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DocumentReady – Setup View
Reviewers Color Bar

This reference guide provides a comprehensive overview of the options available in the Reviewers color bar in the Setup View tab of the 
DocumentReady module. The following process steps and instructional information are provided in this document:

• Chang  ing   or Remov  ing   Review   Teams  

• Adding a Reviewer Team  • Add  ing a Document Reviewer     

• Removing a   Document   Reviewer  
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1 | Adding a Document Reviewer

 Adding Reviewers to a Document Adding Reviewers to a Document
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The Reviewers color bar 

displays employees who are 

assigned to review a document.

The document owner can add 

or remove individual Reviewers

and/or Review Teams for the 

document.

Follow these steps to add a 

Document Reviewer:

1. Click the Reviewers color bar

to open it.

2. There are two ways to add a 

Reviewer:

a. Click the Add Reviewer link.

b. Click the Add Reviewers 

button
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 Adding Individual Reviewers from the Add Reviewer Link Adding Individual Reviewers from the Add Reviewer Link
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Method One  :   Clicking the Add 

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 Reviewer 

without sending them 

an email notification, 

click the Add Reviewer 

Without Email button.

2. To add the 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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 Adding Reviewers using the Add Reviewers Button Adding Reviewers using the Add Reviewers Button
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Method Two  :   Clicking the Add 

Reviewers button.

1. Click the Reviewers color bar

to open it.

2. Click the Add Reviewers 

button.
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 Adding Reviewers using the Add Reviewers Button Adding Reviewers using the Add Reviewers Button
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3. To add employees from a 

specific department, enter the 

department name in the Find 

employee or department 

search field and click the Find 

button.

Click the Select All Employees 

link next to the desired 

department...

... or chose individual 

Reviewers by clicking the 

Select Employee link 

associated with the desired 

employee.
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2 | Adding a Reviewer Team

 Adding Reviewers using Review Teams Adding Reviewers using Review Teams
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1. Click the [not set] or current 

Reviewer Team link.

2. To find the team you wish to 

review a document, enter the 

team name in the Find Team 

search field and click the Find 

button.

Click the Select button next to 

the desired Review Team.
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3 | Removing a Document Reviewer

 Removing Reviewers from a Document Removing Reviewers from a Document
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1. Click the Reviewers color bar

to open it.

2. Click the Remove button 

next to the Reviewer you'd like 

to remove.
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4 | Changing or Removing Review Teams

 Change or Remove Review Teams from a Document Change or Remove Review Teams from a Document
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1. Click the Reviewers color bar

to open it.

2. Click the Reviewer Team link.
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 Change or Remove Review Teams from a Document Change or Remove Review Teams from a Document
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3. To find the Reviewer team 

you wish to change or remove 

from document review, enter 

the team name in the Find 

Team search field and click the 

Find button. 

a. If you want to remove the 

current Reviewer team, click 

the Set No Team button. 

b. If you want to find a new 

team search...then click the 

appropriate Select button.

NOTE: Updates will be saved 

and displayed automatically.
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Visit Our Training Center                                                                                                                          

Additional Information About DocumentReadyAdditional Information About DocumentReady

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
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To learn more about the 

DocumentReady module, 

please review the following 

documents in the Training 

Media Center. 

-----------------------------------------

For assistance with the 

Reviewers color bar or other 

StaffReady DocumentReady 

features, please contact our 

Customer Support team: 

7am-5pm PST

Monday thru Friday

Phone: 1.877.229.5230

Online Support Form 

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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