
The purpose of the Doc Menu module is to distribute
company’s documents. From this module users can
display and print documents, but cannot change them.
When available, users can also download a (master)
file associated with the document

This module is also the point of entry to ISOXpress
application. From here, administrators and managers
can navigate to other modules, but most ordinary
users will never need go beyond this point.

Only approved and released documents are available
in this menu.

Users can see only those document folders (cate-
gories) for which they have explicit viewing permission
(set up from the Doc Control module).

The organization of the menu (folder structure), con-
tent and availability of documents, and viewing permis-
sions are all controlled from the Doc Control module.
Only Administrators and users who have explicit per-
missions to edit documents can access the Doc
Control module.

Users who are not author-
ized to access modules will
not see these buttons.
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To display a document, double-
click it, or select it (click once) and
click the Open Document button.
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The header is automatically
generated from the document
control record (maintained in
the Doc Control module). This
ensures that the control infor-
mation in the header is always
accurate and up to date. 

Documents open in a new Adobe Reader
(PDF Reader) window, and have their own
menu for printing, searching, zooming, etc.

NOTE: Users must have Adobe Reader
installed on their computers. You can
download it free form the Adobe website
(www.adobe.com).
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For some types of documents, such as forms, users may have
the option to download a file associated with the document. This
file does not need to be the same as the viewable PDF file that
users can display and print.

When there is no file to download, the Download File button is
disabled.

A good example is the audit checklist. After selecting the ‘Internal
Audit Checklist’ document, auditors can click the Download File
button to download the MS Word file (.doc) with the whole check-
list, and then click the Open Document button to display a PDF
document with instructions how to use the checklist.

End of Slide Show.  Thank You for Watching

To download a file associated with a
document, select the document and
click the Download File button.


