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[bookmark: _Toc203558357]1. General

[bookmark: _Toc203558358]1.1 Introduction
In this module, you can manage all project-related documents. Documents often form the foundation for meetings, decisions, and key project milestones. Relatics allows you to register, link, and maintain a clear structure and version history of all relevant documentation in a transparent and consistent way.

[bookmark: _Toc203558359]1.2 Objective
The goal is to ensure that all project documents are easily accessible, traceable, and up-to-date. In many projects, information gets lost in emails or shared drives. Imagine searching for the latest version of a contract or report without knowing who edited it last or where it’s stored—that’s both inefficient and risky.

[bookmark: _Toc203558360]1.3 Solution
Relatics offers a central environment where documents can be registered, linked to project elements, and version-controlled. By using this module consistently, teams ensure that everyone works with the right information, avoid duplication or outdated versions, and support reliable project execution.



[bookmark: _Toc203558361]2. Module

Go to -> Communication -> Documents.
[image: ]

Click and you will see the following screen:
[image: ]You will find three tabs in this module:

· Folders.
· Documents.
· Document review.
· Types.












[bookmark: _Toc203558362]2.1 Folders 
This tab allows you to search for documents using various parameters. Additionally, it displays the folder structure used to organize documents and includes the upload section for adding new files.
[image: ]
By pressing on the + sign next to Created today, you can create new documents.
[image: ]




When you click on a specific folder, its full details will appear on the right side of the screen, where you can review and update the information, see what child/parent folder it has, and what documents it contains.

[image: ]

When you click on a specific document, its full details will appear on the right side of the screen, where you can review and update the information.

[image: ]














Fill in the general information of the document.


Is automatically filled in on the moment a user creates the document.




[image: ]


Allows you to create and control the version info of the document. When the status is changed to Expired, the document will move to the has previous version table.



	Select in what folder you want the document to be stored.







If a document has been created as a result of a comment, that comment will be displayed here. Depending on the status, the comment is either the current or expired version.
If a document has been created as a result of an action, that action will be displayed here.


[image: ]This is the second tab on your detail page. This tab is solely for reference purpose.  Here you can see if your document has been linked to a meeting, verification or change request.  If you want to add a document to these modules, you will need to go to those modules themselves to link them. You can also upload a document via those modules, but make sure you fill in as much information as possible and also the folder you want them in order to be able to find those documents via the document module.  













[bookmark: _Toc203558363]2.2 Documents
This tab displays all documents available in the workspace and allows you to create new project documents. On the left-hand side, a side panel enables you to quickly filter the table by document type, responsible person, or status.
[image: ]




[bookmark: _Toc203558364]2.3 Document reviews
You’ll see the status of the review, the documents themselves and the folder they are stored in.  
[image: ]



[bookmark: _Toc203558365]2.4 Types
All document types used in this module are listed here. If a required type is missing, you can easily create a new one by clicking the + sign above the table. Selecting a specific document type opens its detail page on the right side of the screen. On this page, you can fill in general information about the document type and view a list of all documents that are classified under it.
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