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Home Page: Helpful Links

Get acquainted with the 
StaffGarden GROW platform 
and the valuable resources 
provided by Inova Health 
System. 

The Helpful links section is 
located on the right hand side of 
your Home page.
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Applying

Click on the ‘Apply Now’ button 
to apply to Inova Health 
System’s 2023 ADVANCE 
Clinical Ladder Program.
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Applying: Application Type

Select the correct application type. New participants should select 

“New.” If you have participated in the Inova Health System’s 2023 

ADVANCE Clinical Ladder Program before, select “Maintaining.” 6



Applying: Level Prerequisites

You should ensure that you 

currently meet the level 

prerequisites before selecting 

your level for your program.
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Application Page

View your requirements, responses, and update your requirement 
status on the Application Page. 8



Click the icon to 

the right of each 

requirement to 

begin working on 

the requirement. 

Application Page: Level Requirements
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Choosing a Requirement Status
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On the Application Page, click on the 
requirement’s name to edit the 
status.

Select a status from the My 
Status field and click save.



Updating your Requirement status to 

Complete will increase your 

percentage on the Application page.

Choosing a Requirement Status: Pending, In Progress, 
Complete

Pending or In Progress - you have not 
completed this requirement yet
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Complete - you have finished 
this requirement



Selecting an Activity

12

The “+”  will display a 

list of options. 



Activity Details 

Complete fields.

These can be edited at a 
later time if needed.
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Activity Details: How to Upload a File 

14

Click on the Upload Button to open the Documents wizard and choose your file.

After you choose the file, it will appear as a blue link underneath the 
Upload Field. Click the blue link to view the file.

Click the 
‘X’ to 
remove 
the file.



Editing an Activity Click activity to edit.
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Click the trash can 
button to delete. 



Choosing a Status for an Activity 

Added/Planned - you’ve 
chosen the activity, but 
have not yet started it

In Progress - you are 
working on this activity 

Complete - you have 
finished this activity

Updating your Activity status to ‘Complete’ will 
increase your percentage on the Application page. 16



Completing or Saving an Activity 
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Clicking “I’m 
Done” will 
mark the 
activity’s 
status as 
“Complete.” 

Clicking “Save” will save your work and mark 
the activity’s status as “In Progress.” 



Request Approval

Some activities or requirements may ask for Request Approval. To request approval click on the 
Request Approval button and click the Magnifying Glass icon to search for the appropriate 
approver. The information you provide will be sent to the approver for them to review and 

approve.
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Request Approval: Notes
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In the notes section you can further specify what you’re asking 
them to approve.



Checkups
Checkups is a two-way communication tool to check-in with an 
employee about the progress of their program application and 
progress of their participation in the program.
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Checkups

1. From your Application page or home 

page, click on ‘Checkups,’ on the 

upper right hand side pane.

2. Begin by clicking on the pencil icon.

3. Select from the ‘My Progress’ 

dropdown list.

4. Enter in your comments regarding the 

progress of your work.

5. Press ‘Save.’  
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Submit for Final Approval 

Submit for Approval indicates ALL of your program requirements have been 
fulfilled and ready to be reviewed by your organization. 22



Where is the Submit button?
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In order for the Submit button to become available on the application, the following 
must be done:

1. Pre-approval has been  
given

2. All requirements and 
activities must have a 
status of Complete

3. You must have been approved 
for the “Endorsement from the 
Clinical Director” requirement.



Technical Support Questions?

Contact StaffGarden 
 

Phone: 800-671-3606
Email: support@staffgarden.com
Live Chat: Monday - Friday 8:30am to 5:30pm PST
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