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IMS Document Structure
Level I — Manual & Policies

Level II — Procedures

Level III — Instructions

Level IV — Records
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Requirements, which contains 4 main processes 
MA. The IMS documents are arranged in according to

IMS document structure is constructed based on the ISO9001 Quality 
Management Standard 
namely MR, RM, PR and 
CEM Process List.

MR

Management 
Responsibility

MR1 
Establishing the Business 

Management System

Sub­
process:

MR 2
Ma naging Communication

MR3
Managing Risks

RM

Resource 
Management

RM t 
Managing Business 

Resources

I
RM 2

Managing Power Network 
Infrastructure

RM 3
Managing Rremises, 
Process Systems a 

Equipment

Product 
Realization

PR 1
Managing Purchasing

PR 2 
Ma naging Servi-ces to 

Customers

MA

Measurement, Analysis S 
Improvement

MA 1
Monitoring r Measuring &. 

Analyzing of Process 
Performanoe

MA2
Controlling 

Nonconformities & 
knproving Business 

Performarree

PR 3
Muiaging Power System
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Access to IMS Documents

MyCEM Document Library IMS

File Edit View Favorites Tools Help

BH
JVLO,

Home Employee Application ’ Corporate ’ News Document Library ” Search Center

IMS

Report
Training Center

IMS



Access to IMS Documents
P Home - IMS - Windows Internet Explorer

’ |tJ http ://mycem,cem-macau.cQm/dQclib/IM5/default.aspx________________________________ _________________________________^ijtii2£i |Live Sea-ch ____ llfki
File Edit View Favorites Tools Help

A * [E Homo-IMS ] I 3’0©’ Page ’ Tools’

Site Actions Page

IMS

Home Employee Application * Corporate ’ News ’ ] Document Library ’ | Search Center

y Level IV
Records

IMS Search

Workflow Tasks
IMS Library 1
IMS Documents

r
11*10 K

IMST

eturub

emplates
c 
I

VLevel I -
Manuals &
Policies

V Level II -
Procedures

Templates! Forms
V Level III-
Instructions



Quick ways to find a document in IMS Library

■ Go to the “IMS Process” if you know the process where 
the document is aiiocated

■ Use Filter function from “Issuer” if the document 
belongs to a specific area, i.e. GED/TSV/LAB, DSF/CNT, 
CSD/CCC

■ Use Filter function from “Content Type” if you know the 
type of document, i.e. manual, policy, procedure

■ Use Search function if you know the key words of 
document
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IMS Library

Frequent Asked Questions

1. Then go to IMS:

Search   
IMS IMS
Workflow Tasks

IMS Records

IMS Templates

IMS Search
Portuguese Version

A

2. You will go to this window:

Xi Check Out

Checkin
Wew Edit '/iew Edit

aagaUbuUfiut
IMS Revision No. Effective DateName

Workflow Tasks
a IMS Process Gr Al Monitoring, Measurement and Analysis of Process PerformanceIMS Library

IMS Documents This section will be available for you if you areS IM S Proce s Performar
IMS Records IMS writer. Now go to "New Document".
IMS Templates a IMS Proce

S IMS Process Group : MR2 Managing Communication (10)

lid IMS Process Group : HR3 Managing Risks (104)

Chinese 'Version
id IMS Process Group : PRl Managing Purchasing (22)^fprsinn

Code

IMS Library

IMS Documents

Document
Preparation

English Version 

Chinese Version

Document
Preparation

English Veraion*

Q: How to add new IMS Instruction to IMS Library?
A: You need to be an authorized IMS writer. If you aren't, kindly create a log in Online HelpDesk (Application: 
IMS) to be granted this access. For some departments you may need the approval of Senior Manager to be 
an IMS writer.

E-mail 3 Alert
Link Me’

^1 Version History

Document Permissions

Delete Document

Home Employee Application ’ Corporate ’ News ’ Document Library

IMS
Report J 
Training j^enter

Library Tools |

—mm

To provide excellent serl -i , |^/|c | ' nowadays the challenge for every organization, and the
objective of the IntegrI IlVIb. L., (integration of ISO 9001, ISO 14001 and OHSAS ISOOl

requirements). In CEM, fl e been adopted in the IMS in order to break barriers between
departments and create %“i5^nrifnBr“TTT7PTn?rw^ystem that enables the company to work as a single unit with 

unified objectives.

n *j
New Upload

Docu Document’ Folder Document Discard Check Out Properties Properties

lite Actions ’ Browse

The Nev fment system documents that include Policy, Manual, 
0 establish, implement and maintain the Integrated 
icient planning, operation and control of the CEM sManagen 

process-;’
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3. You can choose 5 categories of IMS documents, however there only two options for the IMS writer:

Name

:e£5 Group : MAI Monitoring, Heasurei

English Version <±{ IMS Process Group : MR3 Managing Risks (LU4)

After you choose the correct type of Instruction template, you will go here:4.

’Hragrapn ■SITTF

Preparation

L4

em
No.

Please input title

Revision Mo Effective Date

Prepared by Name-Department
EC of your department.

Verified by Name - Process Owner

Approved by Name - EC of Department

New 
Folder

Manual
Create a new Manual

Policy
Create a new Policy

Procedure
Create a new Procedure

Only for Instruction (by
EC): you will need to 
include the name of the

E(
Prop

Now you must include here the title. 
Process Code, Preparation Department of 
the IMS Instruction. (If you need help to 
know the Process Code please contact 
SHEQ Office).

You can only choose Instruction (by 
Department), if the document only involves one 
department, or Instruction (by EC) if the 
document involves two or more departments.

ted 
ent

New Upload
Document’i Document’

Check Out ;=t-

.^Checkin —
View

J i Discard Check Out Properties

Approver I 

[ffic

--------- ^-lipUUalU 'J--------------------------

Instructiori (by EC) Properties - Server

ntie:_________________  PrQce5s_CQde!
Please input btie | i

Edit 
Document

I Open St Check Out

nent Code

Conedentlal/tetrirtEd! Ccnfidentlal Use______
] I NO v| Ml ~[^

Instructio^b^e^rtm^ 
Create a newInstiuction ib-, 
Department)

am
Create a ne w Instruction (b;

Hl epdrauoi I---------------------------

Dh (.by ECj
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5. Now input the names of the staff involved in the preparation, verification and approval of the IMS 
document.

O Instruction Odv EC) Properties - Server

TitJei___________________ Process_Code:
ISHEQ Coordinators Function j p^R l.Q^"

Include the names of the staff involved.
"Prepared by": the staff that created the document.
"Verified by": the Senior Manager of the Process Owner department
Approved by:

o If this is Instruction (by department): the name should be of 
the Senior Manager of the staff that prepared the document

o If this is Instruction (by EC): the name should be of the EC of 
the staff that prepared the document.

