ReadySet - Quick Guide for
Supervisors

This document provides guidelines to help you learn the ReadySet application and its components.
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Overview

The purpose of the Supervisor tab is to enable supervisors (i.e. department leaders) to check
the compliance status of their staff (direct reports) for Flu, TB, and Respirator Fit programs
that are tracked in ReadySet.

The Supervisor tab will display in ReadySet if the supervisor is listed in PeopleSoft as
having direct reports. The Supervisor tab will only display names of the supervisor’s direct
reports as identified in PeopleSoft. The data used to populate the Supervisor tab is pulled
from UTSW HR system (Peoplesoft). Therefore, if there are issues such as accuracy and
spelling of staff members’ names or direct reports are missing in the Supervisor tab, the
source for these issues is likely in the HR (PeopleSoft) database. You will need to contact
your Peoplesoft administrator for any changes. Occupational Health is unable to make
these changes for you.

This Quick Guide provides the basic steps for checking employee compliance for the
following programs:

* Seasonal Flu
* Respirator Fit Program
* TB Program

Accessing the Supervisor tab
To access the Supervisor tab, follow the simple steps below:

1. Visit your URL - https://utsw.readysetsecure.com/rs/rest/samlsso/requestSSO

2. Enter your UT Credentials. (This will be your daily login user name and
password)

Usermmame: *

Password: * Login with your UT _

Credentials

Login
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http://www.utsouthwestern.net/intranet/administration/occupational-health/ReadySet-Log-in.pdf
https://utsw.readysetsecure.com/rs/rest/samlsso/requestSSO
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Once you are logged into ReadySet, the following screen is displayed:

READYSET4 LEARN LegOut ) Help

Healh Surveys Welcome
Appainimanis =
4 Tost Rosults Welcome to your Personal Health Portal
Results , .
AR To enrall or renew enrallment in an apen program, click on the Health Surveys
1 tab on the left. Review your personal information and complete any pending
Reneet Incidart SUMVEYS.
FAQ
Links * Click Hero 1o completo ponding surveys or questiennalros
Conlact Us # Click Here lo review and print your test results or lettors
4 Empiayon Demographica ¢ Click Here 1o change or update your Personal Demographic or contact
Damagraphics information

3. Click the Supervisor tab.
The Supervisor work space is displayed, as shown in the following example:

Wy Health User Sallings
Compliance
Search «| SearchResults - Compliance Results are uj nightly. Allow 24 hours for recent activity to appaar.
= Print -

LastMame « First Mame Badge Mo Due Date Program Job Location
Firefighter John Ifirefighter 12312014 SEASONAL FLU MANAGER Learning C.
Flrefighter John Ifirefighter RESPIRATOR FIT MANAGER Leaming C...
Firefighter John Ifrefighter TB MANACER Leamning C...
McFly Marty BCE0O09 1210312015 RESPIRATOR FIT Leaming C..
McFly Marty BCEODOS TB Learning C...
McFly Marty BCE0009 1213112014 SEASONAL FLU Learning C.
Tast Hahs 838133 07082015 L] STAFF Laarning

Status Test Babs 838133 05/30/2015 RESPIRATOR FIT STAFF Leaming C...

Compliant, Cue, Due-Cu Test Witliam 1176567 1273112014 SEASONAL FLU MANAGER Learning C.
Test John Jjohntestse 03/31/2014 8 Leamning C_..
Test Jon 073112014 RESPIRATOR FIT Learnina C...
Test John jahntestae DEDT2014 RESPIRATOR FIT Learning G
Test Jon 1213112014 SEASONAL FLU Learning C...
Test John johntestse 1273172014 SEASOMNAL FLU Learning C...
Test Learn 790819 121312014 SEASONAL FLU Leaming G
Test Kessha 01011865 121312014 SEASCONAL FLU Learning C...
Test Jon B Leamning C...
Taed WAl aarn TONRTA TO 1 narmins ™ REOYT M DD D AR
4 >
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Using the Supervisor tab

The Supervisor tab displays a list of employees(direct reports) who have either an upcoming
or past due date for a flu shot, respirator fit test, or TB visit. The names of these direct reports
will display along with their compliance status. To see all your direct reports and their
compliance status at one time, use the search status option at the bottom of the page.

How is Compliance status determined?

Compliance Status is determined based on the due date entered in Readyset.

(RECAP) ReadySet displays compliance status information on the screen for the employees who
report directly to you.

Compliant (Green) - _ The direct report has complied with the

requirements of the program and the due date is in the future.

