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eFolder Document Training Guide 
Document training is the process of associating an eFolder file attachment with an eFolder document. After a file has been 
trained, future copies of the file attachment will be automatically assigned to the document when imported into the eFolder. The 
features listed below support document training in Encompass: 

•  Options in the Personas setting enable personas to submit or approve suggestions for document training. 

•  A Training button on the eFolder File Manager enables user to suggest documents for training. 

•  A Document Training setting has been created where training suggestions can be reviewed and approved. Approvers can 
also use this settling to submit their own suggestions for document training. 

Personas Setting Options     
Two options in the Personas setting control whether a persona can suggest or approve documents for training.  

To Define Persona Access: 

1. In Encompass Settings, click Company/User Setup, and then click Personas. 

2. In the left panel, select a persona.  

3. Click the eFolder tab. 

4. Select the Access to Document Tab check box. 

 

5. In the Unassigned Files (File Manager) section, select the Suggestor check box to grant permission to make suggestions 
from the eFolder File Manager. 

6. Select the Approver check box to grant permission to approve or reject suggestions from the Document Training setting. 

Note: Personas with Approver permissions can also make document training suggestions from the Document Training 
setting and from the eFolder File Manager. 
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Suggest Files for Document Training    
A Train button has been added to the eFolder File Manager to enable users to suggest a file for training. The suggestion is 
reviewed by an Encompass user who has been given the right to approve suggestions. 

To Recommend Automatic Assignment for a File: 

1. In the Encompass eFolder, click the File Manager button. 

2. Drag a file from the Unassigned section to the Documents section, and then drop it on the document to which you want it 
assigned. 

3. In the Documents section, select the document, and then click the Train button. 

 

4. On the Suggest Attachments For Training window, select the check box for the file or files that you want to automatically 
assign to the document. 

 

5. Click OK, and then click OK again when the confirmation message displays. 
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Approve Document Training Suggestions    
Use the Document Training setting to approve or reject eFolder file attachments that will be automatically assigned to selected 
eFolder documents. Suggestions are submitted from the eFolder File Manager by Encompass users. The suggestions display 
in the Document Training setting, where a designated approver can approve or reject them. Approvers can also use the setting 
to submit and approve their own suggestions. 

•  When a suggestion is approved, the file is automatically assigned to the document the next time the file is imported into the 

eFolder. 

•  When a suggestion is rejected, the file is added to the Unassigned section of the eFolder File Manager. 

•  Approvers can delete the records for suggestions that are no longer needed. 

To Approve or Reject a Suggestion: 

1. On the menu bar, click Encompass, and then click Settings. 

2. In the left panel, click eFolder Setup, and then click Document Training. 

3. In the Documents section, select a document.  

•  Documents in bold font have suggestions that are awaiting approval. 

 

4. The Templates section displays all suggestions that have been submitted for the selected document, including the following 
information: 

• Status - The status of the suggestion: Suggested, Approved, or Rejected. 

• Status By - The Encompass user who placed the suggestion in its current status. If the status is Suggested, this will be the 

user who submitted the suggestion. 

• Status Date - The date when the status was last changed. If the status is Suggested, this will be the date the suggestion 

was submitted. 

• Suggested By - The Encompass user who submitted the suggestion.  

• Suggested Date - The date when the suggestion was submitted.  

 

5. Select a suggestion in the Templates section.  

• Suggestions in bold font are awaiting approval. 
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6. Use the viewing panel below the list to view the file. 

 

7. Use the Text panel to view the text in the file.  

8. After reviewing the file, click the Approve or Reject button to change the status. 

 

NOTE: By default, only a user with the Super Administrator persona has permission to approve or reject suggestions. Users 
can be granted approver permission in the Personas settings by clicking the eFolder tab and then selecting the Approver 
check box in the Unassigned Files (File Manager) section. 

9. To delete unwanted entries in the Templates section, select an entry and then click the Delete button. 

To Add a Suggestion: 

1. To open the Suggest Training window and add a suggestion, click the Suggest button in the Templates section.  

•  Or, select a document in the Documents section, and then click the Suggest button.  
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2. In the Destination section, select the Document Class to which the file will be assigned.  

 

• If you selected a document before clicking the Suggest button, the Document Class field will already be populated with the 

document you selected.  
3. In the Source section, select Browse to File, and then click the Folder icon to select a file from your computer. 

 

4. Or, click Templates, select a template from the list, view the selected template file in the viewing area (the template text 
displays in the Text box), and then click OK when finished.  

NOTE: When you select a file in the browsing window, the Suggest Training window will close and you will be returned to the 
Document Training setting. 

5. The suggestion displays in bold font in the Templates section on the Document Training setting with a status of Suggested. 

•  For a document with multiple pages, each page displays as a separate entry. 
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