Preparation Dept:

J ITheQ
ConfidenaaIj'RestrictEd; Confidential List;

] (no ^1 [Mil
■ ■ ■ : ■ ■ ' ' ■ ■ jlj ■ ■ LL2- ■ t ■ ■ '

JUJjiLL JIILU LUUHJIlimUfS II

Revision No. f^ctive

Prspared by Name - Dei^lment X

Verified by Name - Process Ov^r

Approved by Name - EC of Department

6. Now include the date here:

Prepared by Rosario Figueiredo - SHEQ

Verified by Jose Neves - HRD Senior Manager

Approved by Joao Travassos-EC

Include the date

Summary ofAji^dments________________________________
Revision Number Revision Date Amendments

0 01.03.20121*^ First Published

7. Go to the second page and add you document content:

3
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Instruction Wo. [Docuirsnl Code!

No 2/2

BeginTvping

inte rated 
manaOe'Ti&'^^

Subject
Revision No.
(Se'.'iiiDn No!

SHEQ Coordinators Function

I Begin writing your IMS Instruction

8. After you finish, save your document:

D,ocument2 - Microsoft Wor

Calibri

Paste

Clipbt Font Paragraph

O Instructic

PRINT ONLY IF ABSOLUTELY NECESSARY. Uncontrolled in

Instruction

SHEO Coordinators Function
Effective Date!

Subject 
Revision No.

Process_CQde:
I MR1.04 ~

Preparation Dept;

I SHEQ
Confidential/Restricted: 

g I No :

integrated
rnanaOement

line i Insert Page Layout References Maifings Review View

9. This window will open:
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Coordinate the information in order to fill out the "Root Cause" and "Proposed Actions" sections of

y I a X ai^ English Version on mycem.cem-macau.com

Modified By ModifiedType Name

IIKV HR.C Fuse Installation and Replacement Edmond Etchri 24/0972010 14:02

Absence due to school examination Edmond Etchri 24/09/2010 14; 08

Rebecca Fung 20/10/2010 09;12

Edmond Etchri 26/09/2010 1 5i3S'

Edmond Etchri 24/09/2010 14;10

Ensure the title is correct, Edmond Etchri 24/09/2010 14:12

Edmond Etchri 26/09/2010 IBl-ig

Edmond Etchri 26/0
save

Save as type; Document

List of SHEQCoordinatorsffMS Library]

I2J®I Save As

il
ii

Air PoHulon Prevention and Control

Access Control to Primary, Switching and Customer 
Substations

Access to Macau Norte, Lisboa and Taipa Substations 
Basement

English Version

Alcohol wSntrol

Ffeaame;

1^ Desktop

Tools

Save in;

® Computer

^My Network 
^Places

My Recent 
Documents

I •:= Trusted 
^Templates

iR^^ ^Documents

10. Now close your document. You have finished uploading your document.

After a few minutes, you will receive an email notification in your Outlook.

From: sp2010.'A'orkflow@c'em-macau.com
To; Maria do Rosario da Silva Figueiredo
Cc:
Subject: IMS internal attributes allocation completed [SHEQ Coordinators Function]

System has allocated all internal attributes for your document.

MR1.04 - SHEQ Coordinators Function

11. So now you must start the workflow for approval of the document. It is still possible to request 
comments from colleagues if you like.

5
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Home Employee Application'■ Corporate- News- t Document Library - Se

Go back to IMS, 
English Version

IMS Documents
VIS Records
IBS Templates

Doaiment
Prai^ration

Englisn Version

Chinese Version
Portuguese Version

□ Document Code Name Revision

H IM^

IS IMS

Process Group : HAl Monitoring, Measurement am

Process Group : MA2 Controlling nonconformities <

ffl IM<

© IMS

Procesjs Group : MR

Process Group : MR

Now, choose the Process Code of 
the IMS document you just 
uploaded.

S IMS Process Group : MR3 Managing Risks (105)

S IMS Process Group : PRl Managing Purchasing (22)

12. Find your document:

© IMS Process ; MR1.03 Determine business processes (5)

13 IMS Process ; MR1.04 Define structure, responsibility and authority (25)

SHEQ Coordinators Function EC

MR.1.Q4-01 2 30/05/2010 EC

MR1.04-EC001 2 01/08/2011 EC

MR1.04-EC002

MR1.04-EC003

H.

c
Your document will not have a document code 
yet (this happens only after approval)

2

1

08/09/2011

01/06/2003

EC

EC

MR1.04-EC004 R ist'ULtu'irg cr Netwc'<£ ---is-patch 2 09/01/2009 EC

MR1.04-EC005 New structure for the Information Systems Department (ISD) 3 16/06/2011 EC

MR1.04-EC006 Creation of the Internal Audit Office (GAI) 1 05/05/2003 EC

MR1.04-EC007 Restructure of Procurement and Logistics Department (PLD) 1 01/10/2008 EC

MRl„0^-EC00S Creation of Regulator/ Affairs Office (RAO) 0 01/03/2008 EC

13. Now you start the workflow:

□
MR1.04-Q1 2

MR1.04-EC001 2

Edit in Microsoft WordMR1.04-EC002 2

MR1.04-EC003

MR1.04-EC004 1

New structure for the Information SystemsMR1.04-EC005 3

GAPMR1.04-EC00S 1

tics DMR1.04-EC007 1

View Properties

Edit Properties

Check Out

Publish a Major Version

Version History

Compliance Details

Workflows

SHEQ Coordinators Function

View Workflow Histor/

Restructuring of the Customer Services De

Creation of the Generation Department (GE

Restructuring of Power Networks Dispatch (

Organization and Responsibilities

Restructure of the Communications and Pul

I Choose "Workflows'Re J_____ __ _________

J
 Choose here for your options.
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14. This window will appear:

Start a New Workflow

I I 1-Start Approval Process
[ V I Approval status = draft

Policy or Manual go to 4-Verification iworkflow
Instruction (by Department) go to 3-SHEQ Validation workflow
Instruction (by EC) or Procedure go to 2-Process Partner Comment workflow

2-Process Partner Comment
- Process Partners are required to review Instruction (by EC) or Procedure

3-SHEQ validation I I 4-Verification
- SHEQ is responsible to validate the document templatej the value of process code/issuer and the I V I - To verifier for approval 
process partner selection.
- After approved^ goes to 4-Verification workflow

5-Final Approval
-To approver for final approval ffl6a-Publish document

- To update revision no.
- To generate the effective date
- To publish the revised document

I I 6b-Publish a new document
I I - To generate a new IMS document code

- To generate the effective date and revision no.
- To publish the new document to IMS Documents Library

I I Start IMS Document Review
I V I To collect comment from reviewer

®SHEQ Manual Publish
Manual publish document by SHEQ

E Start Process Code Amendment 
To allocate the internal attributes

15. Do you want comments from colleagues? If yes, please see the next step. If not, go to step 21.

Start a New Workflow

I I 1-Start Approval Process
I I Approval status = draft

Policy or Manual go to 4-Verification workflow
Instruction (by Department) go to 3-SHEQ Validation workflow
Instruction (by EC) or Procedure go to 2-Process Partner Comment workflow

