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Step Action 

6 The Document Summary screen is broken into different sections.  You will have to use 
the scroll bar on the right to view the other sections. 
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Step Action 

13c The Document Routing section shows the routing that needs to be accomplished.  From 
the creation of the document, it will only show the name of the person who needs to sign 
the document, which will be the one who prepared it.  Once the document has been 
stamped signed the routing list for reviewers/approvers will then show based upon the 
criteria set up in the routing lists. 

13d The Document History section shows every status that the document has gone through.  
This includes any amendments or adjustments as well as the following statuses: 
 
CREATED 
SIGNED 
REVIEWED 
PROCESSED 
INK SIGNATURE REQD 
SELECTED FOR AUDIT 
APPROVED 
DATALINKED 

Note: All statuses are in the past tense, whether they have been done or not.  If you do not see a 
status you think should be in the history, it may be because the status has not been stamped yet, 
so check the Document Routing section. 
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