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Document 
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Presenter
Presentation Notes
The log on screen is usually the same id and password as your windows network credentials
If you try three times and are unsuccessful, you will need to close your browser session and start a new session 
If you receive an e-mail with a link to a CompliantPro document and CompliantPro is not open, the link will bring you to the log-in screen and then immediately to the document the e-mail was linked to
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Log in – single sign on for Prod –
authenticate for Dev
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Presenter
Presentation Notes
The log on screen is usually the same id and password as your windows network credentials
If you try three times and are unsuccessful, you will need to close your browser session and start a new session 
If you receive an e-mail with a link to a CompliantPro document and CompliantPro is not open, the link will bring you to the log-in screen and then immediately to the document the e-mail was linked to
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Selecting an Organization & User Settings
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• Select your Organization
• Select your Language
• Always Check the Box 

“Show All Sections”
• Save Changes and 

Continue

Presenter
Presentation Notes
When you  log in for the first time, you will be directed to this User Settings page.  Once you have made decisions, you do not need to return to this page unless you need to change your default settings
The organization is your “home” organization.  That is usually your plant if there are multiple choices
The default language is English. If your company has translations available, you can choose to see the product in another language, for example:  Spanish, French, German, etc.
Show all sections is best to be selected as a new user.  That will show entire documents upon opening instead of navigating section to section
A maximum number of rows per page is 100.  If you have 200 documents in Released Documents, it will show you 100 at a time if 100 is selected in the default number of rows per page
Suppress responses is good for modules like CAPA.  It will show Requests only which is quicker to load.  The Response links will be visible once the document is opened
Allowing others to see your Dashboard could be good for an assistant to see a Manager’s dashboard if they are unavailable.  You can allow as many people as you want to view your Dashboard
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Selecting  a Working Organization at Log In

• Your company may be broken into several Organizations within the system. These Organizations 
may be based upon physical site locations, cost centers, and product or services, among other 
delineations

• You might have different Roles across these various Organizations. You could be an author and 
approver in one or more Organizations, while functioning as a reader only in other Organizations. 
In some Organizations you might not have any Roles at all

• You are prompted to select an Organization at first log in

• Changing Organizations after you have logged in will not require that you re-enter your password

• You can end a session at any point in time by logging out. It is always good practice to save your 
work often and before exiting
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The Portal

• The Portal is the area of the system containing the 
Dashboard

• The Dashboard summarizes all your Tasks and 
Tracking items from every Organization you participate 
in within the system

• The Portal is the first component you enter every time 
you log into the system after User Settings have been 
established

• My Qualifications and Training is your information from 
the Training and Qualification Module

• User Settings is the area used to customize your 
Dashboard
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Presenter
Presentation Notes
The Portal Dashboard will be your main entry screen after you have selected your default User Settings
You can select how to see your Dashboard:  By number, status or date, Document Class and Document Type.  That is a personal preference
You can also access your “User Settings” and “Help” from the Portal as well as from the buttons on the top right of the screen
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The Portal – User Settings

• Within the Portal is User Settings

• This is the area to assist with the Custom 
Dashboard and Quick Links

• This is where email information is stored

• This is where you can review your protected saved 
searches
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Presenter
Presentation Notes
The Portal Dashboard will be your main entry screen after you have selected your default User Settings
You can select how to see your Dashboard:  By number, status or date, Document Class and Document Type.  That is a personal preference
You can also access your “User Settings” and “Help” from the Portal as well as from the buttons on the top right of the screen
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Navigation and Accessing Modules

• By pressing the CompliantPro logo
you will be returned to your Landing Page, this 
is typically your Custom Dashboard          

• By pressing the Navigation button 
the system will display all areas of the 
CompliantPro System that you have access to
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Presenter
Presentation Notes
Different users will have access to different areas of the System.  Depending on your access, when you select the Navigation button, you may see few or many modules.  Usually the Administrator of the system will see all modules
Once you have selected the Module, the various Components of that module will appear.  Once again, users may be denied access to certain components within a module
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Finding Documents
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Presenter
Presentation Notes
Once a user is within a component, which way they choose to sort documents is a personal preference.  In the example above, by selecting to view documents by type, they will first sort by type and then by opening the type, will sort by number
Some document types may be restricted.  Users will only be able to see documents that they are authorized to view
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Using the Dashboard
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Presenter
Presentation Notes
Remember that “Tasks” are things waiting for you in the workflow.  It could be a document to approve, a Corrective Action to accept, a class that you need to take, etc.  It will remain on your Tasks until you have finished the step in the work flow, or it has moved on through to escalation or to a back-up
The “Tracking” is anything that you have created or are involved in.  It will remain in your Tracking until that process has finished.  For example, if you authored a document, it will remain in Tracking until it has been Released
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Important Dashboard Features

• The Dashboard summarizes everything you are expected to do and every document you have created that has 
not completed its workflow steps

• This summary rolls everything together from all Organizations for a complete look at what you are expected to do 
and the status of all the documents you own

