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DocumentReady – Welcome View
Acknowledgment Tasks Color Bar

This reference guide provides a comprehensive overview of the Acknowledgment Tasks color bar in the Welcome View tab of the 
DocumentReady module. The following process steps and instructional information are provided in this document:

• Start  ing an Acknowledgment   Task  • Filtering   O  ptions  
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1 | Starting an Acknowledgment Task

Steps to Complete an Acknowledgment TaskSteps to Complete an Acknowledgment Task
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The Acknowledgment Tasks 

color bar allows you to manage 

and acknowledge receipt of 

published documents within 

your organization.

1. From the Welcome View tab,

click the My Documents side 

menu option. 

2. Click on the 

Acknowledgment Tasks color 

bar to open it.

3. Click the Start Task link. This 

opens the Acknowledgment 

Exam.
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Steps to Complete an Acknowledgment Task, continuedSteps to Complete an Acknowledgment Task, continued
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4. To review the document 

requiring acknowledgment, click

the Download link. 

5. Once the document is 

reviewed, enter your Username 

& PIN (Personal Identification 

Number)

6. Click the Sign button to 

acknowledge the document has 

been reviewed. 

*Note: If you need to exit 

the exam prior to 

acknowledgment, click the 

Save Progress button.
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Steps to Complete an Acknowledgment Task, continuedSteps to Complete an Acknowledgment Task, continued
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6. Once signed, click the Submit 

Signoff button.

*Note: If you entered your 

Signature and Pin 

prematurely, you may click 

the Reset Signature link.

7. Click Exit Exam to close the 

Acknowledgment screen and 

return to the Welcome View tab.
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2 | Filtering Options

Filter and Manage Acknowledgement TasksFilter and Manage Acknowledgement Tasks
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1. From the Welcome View tab,

click the My Documents side 

menu option.

2. Click on the 

Acknowledgment Tasks color 

bar to open it.

3. Click the Document, Status, 

Assigned, or Due links to 

change the sort order of each 

column.

4. Type a Document Title in the 

Filter Document text field and 

click the Filter button to reduce

the returns.
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Filter and Manage Acknowledgement Tasks, continuedFilter and Manage Acknowledgement Tasks, continued
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5. Click the Status drop down 

menu to select one of the 

following filterable options:

• Show All 

• Incomplete

• Complete

• Overdue

• Due Soon

• Assigned

• Upcoming

6. Select a specific Calendar 

date to filter the tasks by 

Assigned date or Due date. 
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Visit Our Training Center                                                                                                                          

Additional Information About DocumentReadyAdditional Information About DocumentReady

DocumentReady Overview & Key Concepts PDF Document

Adding New Documents PDF Document

Document Status Color Bar PDF Document

Revision Tasks Color Bar PDF Document

Acknowledgment List Color Bar PDF Document

Acknowledgment Tasks Color Bar PDF Document

Revision History Color Bar PDF Document

Reviewers Color Bar PDF Document

Final Reviewers Color Bar PDF Document

Approvers Color Bar PDF Document
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To learn more about the 

DocumentReady module, 

please review the following 

documents in the Training 

Media Center. 

-----------------------------------------

For assistance with the 

Acknowledgment Tasks color 

bar or other StaffReady 

DocumentReady features, 

please contact our Customer 

Support team: 

6am-5pm PST

Monday thru Friday

Phone: 1.877.229.5230

Online Support Form 

→ Click the Need Help? box in 

StaffReady to access our online 

Chat feature!

https://mwstraining.maplewoodsoftware.com/guides/mws/approverscolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/finalreviewerscolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/reviewerscolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/revisionhistorycolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/acknowledgmenttaskscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/acknowledgmentlistcb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/revisiontaskscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/documentstatuscb.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/addingnewdocsfromfileorurl.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/overview.pdf
https://staffready.com/customer-support
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