Due Next Month (Green) - _ The direct report’s due date is “next

month”.

Due Current Month (Yellow) - DUE CURRENT MONTH | The direct report’s due date is
“current month”, usually the direct report’s birth month.

Due (Yellow) - DUE | The direct report’s due date is in a “season “(for flu vaccinations).
For example, Seasonal Flu vaccinations are usually given between Fall and Spring. Once the
program is completed (e.g. vaccinated or declined), they will become “Compliant” until the
next season. This scenario is indicating the direct report is due for flu vaccine (when the flu
season begins).

Non-Compliant (Red) - _ The direct report’s due date is in the past.
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Not in Program (Gray) -

NOT IN PROGRAM
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This could mean that the person has not

come through Occ. Health for a mask fit(Respirator Fit) or a QFT(TB) or it might mean that
they did come in but we did not perform either one or both because we were not aware that
it needed to be done. Solution: If your direct report needs to be in one of these programs
please call 214-645-5300 to make an appointment. On the contrary, if your direct report
should not be in the program identified please call 214-645-5300 to have them removed.

(See figure below). If you do not see an employee that belongs in your list of direct reports, check
with HR to make sure you are listed as their supervisor in PeopleSoft HCM.

| o o TR ter et |

[corotun

Search «|

Due Date
1200372013

05002016

| I i.,m Name . First Name Badge No,
| McFly Marty BCEO00S
| McFly Marty BCED00S
| || meFy Marty BCEDOOS
| | Teat Babs
r | Test William 00001
F | | Tost Keesha
e .
Stalus | Tast A .
ieererreeamwlieWll  Default view displays:
| Compiiant E¥J > Due—Current Month
] Due-CumentMonth > Non - Compliant
@] Due - Nexi Month | Test
] Emorin Resuls | Test
¥] Mon-Compliant | Test
@ NotIn Program IR=W Select additicnal Status options
Dona  Clear Bl to either filter or expand the
view of the compliance data.
test john
test john
| test keljleam
| test john
| test kellyleam
Search clear || 4 Page[t |ot1 s oW &

Search Resulls - Compllance Results are updated nightly. Allow 24 hours for recent activity to appear.

Program

 SEASONAL FLU

B

RESPIRATOR FIT
RESPIRATOR FIT
B

B

B

RESPIRATOR FIT
RESPIRATOR FIT
RESPIRATOR FIT
B

SEASONAL FLU
B

RESPIRATOR FIT
SEASONAL FLU
SEASONAL FLU
SEASONAL FLU
SEASONAL FLU
SEASONAL FLU
SEASONAL FLU
RESPIRATOR FIT
RESPIRATOR FIT
™

B

Supervisor Summary - Employee Program Status - ~ 5P
L Locaton ot . ‘

Leaning 2 TOOMPLIANT
| NOT IN PROGRAM
Print a PDF of the compliance ,:g;:ﬂ:ﬁw -
status using this Print button. INOTIN PROGRAM ;
. NOT IN PROGRAM
Learming Center 1 I NOT IN PROGRAM
MANAGER Laaming Cener 1 |NOT IN PROGRAM
M Learing Center 1 | NOT IN PROGRAM
Learming Center 1 NOT IN PROGRAM
Lasig e
Leaming Center 1 | COMPLIANT ]
Leaming Center 1 | COMPLIANT 1
Leaming Center 1 DUE - CURRENT MONTH
MANAGER Leaming Center 1 ERRCA IN RESLLTS |
M Leaning Cnr
Leaning Cntr
Laaig Caner
Laaing Coner

Leamning Canter 1

NON-COMPLIANT

NOT IN PROGRAM
Supervisors — will see “Not In

Program” for employees that have

no Next Due Dates, nor any

completed charting forms.

|
Displaying 1- 24 of 24
|
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Season Flu Compliance:

