister  01/01/2014 Medical Center cLs Core Lab, Central Lab  Basic
Angela Reed 01/01/2014 Medical Center cLs Central Lab Basic
Anthony Mullins ~ 01/01/2014 Laboratory Basic
Beth Collins 01/01/2014 Laboratory cLsS Basic
Bill Longwell 010172014 Medical Center Central Lab Basic
Bob Smith 01/01/2014 Laboratory CLS Basic




1 | Edit Employee Profile
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Edit Employee Profile

1. Select Browse Skillsets
perspective.

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

4. Click Employee Name.

Ready
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o Setup

Skillset

5 Add Employees

|::> Skillset Employees

Skillset Employees

B Add Employess

Feedback

Employee Skillset Start Date En Department 4 Job Title
Search Q, fo Q Q
|:>; son McAlister 01/01/2014 Medical Center
Angela Reed 01/01/2014 Medical Center CLSs
Anthony Mullins 01/01/2014 Laboratory CLS

©2014 StaffReady. All rights reserved.



5. Edit General employee profile

data.

6. Click Save Changes.
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Edit Employee Profile

General
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Employee Information

Full Name* @ Employee Id* @ Hire Date™ @
Allison McAlister amcalister 0DG/09/2013
Department & Job Title @

Medical Center change CLS change

Contact Information

Primary Email @ Primary Phone Number &
|amcalister@Staﬁ‘Ready.com ¥ | Edit |ND Phone Number ¥ |Edit

Login Information

Login Id* &
amcalister

Password & Change Password By @
10/19/2024
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2 | Edit Employee Skillsets

Edit Employee Skillsets
P

1. Select Browse Skillsets

perspective. T_ SEARCH
2. Select a Skillset. M Setup
L v] &= Advia
3. Open Skillset Employees colorbar. Skillset

|:> Skillset Employees

& Add Employees

Skillset Employees

Feedback Hel

4. Click Employee Name.

B Add Employsss

Employee Skillset Start Date En Department 2 Job Title
Search Q, & 1 &= Q, Q,
|::>; son McAlister 01/01/2014 Medical Center
Angela Reed 01/01/2014 Medical Center CLSs
Anthony Mullins 01/01/2014 Laboratory CLS
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5. Click Skillsets.
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Edit Employee Profile

General

Employee Information

Full Name* @ Employee Id* @ Hire Date™ @
Allison McAlister amcalister 0DG/09/2013
Department & Job Title @

Medical Center change CLS change

Contact Information

Primary Email @ Primary Phone Number &
|amcalister@Staﬁ‘Ready.cDm ¥ | Edit |No Phone Number ¥ |Edit

Login Information

Login Id* &
amcalister

Password & Change Password By @
10/19/2024

Save Changes
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6. Click change.
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Edit Employee Profile

N

Skillsets

Employee Skillsets

Skillset Id Grade Id Skillset Start Date
Centaur Basic l—i>chan:|e
Variant Basic 01/01/2014 chanoe
Architect Basic 01/01/2014 change
SPE Basic 01/01/2014 change
ImmunoCap Basic 01/01/2014 change
ANANEB Basic 01/01/2014 change
FPanther Basic 01/01/2014 change
HPV Basic 01/01/2014 change
Cobas Basic 01/01/2014 change
Advia Basic 06/09/2013 change
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7. Click Set to Today.

8. Click Set to Hire Date.

Change Skillset Start Date X

SKillset Start Date
01/01/2014 @l

Set o Toda Set to Hire Date

Save Changes

9. Click Save Changes.

Ready

Change Skillset Start Date b 4

Skillset Start Date
10/19/2014 il

Setto Toda !—>:-+-.-.: Hire Date

Save Changes

- ave Changes

Change Skillset Start Date

Skillset Start Date
06/09/2013 fz]

set fo Toda setto Hire Date
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