
Add/manage Classifications

Add Classification

Navigate to Document Control > Setup

Select “Classification” view

Select Parent Classification from the tree (if applicable) and click “Add”



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.

Edit Classification



Navigate to Document Control > Setup

Select “Classification” view

Select Classification from tree, or search in text box and click “Find”



Open “Classification” color bar & click “Edit Classification”

Update info as appropriate & click “Save Changes”

Upload/Download Classification Template

Upload:



Navigate to Document Control > Setup

Select “Classification” view

Select Classification from tree, or search in text box and click “Find”



Open “Classification” color bar & click “Upload Template”

Click “Choose File” to select a file to upload. Click “Upload Document” to upload 
the file to StaffReady Document Control.

Download:

Navigate to Document Control > Setup



Select “Classification” view

Select Classification from tree, or search in text box and click “Find”



Open “Classification” color bar & click “Download Template”