whsan ST U Setngs
BoarCh o Seanch Rasults - Complinnca Ressls ary updaied rghtfy. Algs 24 hours oF recend activity 10 appear.
e (i Prn =
Losibamer . Firstbame Bacge Mo Due Dae Frogeem Joh Locescn s
' MacFly Marty BCEDGS 12032013 EEASOMAL FLU Laaming Cescer 1 | EOMPLIANT
MeFly L] BOE0S ] Lopming Cosagt 1 RO IN PROGAAM
McFly Marty BoEmCE RESPHATOR FIT Leaming Cortar 1 BOT IN PROGHAM
Test DN RESFAATOR far (COMPLUNT
Test Wilam o Sextonal Flu dates will all show the same tht 1 BT IN FROG#AA
Test Kessha dates, since they sne annual programs. pr 1 MO I PROGAAM
| Te Lopm Jram! 1 KO IN PROGRAM
Slatun Tl Wit o0 These programs have been created In ReadySet o T T PTG
Do« Cuveni MortfL o | Tost Fpesra ;| by an Adan Implementation Manager. MO IN PROGRAM
Teat Ligs R tial 1 HOIT IW PROGRAM
Tt Jan ke 1T Lakming Cantet 1
Test Butn 1B0RNS EEASCMAL FLU Liaming Cerier § | COMPLIANT ;
Toot it iR ™ Lankrring Cisitin § COMPLANT i
Teerd Jorn (e SDRATeR T LLoaming Cortor 1 IDUE - CURIAENT MONTH
Tesi Wiliam Q0 1B0ENS EEASCRIAL FLU FANAGER Luaming Cosier § ERACA I AESULTS
Tid Hisiiha jF k] SEARCMAL FLU M Lagrng Catit 1
Test Loan 1ZDENI EEASONAL FLU Lnaming Cesit 1
Teemt e 10 EEASORAL FLU Linaiming Castet §
L] eyiparm TS SEASCAAL LY Lnaming Casinn 1
st jomn 120N EEASCRIAL FLU Loaming Gerier 1 WON-COMPLIANT
Seacth Gl i 4 Pagsil |[oft P Crapeying 1 - 240l 24

Checking employee compliance:
1. Use the Search panel, shown in the example below, to view Compliance Status based
on any of the following Search criteria:
. Worker Name - You can also limit the employees you want to display in the
Supervisor Portal view. You can choose to only see a single employee by typing in
their first or last name, or badge number (note that this is not the employee ID).
. Badge Number
. Due Date (month)
. Program Type - You can choose to see a particular “Program”, for example the TB
program, by typing in TB in the program field.
. Status (Compliant/Non-Compliant, Not In Program, Due-Current Month)
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Searching By Status Categories

e Choose any field, enter ID information or make choices from a drop down list, for
searching (1), and then click on the Search field to bring back the results (2)

ST vser setios
[ Compiance |
Search <« Search Results - Co
Last Name
N F
First Name pact fiome !
- Beecham P:
Compliant Badge No Boectam P:
Due Due Date Thurgood M
i
Due - Current Month Program Ll e o
Wise Lc
] Due - Mext Month 00 Little Jit
7] Error in Results Losi Littie Jin
N o iant Status Moore Be
Lol L Due, Due - Current Mol Moore B¢
[] MotIn Program
Done @ Clear E <
f-————-w
| Search }, Clear | Page |1

Due, Due - Current Month,

You can limit your search results to viewing a particular Status. For example, only viewing everyone
who is DUE-CURRENT MONTH. These status filter choices appear in a drop down list when you select
“Status” in the search fields. In this example, four statuses will be included in the employee search.
Check the statuses you want to view, click Done to secure the search list, and then click Search at the
bottom of the search fields (2).
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Frequently Asked Questions (FAQ)

Q: [ am a Manager, but my employees report to my supervisor in PeopleSoft. How can I see
my employees’ compliance?

A: You (the manager) will only be able to see compliance for employees who report
directly to you in PeopleSoft. If you would like to see other employees’ compliance in your
department you will need to go to their supervisor and have that supervisor look under
their tab in Readyset.

Q: Are the same compliance rules that are used for Respirator and TB used for Flu
vaccinations?

A: No. The “Seasonal Flu End Date” determines seasonal Flu compliance.
Q: The direct report shown on the Supervisor page is incorrect. What should I do?

A: Check with your HR PeopleSoft system administrator to verify that the Supervisor is
listed correctly in PeopleSoft. Once the changes are made in PeopleSoft, the data feed
will update ReadySet in 24 hours. .

Q: How often is the Supervisor compliant list updated?

A: Nightly

Q: How are employees notified of their upcoming TB compliance screening?

A: Employees will receive an email from ReadySet about a week prior to their birth month
to let them know they are due, along with the steps they need to take to become compliant.
They will also receive a mid-month reminder email. The direct supervisor is copied on
these emails. NOTE: Currently there is not an email sent to the employee for respiratory
fit compliance but the employee can have this updated in Occ. Health along with their TB
compliance appointment.

Q: What is my responsibility?

A: Supervisors are responsible and accountable for ensuring their direct reports receive
their testing when they are due. A list of noncompliant employees is forwarded to

Employee Relations by Occ. Health the first of the month following the employee’s due
date.
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