Add/manage Classifications
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Navigate to Document Control > Setup
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Select Parent Classification from the tree (if applicable) and click “Add”
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Classification Documents

Confirm the “Classification” side tab is selected. Type the “Short ID” and any
optional details into the text fields, then click “Save Changes” to create the new

Classification.
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Select Classification from tree, or search in text box and click “Find”
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Open “Classification” color bar & click “Edit Classification”
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Update info as appropriate & click “Save Changes”
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Upload/Download Classification Template

Upload:
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Select Classification from tree, or search in text box and click “Find”
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Open “Classification” color bar & click “Upload Template”
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Click “Choose File” to select a file to upload. Click “Upload Document” to upload
the file to StaffReady Document Control.

Download:
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Here you can upload a classification template you have previously downloaded, or download a
sample template that you can edit and upload now.

A template file is an Excel 2003 (xIs) file with two to four columns, and header row with titles of
'tag 1' through 'tag 4'.

If you have difficulty uploading from a template, please make sure you are providing at least the
first and second tags, and re-saving in Excel 2003 format after making changes.
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Navigate to Document Control > Setup
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Select Classification from tree, or search in text box and click “Find”
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Open “Classification” color bar & click “Download Template”
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