I I 2-Process Partner Comment
I I - Process Partners are required to review Instruction (by EC) or Procedure

I I 3-SHEQ validation
I I - SHEQ is responsible to validate the document template, the value of process code/issuer and the 

process partner selection.
- After approved, goes to 4-Verification workflow

K 4-Verification
- To verifier for approval

Choose this
option

5-Final Approval
- To approver for final approval

Start IMS Document Review 
To collect comment from reviewer

6b-Publish a new document
- To generate a new IMS document code
- To generate the effective date and
- To publish the new document t ocuments Library

Eda-Publish document
- To update revision no.
- To generate the effective date
- To publish the revised document

KSHEQ Manual Publish
Manual publish document by SHEQ

I I Start Process Code Amendment
I V I To allocate the internal attributes

16. Then:

Reviewer

Start
Afterwards, click "start".

iU9

Choose here the staff's name 
that you wish and the time 
they have to comment.

To collect comment from reviewer

To initiate Start IMS Document Review, click start.

Period to collect comment (in day)*

Cancel

7



17. Now close your document. After a few minutes, you will receive an email notification in your Outlook.

18. After the colleagues comment your document, you will receive another email notification. So now you 
must start the workflow for approval of the document.

"asks

B IM£|Pt-ocess Group : MR

□ Document Code

Corporate News

Name

iment 
rati on

sn Version

IMS Documents

WIS Records 
l\s Templates

Home Employee Application

DoA
Prep
Engli;

Chinese Version

Portuguese Version

Document Library ’ | Se

Revision

a IMS Proce^ Group : MR

® IMa Process Group : MAI Monitoring, Measurement am

a IMS Process Group : MA2 Controlling nonconformities

B IMS Process Group : PRl Managing Purchasing (22)

IMS Process Group : MR3 Managing Risks (105)

Go back to IMS, 
English Version

Now, choose the Process Code of 
the IMS document you just 
unloaded.

19. Find your document:

Ual IMS Process : MR1.03 Determine business processes (5)

□ IMS Process : MR1.04 Define structure, responsibility and authority C25)

SHEQ Coordinators Function --che';,' EC

MRl.04-01

MR1.04-EC001 R

2

2

30/05/2010

Ol/OB/2011

EC

EC

MR1.04-EC002 Your document will not have a document code 2 08/09/2011 EC

MR1.04-EC003 C yet (this happens only after approval) 1 01/06/2003 EC

MR1.04-EC004 Restructuring ot Hower Networks Dispatch (PNDj 2 09/01/2009 EC

MRl.a4-EC005 New structure for the Information Systems Department (ISD) 3 16/06/2011 EC

MR1.04-EC00e Creation of the Internal Audit Office (GAI) 1 05/05/2003 EC

MR1.04-EC007 Restructure of Procurement and Logistics Department (PLD) 1 01/10/2008 EC

MR1.04-EC008 Creation of Regulatory Affairs Office (RAO) 0 01/03/200B EC

20. Now you start the workflow:

8



□
MR1.Q4-01 2

MR1.04-EC001 2

Edit in Microsoft WordMR1.04-EC002 2

MR1.04-EC003 1

Restructuring of Power Networks Dispatch (MR1.04-EC004 2

New structure for the Information SystemsMR1.04-EC005 3

GAI)MR1.04-EC006 1

tics DMR1.04-EC007 1
View Workflow History

View Properties

Edit Properties

Gi
Check Out

Publish a Major Version

Version History-

Compliance Details

Workflows

SHEQ Coordinators Function Shew

Organization and Responsibilities

Restructure of the Communications and Put

Restructuring of the Customer Services Dei

Creation of the Generation Department (GE

Cra-^-------
I Choose "Workflows'

Rej _________

J
 Choose here for your options.

21. This window will appear:

Start a New Workflow

& •erifier for approval

I Choose option 1S-Final Approval
- To approver for final approval

®2-Process Partner Comment
- Prooess Partners are required to review Instruction (.by EC) or Procedure

6a-Publish document
I - To update revision no.

- To generate the effective date
- To publish the revised document

l-Start Approval Process 
Approval status = dr 
Policy or Manual go to 4- 
Instruction (by Department 
Instruction (by EC) or Procedui

tication workflow
0 3-SHEQ Validation workflow

to 2-Process Partner Comment workflow

3-SHEQ validation
- SHEQ is responsible to validate the docume 
process partner selection.
- After approvedj goes to 4-Verification workflow

mplate, the value of process code/issuer and the

I I 6b-Publish a new document
I I - To generate a new IMS document code

-To generate the effective date and revision no.
- To publish the new document to IMS Documents Library

®SHEQ Manual Publish
Manual publish document by SHEQ

I I Start IMS Document Review
I I To collect comment from reviewer S Start Process Code Amendment 

To allocate the internal attributes

22. Then:

ime tmpioyee Appiicarion ’ corporate’ News’ uocument uorary ’ ; bearcn

IS
Approval status = draft Policy or Manual go to 4-Verification workflow Instruction or Procedure go to 2-‘,

□ rkflciw Tasks
To initiate L-Start Approval Process, click start.
[__________Start w______ ] [_________ Cancel_________ ]

IS Library
S Documents

S Records

S Templates 1 Choose "Start" |
Ch

23. The workflow will start and you will receive an Outlook email notification for each step of the way.
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2 - Revision of IMS Instructions
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Ct '

Revision of IMS Instructions
ifcb'feS^EKl!("MAl.05-01 ° We will use the document "MAI.05-01
Management System Audit" as an example for this User Guide.

1. ^MyCEM: GotoMyCEM:

|l°°l» Help -------- 1

Document
Application News Mani

Report

Click here.Vision GPDP Bulletins

Asia

IMS

Employee 
Application

leading energy services

2. : Then:

BRO'uVS

ime > Document Library > IMSIMS

Wortflow lasts IMS
IMS Jbrary

IMS Documents

IMS Records

The New IMS is an online documental 

maintain the Integrated Managemenl

To provide excellent service in a susta 

OHEAS 18001, ISO 14064 and ISO 2i 

coordinated system that enables the cIMS Templates

Document Preparation

CGf i I

"Document Preparation" =
’ VTMfi Helpdesk {g log >

° Click in "Document Preparation". If you don't see this, 

then you must open a Helpdesk log to request to be IMS writer. 

You must have the approval of your Director to be IMS writer.