• A Custom Dashboard can be created with links to different locations within CompliantPro and can be used in lieu 
of the standard Dashboard

• You can create new documents from within any Organization that you have privileges while in the Dashboard

• Placing your cursor over the white ball by the document number tells you the name of the Organization where the 
document originated

• When working in the dashboard for long amounts of time remember to hit the refresh button in your browser 
occasionally. This will assure that you are seeing the latest content and status information rendered in the view
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Presenter
Presentation Notes
If you are idle in the system for an extended period of time, usually 30 minutes, the system will pop up a warning in the top right corner and then log you off.  To stay active in the system, you can simply touch the “CompliantPro” log on the top left of the screen and that will re-activate your time

If you are editing a document that has been saved at least once, you will not be timed out


The “CompliantPro” logo on the top left will always act as a short cut to the Portal/Dashboard from anywhere in the system
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Important Dashboard Features
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• If a different user name appears in the “On Behalf Of” column, you are acting as someone’s 
delegate for that document
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My Tasks

• This section of the Dashboard contains the documents in queue waiting for you 
specifically to act upon them

• These are documents that require your review, approval, acceptance, etc. You will 
also have received an email informing you your action is required with a direct link 
to the document
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Presenter
Presentation Notes
If you have quite a few “Tasks” you may need to page through to see all pages.  The “Tasks” will show you the status of the document and what it is waiting for.  For example in the screen shot above, the Supplier Corrective Action is waiting for your to close the effectiveness review.  You may also elect to view Tasks by Document Type or Document Class, etc.
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My Tracking

• This section of the Dashboard contains all the documents you have created that have not 
completed their workflow.  It will also show documents you are associated with

•Drafts
•Review Workflow
•Approval Workflow
•Rejected documents
•Modified documents
•Process Cleared
•Etc.
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Presenter
Presentation Notes
The “Tracking” can get quite lengthy if you own many documents.  These documents will fall off when the document has been completed
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Setting Quick Links for the Custom Dashboard

• Quick Links are shortcuts to pages you would like 
to “bookmark” for quick reference

• These are added to your Custom Dashboard

• Go to the page you would like to bookmark and 
select the “Q” Icon.  Then select a position for 
your bookmark

• These can be numbers, links or views

• Bookmarking “Marked Saved Searches” and saving 
them as a Dashboard Link is an example

• Your Custom Dashboard can be set as your new 
home page by opening the Custom Dashboard and 
Quick Link it to the globe icon 
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Presenter
Presentation Notes
Quick links are a way to create shortcuts throughout the system by adding them to your Custom Dashboard
For example, if you very often go to the same place in the system – Released Documents, you can add a quick link to that area to your Custom Dashboard
A good place to do quick links are to saved searches 
To add a quick link, go to the screen you want to Quick Link to.  Then press the “Q” symbol.  That will bring up the Quick Link menu.  Name the quick link page and then assign it a position:  a number, a link or a view
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• Once a Custom Dashboard has been 
created, it may be modified by selecting 
User Settings, Quick Links and 
Dashboard Settings

• Administrators may also “push” a 
Custom Dashboard to users, or they can 
utilize Published Dashboard Links to 
distribute links unobtrusively.
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Custom Dashboard
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• To add an external 
website to the Custom 
Dashboard, click on 
Portal > User Settings> 
Quick Links and 
Dashboard Settings

• Under Dashboard 
Links, click the 
“Append Row” button 
to create a link to an 
external website

Custom Dashboard
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• On the line marked, http:// enter the external web address    

• On the blank line above, Label the external web site for users

• Click “Save Changes and Continue” to complete the process

Custom Dashboard

http:///
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External Web Link

Custom Dashboard
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• The following are general rules when using the Custom Dashboard

• You can have 20 Personal Dashboard Links / including links to external websites

• You can have 5 Dashboard Views

• You can have 5 Quick Link Numbers

• You can create links to any Organization

• You can label links and views as needed

• You can create links to any Saved Searches within any Organization in which you have 
access

• It is a good idea to always have My Tasks and My Tracking on your Custom Dashboard

Custom Dashboard
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Finding Documents

• To find documents or records select the 
Module and then select the Component

• Views are available after selecting a 
Component

• Modules and Components may be 
hidden based on user privileges
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Presenter
Presentation Notes
The Document Control Module will be the module mainly used in the CompliantPro system in the beginning.  If users want to see all documents that are approved, they will need to access the Released Documents Components.  Only Authors and Reviewers/Approvers will usually have access to Working Documents.  Working Documents will be any documents still in process.  For example, Draft, Awaiting Approval, Awaiting Review, etc.
General users will see Released Documents and Search Documents.  Once again, Search Documents will be discussed later in the presentation.  In brief, the Search Documents option is a way to create new views.  For example, if a user wants to only see Released Documents for Purchasing Department, that can be created and saved by using Search Documents
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Using Saved Searches

• To access additional saved views, 
choose “Marked Saved Searches” 
and select the saved view

