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1. Click the Acknowledgment 
List color bar to open it.

DocumentReady – Setup View
Acknowledgment List Color Bar

This reference guide provides a comprehensive overview of the options available in the Acknowledgment List color bar, located in the Setup
tab of the DocumentReady module. The following process steps and instructional information are provided in this document:

• Add Acknowledgment List Member by Association ("Pin")• Add Individual Acknowledgment List Member

• Remove Acknowledgment List Members and Associations
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2. Click the Add Employees 
button.

3. Type the name of the desired
employee into the Full Name 
field, and select their name 
from the auto-complete menu.

4. Once selected, the 
employee’s details will 
populate below. Confirm that 
you have selected the correct 
employee and click the Add To 
button.
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1. Click the Acknowledgment 
List color bar to open it.

2. Click the Add Employees 
button above the Pinned 
Associations list.
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3. Click the appropriate side 
menu to select the criteria that 
you would like to associate 
("Pin") to the document's 
Acknowledgment List. You can 
associate documents by 
Department, Job Title, 
Schedule, and/or Skillset.

• Click Select All 
Employees to pin the 
document to all current 
employees meeting the 
selected criteria, or pin 
the applicable group to 
include all current 
employees as well as 
those added to the 
group in the future.

• You can search for 
employees and other 
criteria using the Find 
text field and button.

• The same steps apply 
when pinning through 
Job Title, Schedule, and 
Skillset menu tabs.
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4. Click the + and - (plus and 

minus) icons in the tree to 
expand or collapse entries and 
pin individual employees to the
Acknowledgment List using the 
Select Employee links.
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1. Click the Acknowledgment 
List color bar to open it.

2. To remove an individual 
employee, click the Remove 
(for manually-added 
employees) or Exclude (for 
employees added through 
pinned associations) button by 
their name.

3. To remove all employees that
were added through a Pinned 

Association, click the X icon by 
the specific Pinned Association.
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