Online Help

Enquiry Log

•f 1- r 'I --.r___

IMS Search

1



3. ■ Choose the process where the IMS Instruction is inserted:

IMS Process Group: MAI Monitoring, Measurement and Analysis of Process Performance (10}

> IMS Process: MALOl Morii^ measure and analyze processes performance (2)

P IMS Process: MA1.03 Monitor rn^sure and analyze power quality (4;

> IMS Process: MA1.04 Monitor, measuj^^nd analyze financial performance (1)

IMS Process: MAI,05 Manage IMS audits -sK

MAI,05-01 7 X 09/05/2016 EC Procedurf

Managema^ 
System Audit
Managema^ 
System Audit

MALOS- SDC^S«a MAl.05-01 MAI MA1.05 ’
SDC Audit 
Mechanism

PNDOOl

example, MAl.05-01 belongs to the process MAI, andTAD 
asttw

MAIOS-
TADOOl sub-process MAI.05, so we need to click on the 

appropriate locations until you find the document.
TAD LOTO
Audit
Mettiodoloov

: Then:

IMS Process: MALOS Manage IMS audits (3)

MAl,05-01 09/00/2016 EC Procedtire

Management
System Audit

i\ Here is the document! Does it have the title in both Chinese and English?
1 If yes, go to step 6. If no, go to next step.

TAD LOTO

5. HRS/SUS (Kelvin.Kou@cem-macau.com) ’
o 6 “ If the title of the document is not bilingual (if it doesn't

have both the Chinese and English titles), then please send an email to HRS/SUS (Kelvin.Kou@cem- 
macau.com) requesting the bilingual template for this document. After they do this, they will notify 
you and you can go to step 6.

2
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a
6. ° Click the document you want to revise.

■'IMS Process: MALOS Manage IMS audits (3)

MAL05-01 ... 1 09/05/2016 EC Procedure

Sy|tgm Audit

MAl.Ol 1 
pndogI ° Here is the document! 014 PND Instruction 

(by
Departmen

IVIA1.05-
TADOOl

TAD ... 0

TAD LOTO

21/11/2016 TAD Instruction 
(by 
Departmen

7. ifcb^MWWLBJJI. ° This window will appear.

Name Revis^ofi No. Efrectiv-e Dale Issuer Approver Content Type Checked Out To Mcxl^ried By Preparation Dept Approval S"

3: MAI Monitoring, Measurement and Analysis of Process Performancf_JL101
Open Document

1.01 Monitor, measure and analyze processes performance Cl

1.03 Monitor, measure and analyze power quality (4)

1,04 Monitor, measure artd analyze financial performance (1)

1,05 Manage IMS audits (3)

7 I Cancel | Approved

Some ur computer. If this information looks suspicious, or

Draft0 16/02/20:

the document, and then choose "ok".
TAr?«hia I- 11 1211.

SDC^S«1
SDC Audit
Mechanism

Management 
System Audit

You arc about to open:
Name: ...merit System fludil-doot
Frorn: mycem.cenaTiacau.com

How would you like to open this file?
r Readonly

Edit

"ok" ° Click here to edit

09/05/2016 EC

8. : You will go to the document and can start doing your changes:

3
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iSSTffiB Summary of Amendments

° Don't forget to 

change the names of the 

issuer, verifier and approver, 

and to update the summary 

in the first

Revision No.: 7 4aSSB Effective Date: 09.06.2016 J

Prepared by

Verified by Ip Kam Veng - SHEQ

}[t;4< Approved by

Revision Numb«^
ttnsw

Revision Date Amen^jH^ts page!
0 22.04.2002 Fir^J^reb^^ished

1 12.09.2002
rt.-..-...u^KrrTl.i □ A C .TO,

2 ll.0S.2003 ^^^aragraph 2^ 3 and 5
3 23.11.2005 General Revision
4 15.0S.200S General rewsion
5 20.12.2009 Major amendments in paragraph 2.2 & 5
6 17.05.2010 Docu merit tem plate, pa ragra p h 2.2
7 03.06.2016 Jr

Bilingual document template & minor text touch up

9. If ■ Do the revision in the text. Don't forget:

5) ’ ° If there are few sections to revise,
the updated text must be blue italic (just the content of the Instruction, not the Summary of 
Amendments), and please state the paragraphs revised in the "Summary of Amendments" 
(r‘page);

[G{" ° If the revisions are extensive, then all text should be normal font and black, and please 
write "General Revision" in the "Summary of Amendments" (1"‘ page).

10. ’ lMiil^^"save" = After you edit the document, save.

11. Draft" > ?G^"Approved" = Note that the document is now classified as "Draft" and 
not "Approved".

3 C.)ntrelhng and Inipmving Bufline» PaHnrmance (2)

inage iriDdant £2)

EC

EC [fatfuetKift (by Draft 
EC)

Jirg 
ladu re for 
' Facihtv 
rased by 
-arlfj gnd

ntafion 
■9« 
LiiaBon

[(SltrtJCtlQfl (>, I C'ift 
K)
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MAL05-01

Share

Rename

Archived Workflow History

Deiete

Copy▻ IMS Process Group: MA s and Improving Business Perfc

Version History lanagement System (72)kIMS Proems Group: MR

Properties
i>IMS Process Group: MR

Advanced
IMS Process Group;

Compliance Details

Check Out

>IM ess Group: PR2 Managing Services to Custe Workflow history

Schedule WorkflowsVlanaging Power System {15

Follow
anaging Business Resouit

Unpublish this version
Managing Po orkl

Then choose

'Advanced" and then

"Workflows'

Click the right button of your 

mouse on the document.
TAd 

«
taC 
Aue 
Me) 
and 
Gut

MA105- 
PNCWi

MA1,O5-
TADOOl

12. ’ SSWtAW 6-1O = if you want to do further changes,
just access the document again, and perform steps 6-10 again.

09/05/2016 EC

m __
Shared With

Workflows ’--------

Managing Premises, Process Systems and Ec|moment f31)

IMS Process: MAl.OS Manage IMS audits (3)

Mana.aement^__
Open in Word^^

SO<
Open in Word Onii

Me*
Download

13. ° When the document revision is finished, you must start
the approval process.

' IMS Proces oup: PRl Managing Purchasing (21)

5
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14. ■ You will go to this window:

1-Start Approval Process

- Approval status = draft
- Policy or Manual goto A-Verification workflow
- Instruction (by Department) go to 3-SHEQ Vaildation workflow
- Instruction (by EC) or Procedtire go to 2-Process Partner Comment workflow

3-SH:EQ5g^
- SHEQ is responsible to validate the document template, the value of process code/rssuer and the process p«
- After validated, goes to 4-Venfication wo rkflow

I I 5-Final Approval

- To approver for approval

6b-Publish a new document

- To generate a new IMS document code
- Tcs generate effective date and revision no.
- To publish the new document to IMS Documents Library

I I SHEQ Manual Publish

- Manual publish document by SHEQ

15. ' i!lT—19 “ Do you want comments from
colleagues first? If yes, please see the next step. If not, go to step 19.

start a New Workflow

I I 1-Start Approval Process

- Approval status = draft
- Policy or Manual go to 4-Verificationi workflow
- Instruction (by Department) go to 3-SHEQ Vaildation workflow
- Instruction (by EC) or Procedure go to 2-Process Partner Comment workflow

3-SHEQ validation
----- 1 3-SHEQSO

- SHEQ is responsible to validate the document template, the value of process code/issuer and the process partner selection.
- After validated, goes To A-Verification workflow

5-FinaJ Approval
5-BSWfl4
- To approver for approval

I I 6b-Publish a new document

- To generate a new IMS document code
- To generate effective date ar>d revision no.
- To publish the new document to IMS Documents Library

I I SHEQ Manual Publish
SHEQmgiiu^tF^
- Manual publish document by SHEQ

I I Start IMS Document Review^*

- To collect comment from reviewer

"Start IMS 
Document Review". 
Choose this option "Start 
IMS Document Review".

