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Go to the System Manager tab / “Extended functions” and select the “Export”
button.
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4-01 - Procurement [13 Tasks]
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[[] 4-03 - Control Documents and Records (21 Tazks)
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Select the required process(es).

On the right hand side of the screen, tick the required elements which are to be
exported along with the processes. Only those which are associated with the
selected processes will be exported.

(This is also a good way to remove redundant data from a dataset).

If a selected process has sub-processes, you will be asked if you want to export
the sub-processes as well.

NB if you want to export (for example) all the document entries in the Document
Register, but you do not want to export any processes, tick the Documents box
only.

Click “Export” to create a new dataset.
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Go to the System Manager tab / “Extended functions” and select the “Import”
button.

Browse to the required dataset.
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Impon from Dataset
Imported Processes Action
Processes -
e — 4-m Procurement will replace: Procurement
4 402 Control Stock, will replace: Control Stack
4-02
Roles
Documents
Resources
Standards
Risks / KPls —
[~ OK | Customise
'_, X Cancel \_.‘

The tabs on the left hand side of the screen show the data elements present in
the source dataset.

All processes in the source dataset are listed along with the default action for
each.

Click “OK” to accept all default actions, or click “Customise” to define the action
to be applied to each incoming process in turn.

NB you must “OK” every screen / tab on the left hand side of the screen before
you can complete the Import.
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Reference Title: Group
FProcesses Import: |4-U1 ‘ ‘F‘roculement | |4 Managing Resources |
401 — N 2
42 Sd S S5
Ag ‘4—01 | ‘Pmculement | |4 Managing Resources |
; ._'.;.‘_.
ToReplace; |4'U'I ‘ ‘PWCUIBWEH[ | |4 Managing Resounces J
"_' Choose process to be replaced \_"
(" Create as new process
Roles
Documents
Resources
Standards
Risks / KPls
'_, X Cancel \_:‘

If you click “Customise”:

For each process you select, the system checks the “destination” dataset for a
matching Process Reference. To see the full range of options, see the screen
instructions and/or refer to the User Guide (in System Manager / “Help”)
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Import from Dataset
The involvements of these Imported Foles will be: allacated to these: Evisting Rales (or created if left blark)
Processes Source Role Source D Destination Role Destination D epartment
4.0 Buyer Intemal staff Buyer Internal staff
4.02 Dezpatch Clerk Intemal staff Despatch Clerk Internal staff

Finance Directar Senior Management Finance Directar Senior Management
Managing Director Senior Management Managing Directar Senior Management
Operations Director Senior Management Operations Director Senior Management
Originator Intemal staff Originator Intemnal staff
Production Manager Internal staff Production Manager Internal staff
Purchasing kdanager Intemal staff Purchasing b anager Internal staff
Storeman Intermal staff Storeman Intermal staff
Supplier Extemal bodies Supplier Extemal bodies
Trainer Intermal staff Trainer Intermal staff
Training Manager Senior Management Training Manager Senior Management

Roles

Documents

Resources

Standards

Risks / KPls —

| X Cancel |

(Roles etc)

To change the stated action for any role, click on the relevant line and select the
alternative action from the displayed list.

NB this can be useful if you want to merge roles.
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Import f Dataset

The involvements of these Imported ltems will be:
Processes

Source Item Source Group Destination Item
4.0

allocated ta these E risting ltems [or created it left blank]

Destination Group

Best price nat obtained

Roles

Documents
Resources

Standards

Risks / KPls /

Lack of competent personnel QUALITY RISKS Lack of competent personnel QUALITY RISKS
Y ) Riequirements not clear QUALITY RISKS Requirements not clear QUALITY RISKS
Mot on the Approved List QUALITY RISKS Mot on the Approved List QUALITY RISKS
Target response time PERFORMAMNCE STAMDARDS T arget response time PERFORMAMCE STAMDARDS
Prokititive cancellation clause COMMERCIAL RISKS Prohibitive: cancellation clause COMMERCIAL RISKS
Best price nat obtained COMMERCIAL RISKS

COMMERCIAL RISKS

Cancel \j "\’ © Import \_:‘

When all screens have been “OK”ed, you can click the Import button.
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