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General Documents are attached from the main application tree of the SedonaOffice application. A General
Documents is a location of where you may store company related documents to which your employees will have
access. Documents such as company policies and procedures are typical of the the types of items stored here.

When highlighting the General Documents option from the main application tree, a list is of all documents available for
viewing will be displayed. Only documents with a Security Level equal to or less than the Security Level assigned to the
currently logged in User will be displayed in the General Documents list. The User must also have permission to access
the General Documents list. This Security option is labeled General Documents and is located in the DX section of the
User Group Security options list.

At the bottom of the General Documents list are several Function Buttons, follow the linds below for information on
the functionality of each button.

e Search
e Scan
e Edit
e Add
e Delete

e Close


http://sedonaoffice.knowledgeowl.com/help/general-documents-search
http://sedonaoffice.knowledgeowl.com/help/general-documents-scan
http://sedonaoffice.knowledgeowl.com/help/general-documents-edit
http://sedonaoffice.knowledgeowl.com/help/general-documents-add
http://sedonaoffice.knowledgeowl.com/help/general-documents-delete
http://sedonaoffice.knowledgeowl.com/help/general-documents-close