I I 2-Process Partner Comment

- Process Partners are required to comment on InstrucTio

I I 4-Verifjcatjon

- Process owner verifies the document

I 1 63-Publish document

- To update revision rio.
- To generate effective date
- To publish the revi^d document

I I Manual publish
------  Due to document cannot copy to IMS documents library,

SHEQ Manual Publish (with new doc code)
Generate a new document code and manual publish do<

I I Start Process Code Amendment

To allocate the internal atfributes

6



16. : Then:

To collect comment from revle'wer

To initiate Start IMS Document Review, click start.

Reviewer’^

Start

17. Outlook K^iijsgpa^n

° Choose 
here the staffs' name and the 
time they have to comment.

"start" = Afterwards, click "start".

Now close your document. After a few minutes,

Period to collect comment (in day)'’'

Cancel

you will receive an email notification in your Outlook.

gfrAgy-ug ’ tfiWlJAltfSgPffiAD ° After everyone gives their comments, you will receive an 
email notification.

18. vi'? ° When the document revision is finished, you must start the
approval process.

[MS Process: MALO5 Manage IMS audits
1 MAl.05-01 1

Matiaffiement_______ ________
1 Open in Word

MA1.05- SDC
PNDOOl SDC; |

Mei"
Download

MA1.05- TAG
TADOOl Share

09/06/2016 EC

1*******^.^
16/02/2014 PND

21/11/2016 TAD
Click the right button of your 

mouse on the document.
/sA----------------------------------------

R^ame
AuE

Archived Workflow History 
anq

Delete

▻ IMS Prac^ Group: MA Copy s and Improving Business Perfc

K>.» Version History .> IMS Process Group: MR ' lanagement System (72)

Properties
> IMS Process Group: MR --------IlJ)

Advanced ► Shared With
> IMS Process Group: MRs ma EUSIO tl±3T

IMS Process Group; PRl Ma fng Purcheung (21)

IMS Proc^ Group: Pgp Managing Power System (1;

IMS Process Group; PR2 naging Services to Custoi

"Advanced" > 

l^"Workflows" <= Then 

choose "Advanced" and 

then "Workflows"

Compliance Details

Cheek Out

Workflow history

Schedule ’Workflows

. Follow
ng Business Resourf

Unpublish this ii’ersion
Power Network i

ng Premises,
Workflows

1
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19. ■ You will go to this window:

Start a New Workflow

I l-Start Approval Process

- Approval statLis^^raft
- Policy or Manual 4-Verification workflow
- Instruction (by Departrf^at) go to 3-SHEQ Validation workflow
- Instruction (by EC) or ProceSurd „ lent workflowiWb ° Click here. |

3-SHEQ validation
—I 3-SHEQ5S^

- SHEQ is responsible to validate the document template, the value of process code/is
- After validated, goes to 4-Verification workflow

20. : You will go to this window:

Start Workflow: 1-Start Approval Process
- Approval status = draft - Policy or Manual go to 4-VenficatKjn workflow - Instr

To initiate l-Start Approval Process, click start, 
StarL I Cancel |

-------------------------------------- ~| iWb ° Click Start. ]---------------------

21. “ The workflow will go to
point 2 of the approval process and you will receive Outlook email notifications every step of the way.

8
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3 - Revoke of IMS Instructions



Revoke of IMS Instruction
cem

Online Helpdesk log = The revoking of
Instructions is not included in the IMS Library workflows, so we need to open an Online Helpdesk log for this.

1. X MyCEM Online Helpdesk log ■ Go to MyCEM and open an online Helpdesk log:

lit View Favorites Tools Help

IT Application Corporate
Employee 

Applicationcem

Online Helpdesk

Asia

Click here.
Key Staffs Substitution 
System

DMS

GIS

GIS test

SMS Report

Fleet Management

tJ

2. it^S"Application Log" = Then choose "Application Log"



"Create New Log"

Create NemrO^
Choose "Create New Log"

Q Confidential [if checked, other colleagues can not see

Log Type

Subject

Application Problem ^on

Severity

Application

Revoke IMS Instruction XX-XXX

[Maximum 60 characters)

Description Attachment CC

1. "application'

Q Desktop (gs Choose "application

I Normal Staff ID , 2051: Rosario Figueiredo ’r

I IMSLA Standard Operation Reque: 

[Vour problem will be solved 7;ithin 60
"IMS" application.

Choose "IMS" application.

3. ilS "Revoke IMS Instruction' 
Write "Revoke IMS Instruction"

4.

•

Here you must include the reason for revoking the doc, including:
• Requester name
• Requester approver name
• Revoke reason
• Retention period (usually three years)

IMPORTANT: You must attach an email with your Director's 
approval for revoking the IMS document.

3. HelpDesk >18 = Outlook “
Afterwards, HelpDesk will follow-up. Your Director will receive an Outlook workflow notification for 
revoking the IMS document, which must be approved.

4. ° Then the document will become obsolete.

2
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4 - Create New IMS Record in IMS Library



cem

Create New IMS Record in IMS Library
” 4DT« ■ it Helpdesk H-(0 log. s#is&si^Ba;w«ss

o “ You need to be an authorized IMS writer. If you aren't, kindly
create a log in Online HelpDesk (Application: IMS) to be granted this access. For some departments you may 
need the approval of Director to be an IMS writer.

1) BA IMS : Then go to IMS:

Home Employee Application Corporate ’ News ’ Document Library Search

IMS IMS
Workflow Tasks

BA IMS

Go to IMS.IMS Records

IMS Templates

^^>BAIMS Records

Then go to IMS Records.
IMS Se.

The Ne
Procedu
Managei

of management system documents that include Policy, Manual, 
needed to establish, implement and maintain the Integrated 

/e and efficient planning, operation and control of the CEM's

nowadays the challenge for every organization, and the 
sgration of ISO 9001, ISO 14001 and OHSAS 18001 
adopted in the IMS in order to break barriers between 
that enables the company to work as a single unit with

Document 
Preparation

English Version

Chinese Version

Portuguese Version

To provide excellent service 
objective of the Integrated 
requirements). In CEM, the Proce: 
departments and create a genuine 
inified objectives.

