Bulk assignments

There may be times when you want to assign multiple documents at once with the same assignment settings
(i.e. due dates, target audience etc.). This could be especially true when you are first setting up Xoralia.

To bulk assign several docs at once go to the ‘All my documents’ view in Xoralia and select the documents you
want to assign. Then click the ‘Assign documents’ button in the top right. This will launch a pop-up. The fields
in the pop-up are the same as those in a single document assignment.
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To bulk assign, select the relevant docs and click the ‘Assign to employees’ button
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Assign to employees

Expiry Date *
| =

Enter the Expiry date for this policy. The policy will then need to be reviewed by the
policy Owner before they're able to assign it again.

Assign to *

Enter the name of the Group OR the specific colleague you would like to assign this
policy to.

Read by date *

(®) Fixed date () Felative date

Enter a read by date for your document

I:‘ Make this recurring

The bulk assignment pop-up is very similar to single assignments

Note that you can’t bulk assign documents that already have assignments set up (in fact, Xoralia won't even
allow you to select docs that already have assignments). If you wanted to do that you would need to clear the
existing assignments first.
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