	ISO 22000 System Administrator  Manual
	How to add a Policy
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Note: 
Open the Crown Food Ingredients ISO 22000 system on the server (Administrator rights is required to make any changes). Select the Polices Tree View item



	Notes:
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Note: 
Select the Departmental folder you would like to add or change a Policy Tree View item

(Example: Finance Folder)


	Notes:
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Note: 
Right Click Folder View to create a new document


	Notes:
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Note: 
Select the Microsoft Word Document menu item


	Notes:
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Note: 



	Notes:
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Note: 
You have now created a new document (Policy)  in the Finance folder. You can also paste a new policy into this folder.

(Note: Document numbers & revision status must be allocated to new policies)  


	Notes:
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Note: 
Select the Index folder Tree View item to add the new policy into the index


	Notes:
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Note: 
Right Click on the Departmental index you would like to add the new Policy (Example: 1 Finance Index.htm item)


	Notes:




	[image: image9.png]K9 )= |17 - Revmorin - Grown Food ingreiets - 5. Poces - ndex -

7 ey ()

Fle Edt Vew Took Hep

Organize v [Zviews v @Open v pmPrint | Emal €)Bu  Open

Folders

13 How t add  Formor heckist

 Revorin
)i chipns
 Crown Food Ingredents
i 1. BecronicEnroment
1\ 2. Oisona Forms & Checdsts
b 3. Hacep
UL 4 Energency contact st
Ui A VrtusNotice Board
UL 6. polces
1} Fnance polces
Ui Pt for Senices Poicies
11 Hesth and safety
1) Human Resources Poices
) Tnde
1) Maintenance rlcies
1 prming s
Ui prourement polces
1L production poices
1L Sslesand Marketing Plces
1} Technica poices

Lrstart| | mm

Select the Edit menu item to
edit the departmental
index htm document in
Microsoft Word

" e W HTML Document
)7 Human Resources Inde.... 2008/02/27 12:39PM  HTML Document
)3 Health and Safety Ind...  2008/02/25 12:22PM HTML Document
5] 4 Maintenance Indexchtm  2008/02/25 10:03 AM  HTML Document
)5 Plarning Index i 2008/02/25 10:03 AM HTML Document
)6 Procurement Indexchtm  2008/02/25 10:03 AM HTML Document
)7 Producton Indexchtm  2008/02/25 10:03 AM  HTML Document
)5 Sales and Marketing In... 2008/02/25 10:03 AM HTML Document
) Techrical Indexchtm  2008/02/25 12:31PM  HTML Document
55) 10 Firt or Service Inde...  2008/02/25 10:03 AM _HTML Document

JL2 [T |

1 Finar

E] 1 Finance Index.htm HTML Document Date modified: 2008/02/25 1D:03AM  Size: 170KB

e D

B@Ewe LG D) ouszem






	Slide 9

Note: 
Select the Edit menu item to edit the departmental index.htm document in Microsoft Word



	Notes:
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Note: 



	Notes:
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Note: 



	Notes:
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Note: 
The 1 Finance Index.htm -  Now opens  in Microsoft Word and is now ready to include the new Policy created.


	Notes:
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Note: 
Remember to complete all the fields on the table


	Notes:
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Note: 
Type the new policy Name


	Notes:
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Note: 



	Notes:
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Note: 
Highlight and rigtclick on the new policy name.

Select the Hyperlink... menu item to link the word to the new policy created in the departmental folder.


	Notes:
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Note: 



	Notes:




	[image: image18.png]1 Finance Indexchtm - Microsoft Word -Io/x
“Fe Edt Vew Iwet Fomat Iods Table Wndow e Type 3 cuesion for e

- x
NEHU0R0dRITE $ DB I I -0 BUFFETo* -0 HedfiA- [
AR R RE RS JNRT IR TN RETRRS SRR TR RNT YT CHRT TR TER TE AR INRE R W

=0 > 1]

Link o

The Insert Hyperlink dialog opens

S
| Existing File or”
e i
curent | |
~ Folder | Click the Up On erbiitton
Place in This: e P
PR | et omee i s
| s ———— Pages ‘5Planning Index_files
e o | S e s
P
coment range Roa o N X
|@ Document Change Reque | Greate New ‘S5t | )L 8 Soles and Marketing Indesx_fies.
| et i e 5
PR = j
g e
.
Target Frame: Page Default ( New window )
Hlezw

ipran- ;| Auoshapes- \ N DO 44 @ E &~ Z- A
Drstart| B | #index







	Slide 18

Note: 
The Insert Hyperlink dialog opens

Click the Up One Folder button


	Notes:
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Note: 
Double-click the Departmental folder where the new policy is located.

(Example: Finance Folder)


	Notes:
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Note: 
Select the New Policy Created


	Notes:




	[image: image21.png]1Al vl
Finance Indexchtm - Microsoft Word P [=
‘e Edt Vew Inert Fomat Toos Table Window e Type a question forhelp - X

NEHdU0RSIGRIVEI DRI I -0-/0 5 5=FE|J % -@\.ugmB A- l

R SRR EARE KRR TR RN R TR AR TR R ATy K TR TR R TR TN TSR ORRY 2 R TR~
Bl
x|
T e —
@ Lookin: Polices. < £y
O T
s
po
Number (%) g
Place in This.
e
fote: To include or change ant R
(&
& Document Change Reque | CreatElNew | Regent
=
T [RETEE
ot E@
- ‘Target Frame: Page Default (New window ) Highly Cancel
Click the OK button |0 °
confirm the Hyperlink
e =i e

ipran- ;| Auoshapes- \ N DO 44 @ E &~ Z- A
Drstart| B | #index







	Slide 21

Note: 
Click the OK button to confirm the Hyperlink


	Notes:
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Note: 
Click the Save button to save the changes made

(Note: Remember to complete all the required fields on the table)


	Notes:
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Note: 
Click the Close button


	Notes:
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Note: 



	Notes:
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