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Document Control - Overview

This reference guide provides a comprehensive overview of concepts and terminology used in the Document Control Module. The following
process steps and instructional information are provided in this document:

 Document Organization

StaffReady Nesd Help?

Review Cycles and Roles

Barbara Dodd #

i Document Control W View: [ yanage [N

BB KA EA = Blood Culture Collection

Find Document [ Fing |[ Add @ Document Status
-8 General
- Preanalytic

-3 Blood Culture Collection @ Revision History

@-{3) Specimen Collection Procedure

Document Properties
Reviewers

Final Reviewers
Approvers
Acknowledgment List
Messages

Assigned Locations
Associated Documents

@ Publish History

Revision Ongoing - Document Owner Action Required

No messages are currently turned on.

No published documents.
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1 | Document Organization

The Document Control Module provides multiple Perspectives with integrated Search features, so you won'’t have to dig through complex
folder structures or counterintuitive filing systems to find the document you need. Each perspective offers a different approach to grouping
documents together, and each document can be organized with unique settings for easy access to related documents. Each document is
grouped in three different ways: Subject, Classification, and Location.

Subject Perspective

The Subject perspective
allows you to group documents
according to the type of work
they relate to. Subjects provide
an alternative to Classifications S ta FFRea d y Need Help?
by organizing documents of

different types, or from
different departments or sites.

# DocumentReady W View:  FHuanage Pl L reams

Subjects should be approached
as a “High Level” or “Broad m n - I% Blood Culture Collection
Stroke”.
Find Documens Find @ Document Status Re
Subjects are completely @8 Genera
customizable to what fits your - Preanalytic
organization. For example, you 2! Blood Culture Collection @ Revision History
can organize by department =] File Upload
(such as Pathology, Blood Bank, 2! Specimen Collection Procedure _
Microbiology, etc.) or by type Document Properties
(such as Policy, Form, Standard

Operating Procedure, etc.).
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Classification Perspective

The Classification perspective StaffRea dy Need Help?

is based on the Library of
Congress filing system, and is # DocumentReady W View: [ vanage gl 2 reams

.used to c!isplay critical n- & Documents

information at a glance. Short [Fine || 0 |
Flnd Add
. . Classification
Ids are abbreviations that

nd Document

E-# Documents

. =4 Procedures
des.crlbe aSpeCtS Of the related =@ Specimen Processing Sub Classifications
business process or area and &2 DOC.001
9 =1
can be used to quickly locate 3 DOC.002
B2-=2 DOC.003
documents. >
B2-2 DOC.004
1
Classifications are distinct 52

from Subjects (which group
documents by topic, i.e.

“Pharmacy Tech”, “Blood Tests”, _ lassificati 2
etc.) and Locations (which i
group documents by the

physical location of the ocument glagﬂfcat'on
ort Id*
equipment or process they _’ PROC.SPEC .

describe).
Short Id Example: Name ©

*Note: Classification
Short Ids are also referred
to as Identifiers (as shown
in the Document Library
color bar).

[CERE
[ [
[slwile]

“PROC.SPEC.” Description ®
translates to
“Procedures.Specimen
Processing.”

Department @
[not set]

Save Changes
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Llocation' Perspective

StaffReady Neod Holp?

¥ DocumentReady W View: [ yanage

IO K2 T © East Central
I Find Document Find | Add | \/ Site

&-Q East Central
- Accessioning
®f Chemistry @ Documents
#f Core Lab

B Microbiology

- Toxicology

- Urinalysis

H-@ North

H-§ St Joseph Care Center
H-@ Urgent Care Hawthorne
H-§ West

2 | Review Cycles and Roles

Document Controel Revision ControllSystem: Employee Roles

L Document Status Document Preparation Required —

Feedback © Help@ Audit

Document Preparation Available Actions
© No File Uploaded Artach Content For Review |

+' Has Document Owner

+" Has Reviewers

+" Has Final Reviewers

+" Has Approvers

' Mo Acknowledgment List Set

', {optional) Mo Locations Set
@ (optional) Use Site Approvers: Off
@ (optional) Use Location Review Teams: Off

Artach Pre-Approved Content |

Document History
Previous Action

Setup started Change Format
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Document Control Revision Control System: Employee Roles (continued)

Page 50of 8

@ Document Status

Revision Ongoing - Waiting for Reviewers —

Feedback© Help® Audit

v/

Document Setup Review Final Review Approval Publish

+/  Reviewers

—
Feedback© Help@ Audit[Z]
Reviewer Team @©
[not set]
Location Review Teams ©
off
Reviewers
~Name ~ Email ~ Team/Site Team Add Reviewer
Kelsie Ruhoff No
Emma Bowers ebowers@staffready.com No
Steve Gallagher No
Gary Long glong@staffready.com No
Barbara Dodd bdodd@staffready.com No
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Document Controll Revision Control System: Employee Roles (continued)
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+/  Final Reviewers

Feedback © Help@ Audit
Final Reviewers

+ Name + Email Add Final Reviewer
Howard Duck Remove
Barbara Dodd bdodd@staffready.com Remove

+/  Approvers —
Feedback© Help@ Audit ¥

Site Approvers ©
Off

Approvers

* Name = Email + Site Add Approver
Barbara Dodd bdodd@staffready.com [not associated] Replace Remove
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Document Control Revision Control System: Employee Roles (continued)

+/ Document Properties -
Feedback© Help® Audit
Edit
Name* Document Type Attachment
Specimen Collection Procedure File or URL Download
Subject Classification Time Between Reviews*
Preanalytic PROC.SPEC 2 Year Interval
Document Owner Permanent URL
Barbara Dodd Get URL
Description
Collection procedure for a variety of sample types.
Active Revision Keywords
[not set]
/  Acknowledgment List —_
Feedback® Help® Audit
Pinned Associations ©
Acknowledgment List Team ©
[not set]
Acknowledgment List
% Name +Department ¥ Job Title % Pinned By % Email Add Employee
John Janzen Chemistry [not set] - johnj@maplewoodsoftware.com
Kristin Vega Chemistry [not set] - example@staffready.com
Richard Sherman Microbiclogy Clinical Lab Assistant - [not set]
Russell Wilson Microbiclogy Clinical Lab Assistant - [not set]
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{+] StaffReady

Perspectives Setup 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 Lists Color Bar

PDF Document

Revision History Color Bar

PDF Document

Final Revision Color Bar

PDF Document

Reviewers Color Bar

PDF Document

Final Reviewers Color Bar

PDF Document
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https://staffready.com/customer-support
https://mwstraining.maplewoodsoftware.com/guides/mws/finalreviewerscolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/reviewerscolorbar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/finalreviewerscolorbar.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/perspectivessetup.pdf
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