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	Attribute Name
	Explanation

	
	Standard Document Properties

	
	DOCUMENTID
	Unique number used to identify each document internally. Not displayed in DCA.

	[image: image3.png]



	VERSIONNUMBER
	Document version number that identifies successive iterations of specific documents (increments with each checkout/checkin regardless of document status). Displayed in document properties and history.
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	LABEL
	Similar to the VERSIONNUMBER property, with the exception that the sequence only increments when a document becomes effective.
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	STATUS
	Current document status - pending, approved, effective, cancelled, or archived.
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	NAME
	Property that represents the document in Documents tree, Change Request tree, properties windows, and elsewhere.
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	DESCRIPTION
	Contains any information that was entered into the Description field of the document.
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	PENDINGDATE
	Date on which the document is submitted or resubmitted to DCA, always in the Pending status. Displayed in properties windows, history windows, and elsewhere. 
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	PENDINGUSER
	Username of the individual who submitted the document to DCA. Displayed in properties windows, history windows, and elsewhere.
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	APPROVEDDATE
	Date on which the document is promoted to Approved status. Displayed in properties windows, history windows, and elsewhere. Populated by the application.
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	APPROVEDUSER
	Username of the individual who approved the document. Displayed in properties windows,  history windows, and elsewhere.
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	EFFECTIVEDATEIN
	Date on which the document is scheduled to become effective, or the date on which the document became effective. Displayed in properties, history windows, and elsewhere. Populated by the application. 
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	EFFECTIVEINUSER
	Username of the individual who scheduled the document Effective In date, or the username of the individual who promoted the document to Effective status.
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	EFFECTIVEDATEOUT
	Date on which the document is scheduled to be retired. On this date the document will be promoted from Effective to Archived status. Displayed in properties windows, history windows, and elsewhere. Populated by the application.
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	EFFECTIVEOUTUSER
	Username of the individual who scheduled the document for retirement by setting the Effective Out property. Displayed in properties windows, history windows, and elsewhere.
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	ARCHIVEDDATE
	Date on which the document is promoted from Effective to Archived status. Displayed in properties windows, history windows, and elsewhere. Populated by the application.

	[image: image17.png]



	ARCHIVEUSER
	Username of the individual who retired the document, by promoting it from Effective to Archived status. Displayed in properties windows, and elsewhere.

	[image: image18.png]



	CANCELLEDDATE
	The date on which the document is withdrawn from the change control process. This involves promoting the document from Pending or Approved status to Cancelled status. Displayed in properties windows, history windows, and elsewhere. Populated by the application.
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	CANCELUSER
	Username of the individual who cancelled the document. Displayed in properties windows, history windows, and elsewhere. Populated by the application.
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	CHECKEDOUTUSERID
	Username of the individual who checked out the document. Displayed in properties windows, history windows, and elsewhere. Populated by the application.

	
	LASTREVIEWDATE
	Previous Review date listed under Milestones. Lists date and time.  Populated by the application.



	
	Configured Document Properties

	
	These are configured properties and may/may not display exactly as shown depending on configuration at your facility.  Any configured property may be added to a cover page as long as the exact name (spaces and caps) of the configured property (as entered in admin) matches the exact name of the value entered in the form field on the .pdf cover page.

	
	RelatedDoc
	Contains the name of another document identified as being related to the document. Typically, this is a repeating property and can contain multiple document names. Displayed in the Related Documents window.
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	Author
	Identifies the author of the document.
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	DocType
	This is a configured property and may/may not display based on configuration at your facility.  

Document attribute that categorizes the document by type. Document types are defined by the DCA administrator.

	
	Owner Name
	This is a configured property and may/may not display based on configuration at your facility.  

Identifies the individual responsible for the document.

	
	
	

	
	Change Request Properties
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	CRName
	Property that represents the change request in the Documents tree, Change Request tree, properties windows, and elsewhere.
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	CRTypeName
	The change request type.
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	OriginatorName
	The username of the user who created the change request.
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	CRDescription
	Contains any information that was entered into the Description field of the change request.
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	Justification
	Contains any information that was entered into the Justification field of the change request.

	[image: image28.png]



	STATE
	Contains the current status of the change request - pending review, pending approval, effective, archived, cancelled, or rejected.
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	CRApprover
	The electronic signatures (including username and signature date) of the users assigned as approvers on a particular change request; if the electronic signature has not yet been collected only the username is displayed
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	CRReviewer
	The electronic signatures (including username and signature date) of the users assigned as rewiewers on a particular change request; if the electronic signature has not yet been collected only the username is displayed
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	RoleCRApprover
	The electronic signatures (including role in the workflow, username and signature date) of the users assigned as approvers on a particular change request; if the electronic signature has not yet been collected only the username is displayed
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	RoleCRReviewer
	The electronic signatures (including role in the workflow, username and signature date) of the users assigned as reviewers on a particular change request; if the electronic signature has not yet been collected only the username is displayed


