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DocumentReady - Perspectives Setup
Subiject, Classification and Location

This reference guide provides a comprehensive overview of configuring Perspectives (Subjects, Classifications, and Locations) within the
DocumentReady module. The following process steps and instructional information are provided in this document:

e Subject Perspective ¢ Location Perspective

e Classification Perspective
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| DocumentReady Setup View - Perspectives: Subject, Classification, Location
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1| Subject Perspective

The Subject perspective allows you to group documents according to the type of work they relate to. A Subject provides an alternative to
Classifications by organizing documents of different types or from different departments or sites.

Adding aiNew!Subject in/DocumentReady.

1. Select the Subject

perspective option, then click S ta F F Re a dy

the Add button. —
i DocumentReady W

| Find Document

[ Find H Add

Add Subject Or Document

2. Click the Subject option on
the left side action menu. Su bject

Subject Name* ©®
IMicrobioIogy

3. Type the name of the new
Subject into the text field.

4. Click the Save Changes Save Changes |¢

button.
Staﬂ:Ready Need Help?

5. A new Subject folder will be i DocumentReady V7 View: FEH Manage Rl
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| Subject Perspective, Cont. - Adding a Document

StepsiterAddiaiNew Subject Document
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| Subject Perspective, Cont. - Finding a Document

StepsiterAddiaiNew Subject Document

StaffReady
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Revision History

Document Properties

Reviewers

Final Reviewers
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Approvers
Acknowledgment List Acknowledgment List is empty and no pins are associated.
Messages No messages are currently turned on.
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https://mwstraining.maplewoodsoftware.com/guides/mws/acknowledgmenttaskscb.pdf
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| Subject Perspective, Cont. - Finding a Document

StepsitolFinding a Subject Document
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2| Classification Perspective

The Classification perspective is based on the Library of Congress filing system, and is used to display critical information at a glance.
Classification tags are abbreviations that describe aspects of the related business process or area to quickly locate documents.

Adding ajClassificationin DocumentReady

1. Select the Classification Add Classification
perspective option, then click S t a FFRe a d y _

the Add button.

Short Id* ®
ses POL|
2. Assign a Short Id by typing it DocumentReady W I < _J
the name of the new Name ®
Classification into the text field. @ Classification |Policies
Up to five alpha-numeric | Find Document Find 1 Add e

characters are supported in this
field.

Policies Library

3. Optional fields include
Classification Name and

Description. Save Changes |<
4. Click the Save Changes S ta FFReady

button.

i DocumentReady W vView: [ yuneee Pl

DK== EA @ Policies

5. Once the new Classification
is created, you can review or

edit the Classification by Ll pocment [Find J[add | | s classification <:

aa re . =-<® Documents
clicking on the Classification @ @po,icie@
colorbar. @ Procedur o Sub Classifications
«/  Classification Documents
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| Classification Perspective, Cont.

[locate aiDocument under the Classification Perspective
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3| Location Perspective

The Location perspective corresponds to physical areas where the equipment, business process, or testing procedure described in a
document are located.

Adding ajllocation|in DeocumentReady,

1. Select the Location

perspective option, then click S ta F F Re a d y

the Add button.

Add Site Or Location

Site Location

2. Select Location option on the EHE Docu mentReady v

left side action menu.

i i ; Within ®
e DIKEOETTTEN TR g
4. Click Save Changes to add the | Find Document Find FrRRE =

new Location.

@ East Central ﬁ |Southside Lab
@ North

Q StJoseph Care Center Save Changes <j

¢ Urgent Care Hawthorne
Q West

*Note that the Location will be
added to the Site or Parent
Location that is listed in the
"Within" field, located in the
Add Site or Location screens.

+ o+ (#
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| Location Perspective, Cont.

Adding alllocation in' DecumentReady
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Add Site Or Location
Site
F Site* © Address* ® Suite/Attn ©

Location
|Southside Lab |123 Main Street |
City* © State/Province* ® Postal Code* ®
|Spokane (WA |99000
Hours © Zip+ ©
108:00 - 17:00

Save Changes .
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| Location Perspective, Cont.

StaffReady

9. A new Site will be created.

*Note that a Site are at the
top-level of the Location
perspective. Within a Site you
can create an additional
Location and sub-Locations.

() StaffReady
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| Find Document Find Site
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+-Q Southside Lab<: @ Documents
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| Location Perspective, Cont.

StaffReady

1. To find a Location, enter the
name or partial name of the
Location into the search field.

i DocumentReady W

sl el i
I | Chemistry Find

Q East Central

@ North

@ Southside Lab

Q StJoseph Care Center
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Q@ West

2. Click the Find button.

3. Continue clicking the Next or
Prior buttons until the desired
Location is located.

- FH-H-H-FH®

4. To clear your search criteria,
click the ‘X’ in the search text
field.
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https://staffready.com/customer-support
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