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Check a document has been sent in e-Record 

Purpose  

This standard operating procedure sets out how you can check that a document has been sent in e-Record. 

Procedure 
 

1. Open the 
document in 
Document 
Store: 

 

 

2 Click   in 
the View 
Document bar. 
This shows 
general document 
information and 
any previous 
versions. 
 

 
3. Scroll down, 
and you can see 
whether and 
when it was 
Finalised, Signed, 
Printed and Sent. 
 

 

 
 
 
If the document has not been sent 
you will get the message ‘The 
document has not been sent’.  
 
 
When the message has been sent 
you see the recipients, method, date 
and time and ‘true’ status. 

 

End 


