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DocumentReady - Setup View
Final Reviewers Color Bar

This reference guide provides a comprehensive overview of the options available in the Final Reviewers color bar in the Setup View tab of
the DocumentReady module. The following process steps and instructional information are provided in this document:
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No acknowledgment list messages are currently turned on.

No locations assigned.

No published documents.
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1 | Adding a Final Reviewer

Add Individual Final' Reviewers tora Document:
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Barbara Dodd bdodd@staffready.com
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AddindividuallEinal’Reviewers toajDocument:

Method One: Clicking the Add
Final Reviewer link.

1. Type the name of the desired

employee into the Employee
field, and select their name
from the auto-complete menu.

* To add the Final
Reviewer without
sending them an email
notification, click the
Add Final Reviewer
Without Email button.

2. To add the Final Reviewer
and generate an email

notification, click the Generate

Email link.

3. Confirm the email address,
message subject and body, and
signature, then click the Add
and Send Email button.
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Add Final Reviewer

Employee* ®

Add Final Reviewer Without Email | or Generate Email

)

Add Final Reviewer X

Employee* ®

ILeonard Curtis

Email Address* ®

Icurtis@staffready.com

Subject* ®

[ Add Final Reviewer Without Email l or Generate Email <:|

8 BE B

||

|You've been invited to access a StaffReady Document

Body* ®

Hello Leonard Curtis,

You've been set as the Final Reviewer.

4

Signature* ®

Sincerely,
StaffReady

4

Note: The name of the document will automatically added to the body of this email.

’ Add and Send Email |
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Add alGrieup of FinallReviewers to ajDocument
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Final Reviewers
$Name 4 Email Add Final Reviewer

Barbara Dodd bdodd@staffready.com
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Adding FinallReviewers Department tojajDocument:
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Department
| Find employee or department Find Show All Departments
A Clinic Select All Employees
=-iA Core Lab Select All Employees
—A& Adrian Osborne Select Employee .
—2X Andrea Charles Select Employee
—A Bernadette Martin Select Employee
—A Chris Paul Select Employee
—2X Danielle Garrett Select Employee
—A Danny White Select Employee
—X Ellie Pope Select Employee
—A Ellie Sumner Select Employee
—2 Emma Bowers Select Employee

Department
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@) Clinic
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@A Inpatient Pharmacist
@-E# Inpatient Technician
=-fiA North Main

@A StaffReadyDemo

Select All Employees
Select All Employees
Select All Employees
Select All Employees
Select All Employees

Select All Employees
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2| Change or Remove Final Reviewers
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Showing 1 to 50 of 54
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¢ Name 4 Email

Hillary Scot hscot@staffready.com

Hector Smith
Hayk Tarpinian test@test.test
Ignacio Silva isiva@staffready.com
Jason Bond
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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
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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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