IMS Library

IMS DccumeRts

IMS
Report
Traini
Black

Man

2) WMAffcb^MW You will go to this window:

& ji. -IMS Records -RlCBFBP

J

I Document Library-’I Search

IMS rtiirtii App

("Library Tools")Workflow Tasks
S IMS Process Group :

IMSRecdrtfe.

IMS Templates Q IMS Process Group : MRl Establishing the Business Management System (144)

IMS Library

IMS Documents

Q Type Name

Home Employee Application Corporat

IM IMS Records ► Records

W^i£^^"Documents" = This section ("Library Tools") will be 

available for you if you are IMS writer. Now go to "Documents"..•a IMS Process Group : M

Document
Preparation

English Version

Chinese Version

a IMS Process Group : MR2 Managing Communication (3)

a IMS Process Group : MR3 Managing Risks (1222)

1
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3) : Then:

/ version History-

P4ew "Upload Document" Now
k Out goto ''Upload Document".

IMS ’vision No

Workflow

MAI Monitoring^ Measurement and Analysis of Process Performance (33)IMS Libra
IMS Documents

Ld IMS Process Group : MA2 Controlling nonconformities and Improving Business Performance (4EI)
IMS Records

IMS Templates a IMS Process Group : Establishing the Business Management System (144)MRl

Upload Document^^^^^^  ̂

Upload a document from your 
computerto this library.

Upload Multiple D-'Ocuments
Upload multiple documentsfrom 
your computerto this librarji'.

I IMS Records-Records

^Checkout
I------1.^: Checkin

U pfo a 
Document’ ^Document” Folder Document u-;, Discard ZlTtcL

Send To -

Manage Copies
Work

-j Go To Source

Copies

Site Actions^ gg Browse B

^cument ReferenceiDGCum.ent Code Approv

ibrary

■yr
Alert Download a
Me ’ Copy

Track

Document
Preparation

English Version

Chinese Version

Portuguese Version

H IMS Process Group : HR2 Managing Communication (3)

a INS Process Group : MR3 Managing Risks (1222)

a IMS Process Group : PRl Managing Purchasing (37)

4) TSWlBTM. : new window will open:

cs« Group:

ESS Group

ESS Group : □ XIMS Records - Upload Document

ffi"Browse"ei = choose the

Record you want to upload, using the "Browse" button, and type any 

comment of the changes if you are revising a Record.

ESS Group : HWa

ESS Group ; HE

ESS Group: Pl^

ESS Group : BrtJ

ESS Group : RlK

ESS Group : RM;

Upload Document

Browse to the document yi 
intend to upload.

Version Comments

Type comments describing 
tigs changed in this version,

Name;

Version CommEnts:

Liptoad Multiple Files..,

Add as a new version to existing fii

][ Browse..■ ]

jment

"OK" = Afterwards, press 

"OK" button.

2
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5) ■ Then a new window will open:

IMS Records - SHEQ Coordinators LSst.doc
iPUBIISI

Op2ni<

name tus-

HE 
mant i.i.

■-'ess Grt

LESS Grt
Check Cancel 

In

Commit

0X
Paste Delete

Item

Clipboard Actions

cess Grt A The document was uploaded successfully and Is checked out to you. Check that the fields below are correct and that all required fields are 
“ filled out. The file will not be accessible to other users until you check in.

cess Grt A Items on this list require content approval Your submission wiD notappear in public views until approved by someone with proper rights. 
” More information on content approval.

cess Grt Content Type

].docName ’■Grtcess

Title
Grtcess

ProcesS_CGde *

Grt Preparation Dept

Effective Datecess Grt

Revision Date
cbm grit

Document Reference

HRS/SUS = You must fill out
Confidential/Restricted

Confidential List

Only require far Confidential/Restrict

Disposition n
CancelSave

“ Afterwards, press

"Save" button.

at least the spaces marked with If you 

have doubts on the process code of your 

Record, please contact HRS/SUS.

I Record ;v|

ISHEQ Coordinators List

ISHEQ Coordinators List

I MAI.04

I (None]

Version; 0.1
Created at 06/02/201211;23 by Mana do Rosario da Silva Figueiredo
Last modified at 06/02/2012 11:23 by Maria do Rosario da Silva Figueiredo

6) : After the
notification in Microsoft Outlook:

Record is uploaded, you will receive an email

3
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IMS internal attributes allocation completed (SHEQ
Coordinators List)

sp2010.workflow@cem-macau.com
Sent: Mon 2/6/2012 11:29 AM
To; Maria do Rosario da Silva Figueiredo

IMS Workflow

Workflow Notification 
System has allocated all internal attributes foryour record.

7) : Now the Record needs to be verified and approved:

,j Version History
■i

New back to IMS Records Share «Track WorWh

IMS
mri.04Workflow Tas

a IMS Process Group : MAI Monitoring, P ° Find your record in thedraftIMS Library
IMS Docum

appropriate process (in this case the doc is in processlB IMS Process Group : MA2 Controlling m
IMS Record

MR1.04.) Note that the status is "Draft" because the RecordIMS Templates a IMS Pro up : HRl Establishing

hasn't been approved yet,a IMS Process : MRl.Ol Determine legal am

English Version a IMS Process ; MR1.02 Establish policies. ess objectives and targets and associated management plans (2)

Chinese 'Version

S IMS Process :Portuguese Version

-e structure, responsibility and authority (1)B IMS Process : MR1.04

01/01/2012 SHEQ

Master Process List

Issuer Watri-x

a IMS Process Group ; HI13 Managing Risks (57)Group List

EC Name List
+ Add document

SM Name List

Document
Preparation

IMS Document Code 
Setup

Setup
Process List Setup

New 
Document

upioa| /r \ IMS Records = Go 
Docume"

_i a
E-mail a Alert

Link Me’

■ Vja Docurnent Permissrons 
ew Edit
erties Properties X Delete Document

Manage

Manage Copies 
Download a Workflows Publish

Copy Go To Source

Copie:

sheq 
Coordinators 
List grew

MR1.Q3 Determin sinesE processes (26)

Draft

8) i£S"workflows": Then choose "workflows":

4
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t> IMS Process Group: MR

I>IMS Process Group : MR

IMS Process Group: Ml

Version History

Download

Share

Rename

Archived Workflow

Defete

Properties

ling Power System [15

ging Power Netwi

isiness Resoun

History

lart^ement System (72}

and Improvirtg Business Perfc

Compiiancs Details

Check Out

Follow

Unpublish this version

MA1.05-
TADOOl

MA1.05-
PNDOOl

Workflow history

Schedule Workflows

m]________
shared With

Manawmptrt.

