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Top 10 Best 
Practices for 
MasterControl 
Documents
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1. InfoCard Type/Subtype Structure

2. Taxonomies & Custom Fields

3. Scheduled Packets

4. Administration of Packets

5. Administration of Pending Tasks

6. Document Stamping and Templates

7. Explorer – Drag & Drop

8. Explorer – Launching Packets
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InfoCard Types
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InfoCard Types
• Helps organize your documents into a hierarchy
• Plan for scalability
• Don’t overcomplicate
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InfoCard Types
• Take the time to plan the layout
• Use Custom Fields as SubTypes of SubTypes
• Plan, Plan, Plan



2 0 1 8  M A ST E R S  S U MM I T  

Taxonomies
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Why Taxonomies?

• Works as a filter vs a saved search
• Less load on system
• Automatically adds the document to structure
• Careful planning can make it easier to locate documents
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Why Taxonomies?

• Setting first level of hierarchy 
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Why Taxonomies?

• Setting second level of hierarchy 
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Scheduled Packets
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• Packet Tasks may be set to recur at regular intervals. This is 
useful for tasks that need updating on a regular basis.

Scheduled Packets
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Packet Type:

• Which Packet Type is to be associated with the Scheduled Packet?
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Task Information:

• Task Name
• Task Number
• Route Name
• Select Originator
• Instructions
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Scheduled Packet Task Action:

• Create New InfoCard
• Select InfoCard Template1

1 Note: If you choose existing InfoCards, any template features such as Task Name, Route, and Instructions will be superseded 
by the information defined in the scheduled task you are creating.

2 Note: If you choose Revise Existing InfoCard(s), the Frequency option will be disabled. This is so the previous version of an
InfoCard will not continue to be revised after it has moved to a new version

• Revise Existing InfoCard2

• Select Packet Contents
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Document Stamping

Document Templates
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• Effective Date

• Release Date

• Expiration Date

• Created Date

• Next Review Date

• Number

• Revision

• Title

• Author

• Owner

• Custom Field Values

• Notes

• Vault

• Status

Document Stamping Fields:
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Restrict
Editing

Lock 
Tracking
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Explorer –
Drag and Drop
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Explorer –
Launching Packets
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Add to Task
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Clear Selection
Launch Task
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Questions


