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Expiration dates can be added to library documents to prompt review, helping ensure that documents remain up-

to-date. If a document is assigned an expiration date and becomes due for review, the document will be highlighted

in the grid and the "Card Expiry Date" value will also be highlighted in red.

To review expired documents, click the pencil icon under "Tools". From the edit form, values can be updated as

needed, and the review schedule can also be reset. If a new version of the document is required, it can be upload at

the top of the form.

Once all necessary updates are saved, the file will no longer be highlighted in the grid and is ready for use!