Open in Word
SD^
SD^ Word Online
Mei’

TAE
Bl
TAE
Aue
Mef
and
Gufr

09/05/2016 EC

IMS Pro^^ Group: PR2 Managing Services to Gusto

> IMS Process Gra^ PRl Managing Purch»ing [21}

J^nced 
idrioifiiiy EuaHs lixorjF

[MS Process : MAl.OS Manage IMS audits (Sj

MAl.0.5-01 ■

--------------- ------------ «ows i--------

ging Premises, Process Systems and Equipment Oil

l> IMS Proc«s Group: MA Copy

Click the right button of your 

mouse on the document.

"Advanced" ’ 

i>i£i$"Workflows' 

Then choose 

"Advanced" and then 

"Workflows"

9) ° ° You win go to this window.
Note that the approval process depends on each case. So choose the appropriate approver.

start a New Workflow

® Direct Publish Record
No verification nor approval required

®IMS Record Approval by EC
- Make an approval request to EC
- Record will notify Notification Group of Issuer Matrix
- Audit Report will notify Auditee and SHEQ manager

a IMS Record Approval by SM nr UH 
Make an approval request to SM/UH

a Migration - Direct Publish Record
For SHEQ migration period

I I Start Process Code Amendment fRecord)
I I To allocate the internal attributes

I I IMS Record Verification and Approval
I I - Make a verification and approval request

- Record will notify Notification Group of Issuer Matrix

10 ■< ;i o

HRS/SUS = Please read step 10 to choose the appropriate type of 

approval for your case. If you still have doubts please call 

HRS/SUS.

Workflows

5
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10) If the record involves:
a. — ’ i£S one Unit, choose "Approval by UH";
b. ’ i£S Two or more units of one department, choose "Approval by 

SM"
c. ’ i£S Two or more different departments, choose "Approval by EC"
d. ’ ffcbWOiS Special records (higher level, like JHA)

need verification and approval. In this case choose "IMS Record Verification and Approval"

11) A new window will appear:

Approver'

Start Cancel

Include the name of the approver here. If you 

want, you can browse the names clicking this icon.

Make an approval request to SM/UH

To initiate IMS Record Approval by SM or UH, click start,

I i[^j$"Start"~ Then click "Start".

12) AWA Outlook Workflow ’ ftbAA'Wbr Workflow “ You will receive a
Outlook notification that says that the workflow was activated and the next step of the workflow is 
with the approver.

6
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5 - Revision of IMS Records



IMS Library

Frequent Asked Questions

Q: How do I revise an IMS Revision?
A: Follow the next steps.

1) Goto IMS records in MyCEM:

Home Employee Application ’ Corporate’ News’ Document Library ’ ' Search

IMS IMS
Workflow Tasks

Go to IMS.

IMS Search

P

IMS A
Report J 

Training enter

Document
Preparation

English Version

Chinese Version

Portuguese Version

The Ne Then go to IMS Records. management system documents that include Policy, Manual,
Procedu ”____________________ I needed to establish, implement and maintain the Integrated
Managen15H^^75raH^n?^J^TippW^^r^TT5CWe and efficient planning, operation and control of the CEM's 
processes.

To provide excellent serl p ik/ic I ' nowadays the challenge for every organization, and the
objective of the Integrl IO I Mb. U (integration of ISO 9001, ISO 14001 and OHSAS 18001
requirements). In OEM, I e been adopted in the IMS in order to break barriers between
departments and create ^^enfflnei^WOTWTrarartystem that enables the company to work as a single unit with 
inified objectives.

IMS Library

IMS Documents

IMS Records

IMS Templates

2) Choose the process where the IMS Record to revise is inserted:

IMS □ Document Code Name Revision No. Effective Date Issuer Content Type Approval Status bc-PuL

Workflow Tasks

IMS Library
IMS Documents

S IMS Process Group : HAL Monitoring, Measurement and Analysis of Process Performance (5)

IMS Records
Q IMS Process Group : MA2 Controllin^ionconfonnitie^n^mprov^g Business Performance (71)

IMS Templates
a IMS Prcces. Group = mrJ Click the appropriate process.

Document
Preparation
English Version

Chinese Version

Q IMS Process Group : MR2 Managing Communication (10)

__ |h IMS Process Group : MR3 Managing Risks (104)

Portuguese Version Q IMS Process Group : PRl Managing Purcliasing (22)

3) Then click the sub-process you need.



IMS □ Document Code Name Revision No. Effective Date Issuer Content Type Approval Status 6c-Publ

Workflow Tasks

IMS Library B IMS Process Group : MAI Monitoring, Measurement and Analysis of Process Performance (6)

IMS Documents

IMS Records
B IMS Process Group : MA2 Controlling nonconformities and Improving Business Performance (71)

IMS Templates B IMS Process Group : MRl Establishing the Business Management System (71)

Document 
Preparation

B IMS Process ; H^^Hcl^h^^ppropnat^^U^^roCeSS^Jt>|jch business governance (29)

__ j S IMS Process ; MRl.02 Establish policies, business objectives and targets and associated management plans (10)English Version

Chinese Version

Portuguese Version a IMS Process : MRl.03 Determine business processes (5)

Setup a IMS Process : MRl.04 Define structure, responsibility and authority (23)

Process List Setup

Master Process List a IMS Process : MRl.05 Conduct management review (4)

4) Did you find your document? Then click it.

ffl IMS Process Group : MAI Monitoring^ Measurement and Analysis of Process Performance (47)

a IMS Process Group : MA2 Controlling nonconformities and Improving Business Performance (13)

a IMS Process Group : MRl Establishing the Business Management System (32)

a IMS Process ; MRl.02 Establish policies, business objectives and targets and associated management plans

a IMS Process ; MRl.03 Determine business processes and establish business governance (27)

Q IMS Process ; MRl.04 Define structure,, respcnsibility and authority (1)

□ 1^ 5HE0 nJ Here is the document! Click to open, p

List

a IMS Process Group : MR3 Managing Risks (55)

5) A new window will open.



'±1 IMS Process Group : MA2 Controlling non conformities and Improving Business Performance (13)

U IMS Process Group : MRl Establishing the B

Open Document

tU IMS Process ; MR.1.02 Establish policies, busins

a IMS Process : MRl.03 Determine business proi

You are about to open:
Name: ...CootdinatorsList.doc
From: mvcem.cem-macau.com

a IMS Process ; MR.1.04 Defini

SHEQ t
Coordinators
List

Choose "EDIT", 
and then "OK"

How would you like to open this file?
r Readonly
«■ Edit

OK I I Cancel

!±i IMS Process Group : MR3 Managing Risks (E
Some files can harm your computer. If this information looks suspicious, or 
you do not fully trust the source, do not open the file.

