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DocumentReady - Setup View 
Adding a New Document from a File or URL

This reference guide provides a comprehensive overview for adding a new document within the DocumentReady module. The following 
process steps and instructional information are provided in this document:

1. Click the Add button.

*Note: You can add a new 
document from any 
perspective (i.e. Subject, 
Classification, or Location).
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2. Type the desired name of the
document in the Document 
Name field.

3. From the Document Type 
drop down menu, select File or 
URL.

4. To associate a specific 
location(s) with a document, 
type the desired location in the 
Locations field and then select 
it from the available options.

*Note: Select the Use Site 
Approvers and/or Location 
Review Teams checkboxes, 
if applicable.

5. To add a Classification, click 
the [not set] link.  This will 
open the Select Classification 
window.
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6. Locate the desired 
Classification by either clicking 
the  or      (plus or minus) 
icons in the tree view to expand
or collapse entries, or search 
for the Classification using the 
Find text field and button. 
When finished, click the 
appropriate Select button.
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*Note: The Subject will 
default to the Subject that 
was selected when you 
initially clicked the Add 
button in step 1. To change,
click the Subject link and 
follow the same process 
mentioned in step 6.

7. Select an option from the 
Time Between Reviews drop 
down menu.

8. Type a brief description of 
the document in the 
Description field.

9. Click the Save Changes 
button.
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10. Next, click the Document 
Status color bar to open it.

11. Click the Attach Content For
Review or the Attach Pre-
Approved Content button. This 
opens the Attach Content 
window.
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12. You can attach content to 
the document by uploading a 
file from your device or linking 
directly to a web page.

  Attach a File:

 Select Attach a File.

 Click the Choose File

button.

  Select the desired file.

  Link a Web Page:

 Select Link a Web Page.

 Insert the desired web

address into the text

field.

13. After selecting the desired 
content, click the Save button.
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