• Saved Searches that you use 
often should be added to your 
Custom Dashboard
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Presenter
Presentation Notes
Each component can have saved searches.  Saved searches are simply more views that have been created to satisfy the user needs.  In the example above, Select Document Control Module, and then select the Search Documents Component.  If a user selects “Marked Saved Searches”, they will see a list of views that have been created by the Administrator in addition to the ones that come with the system
In the example above, there are four saved searches.  If a user commonly goes to the “All Environmental Documents” saved search, add it as a quick link.  To add a quick link, simply press the “Q” on the icon bar and assign the quick link a position on the Custom Dashboard
There is no limit to the number of saved searches a company can create
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Using the View Search Function

• You can always search for documents by keywords or phrases

• For wildcard searches, enter an *.  For example, to find all items beginning with t, enter t*

• You can search just the Title field or the entire document content, Full Text

• Full Text will also search MS Office 2007 formatted document attachments
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Presenter
Presentation Notes
The search function is a quick way to find a document by doing a simple word search
For example, if you are looking at a list of Work Instructions, and you want to find any document with the word “extrusion” in it, simply type that word in the search bar, select Full Text and press the magnifying glass icon.  It will search the text of each document and return only the documents where that word is found
To find any word that begins with “ex”, type ex*.  The * acts as a wildcard.  It will return any document that has words that begin with ex.  Example:  extrusion, extend, excite, etc.
If you only want to search the Title, be sure to select “Title” option before beginning the search
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Export to Excel

• Any view or saved search can also be exported to Excel by pressing the worksheet icon

• If there are more than 100 rows, press the Shift key at the same time to export all of the 

rows/pages to Excel at once.
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Creating Saved Searches
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Creating Saved Searches

FCD-0110, Rev 8      Page  26

• If you would like the saved search to be permanent, after saving, 

press the “Prevent Expiration” button

• If the button does not appear, you have reached the maximum 

number of permanent saved searches allowed by the Administrator

• If you do not prevent your search from expiring, it will expire 30 

days from date of save
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Control Number Search
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• If you would like to search for a document within 

your Organization and have the Control Number, 

it may be entered here (exact match needed)
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To Create a New Document in CompliantPro
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The “NEW” button is always available from 
the Dashboard for the creation of New 
documents or records

Presenter
Presentation Notes
Users can create many documents from the “New” button,  The documents list may be restricted based on a user’s access
Another way to create a document is to open the Module and select “New”.  That will save one extra selection on the “new” dropdown selection as the system will understand what class of documents to open as a choice
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To Create a New Document in CompliantPro

• User Permissions determine what is 
available for creation from the NEW button.

• Organization selection determines 
Document Classes available

• Document Class selection determines 
Document Types available.

• Document Type selection determines 
Template Layouts available

• Once you have created a document, it will 
remain in your  “My Tracking” until it is 
completed
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Presenter
Presentation Notes
When the “New” document button is selected, a user will be presented with four dialogue boxes. The first is Organization, next is Document Class, which is what family of documents to create.  For example, if you want to create a Work Instruction, you will need to choose the Document Control Documents class.  If you wanted to create a Safety Corrective Action, you would select the Corrective Action Class
Once the Class has been selected, the different types of documents within that family that the user can create will appear in the second dialogue box.  The example above indicates all the types of Document Control Documents that are available to create (Work Instructions, Procedures, etc.)
Once the user has selected the Document Type within the Class, then the Template Layout may be selected.  For example, if a user selects Document Control Documents Class and then selects the Work Instruction Document Type, he may be presented with two layout options – Safety Work Instruction Layout and Quality Work Instruction Layout.  Layouts provide different sections for the same Document Type because a Safety Work Instruction may have eight sections whereas a Quality Work Instruction may only have six.  Template Layouts are not required
A Document Type can have many Layout choices available
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Navigating Sections of Documents

• To make the document 
bigger, simply select the 
middle triangle to close the 
sections screen

• When the document opens, 
you can page thru or select 
a section directly from the 
section navigator on the left

• Select Show All Sections in 
the Navigator to see the 
entire document again
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Presenter
Presentation Notes
If a user is not showing all sections at once (set at the “User Settings” page), he may still navigate to each section by using the section navigator on the left.  In the example above, If a user wants to see only the 8.0 Accept Reject Criteria section, he can select that option from the left and the document will open only that section
To return to showing all sections, select the “Show All Sections” from the section navigator
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Saving Documents

• Once a Document is created it must be Saved or it will be discarded by the system if 
you navigate away from the page. 

• There may be certain required fields that must be entered before Saving

• Once Saved the first time, a document number will be assigned by the system.

• Remember to Save the document again after any additional edits have been made.
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Submit for Approval

• Documents can be submitted for 
the Review and/or Approval 
process by selecting Submission 
Wizard.

• A series of selection pages will 
follow dependent upon the 
workflow configuration

• Approvers will be sent an email with a link and they can 
Approve or Reject the document.

• A reason is solicited on Rejection and is sent to the Author 
and stored in the Document History.
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