♦ Add document

6) Now you can make your changes in your record.

integrated
raanaOenfient

c

cem
SHEQ Coordinators

Department Name Ext.
CPA ;E(57
CSD C7g>-’5l! East LOOS

__________ ±;'.Sr \ J32-
GAI \ Luisifong IBS
GED \ AUypiias. 5645
HRD ' k________ ___________________ J J c-

ISD \ Pedro Iriningues 122S
.A'OJl \ Lei

________EliC________ ___ \ Chau 1984

Don't forpet that all chanpes must he in ______ 1156

■ blue italic font.
o i_r J

1214
SHhQ 1 Beliiidi Uno 5354

7) Now Save.

macau.com


Font

Save and close.

SHEQ Coordiiia

Department Name

BBSkeFVIlle old F ’ ■ 24 ’ .4" i Aa’ i [A] :='?=’ ‘4--' 

g J X. X- , Si - ’ a ’ »l © ■ Ml :=

Paragraph

X- IT

.^•03’

I -S • <S I' SHEQ Coordinators List [Compatibility Mode],

Home I Insert Page.Lay out RefereFt'ces' MaUIn^ Review View

8) Go back to IMS records in IMS Library. Your record now is in a "Draft".

i3 IMS Precess. ; MR.1.03 Determine business precesses and establish business gevernance (27)

Q IMS Process : MR1.04 Define structure, responsibility and authority (1)

SHEQ 0 01/01/2012 SHEQ MR1.04
Coordinators 
List

Draft L D'-aft

9) So now it is necessary to start the approval process of the record:

on  IMS Process ; MRl.Oi Define structui

ode

SHEQ
Coordinators
List Click here to open the menu, 

and then choose "workflows".

Managi

Edit in Microsoft Word

Check Out

view Properties

Edit Properties

Compliance Details

Workflaws

Publish a Major Version

Version History

View Workflow History

Schedule Workflows
__________ U____ LJJ_________________________



10) A new window will open.

5idrid

Direct Publish F^eccrd
I I No *-'erification nor approval required

I I IMS Record Acknowledgement
I I To acknowledge user about the record

I I IMS Record Approval by EC
I I ■ Make an approval request to EC

- Hprr.-H . ill nnWy rktifir^tinp il-nir rf MaHy

I I IMS Record Approval by SM or UH
I I Make an approval request to SM/UH

choose one of these two options depending 
on the importance of the record. "IMS 
record verification and approval" has two 
management staff to check the record, so it 
is suitable for a JHA, for example. However, a

I g. I IMS Record Verification and Approval
I I - Make a verification and approval request

- Record will notify Notification Group of Issuer Matrix

I g, I SHEQ - Direct Publish Record 
I C' I For SHEQ use only

Unit level checklist may only need one 
management staff to check, so for this case 
please choose "IMS Record Approval by SM 

or UH". Any doubts, please call SHEQ Office

11) A new window will appear:

To initiate IMS Record Verification and Approval, click start.

Verifier*Verifier*

Approver''

Cancelstart

Then click "START"

Choose the two management staff to 
approve your document.
Choose the two management staff to 
approve your document.Cancel

Then click "START"

12) Now the workflow will go to the management staff you chose. You will receive an email 
notification for all the steps of the approval process.



cem

6 - Revision of JHA in IMS Records



Revision of JHA in IMS Records

All JHAs shall be revised in IMS library directly by the department 
reviewing the JHA.

1) Go to IMS records in MyCEM:

Home Employee Application Corporate’ News’ Document Library ’ Search

i IMSIMS

Workflow Tasks

IMS Records

IMS Templates

IMS Search

• is nowadays the challenge for every organization, and the 
-n (integration of ISO 9001, ISO 14001 and OH SAS 18001 
3 been adopted in the IMS in order to break barriers between 
lystem that enables the company to work as a single unit with

IMS 
Report 

T'airirg

IMS Library

IMS Documents

Document
Preparation

English Version

Chinese Version

Portuguese Version

TheThen goto IMS Records. 1°^ management system documents that include Policy, Manual, 
Procedu ___________________ I needed to establish, implement and maintain the Integrated
ManagenfSn^^ySCBff^ffl^J^OPPW^^T^nWWe and efficient planning, operation and control of the CEM's 
processes.

To provide excellent serl 
objective of the Integil GotOlMS. 
requirements). In CEM, | 
departments and create 

nified objectives.

2) Choose the process MR3.04 where the JHA are inserted:

IMS

Workflow Tasks

IMS Library

IMS Documents

IMS Records

IMS Templates

□ Type Name

9 IMS Process Group : MAI Monitoring, Measurement and Analysis of

 |9 IMS Process Group : MA3 Controlling nonconformities and Improvin

9 IMS Process Group : MRl Establishing the Business Management 5y«

Document
Preparation

Setup

Process List Setup

Master Process List

Issuer Matrix

Group List

EC Name List

SM Name List

IMS Document Code
Setup

Online Help

9 IMS Process Group : MR2 Managing Communication (3)

9 IMS Process Group : MR3 Managing Risks (1109)

age work safety (1097)

Go to process MRS.04

CSD Activity Inventory

CSD_TSM_JHA_006_Exchange of CT (live work, including 
installation and removal)

CSD_TSM_JHA_007_Exchange of L.V. single-phase whole 
current metering system in live work

3) There are a large number of JHA, so better to look for the JHA you want to revise by 
doing a filter:



Employee Application

Revision No. Effective D Process_Codessuer

Filter by issuer, it will be easier to DSF
ocess Perfon ECary

find your JHA to revise GAI
and Improving Business Perl

rds

GED/GPD/CCAplates Q IMS Process Group : MRl Establishing the Business Hanagi
GED/GPD/CCB

GED/GSUS IMS Process Group : MR2 Managing Communication (3)

GED/MTC
Q IMS Process Group : MR3 Managing Risks (1109) GED/TSV

HRD
® IMS Process ; MRS.01 Manage business risks (1)ist Setup HRD/PDV

ISD
S IMS Process : MRS.03 Manage IT security (1)

itrix I5D/IFM

NOMa IMS Proc^ : MR3.04 Manage work safdy (1097)
List NOM/CDM

ffl CSD Activity Inventory MRS. 04List NOM/EMG

iment Code MRS.04

24/11/2015 CSD/TSM0 MRS.04
lelp

24/11/2016 CSD/TSM MRS.04Log

4) Did you find your JHA to revise? Then click it.

New Open 61 Check Out Manage Share 6i Track

Revi-sio-n No. Effective Date Is

1 Tasks
□ IKS Process Group : HRB Managing Risks [34J

ary

ments
□ IMS Process i MR3.04 Manage work safety (34)

rds □ a 17/03/2014 GlHates

It
ion

ist Setup

ocess List

trix

List

List

CSD_TSM_JHA_a07_Exchange of L.V. single-phase whole 
current metering system in live work

CSD_TSM_JHA_017 Installation of three-phase indirect 
connection active energy metering system

CSD_TSM_JHA_Q05_EKchange of CT (live work, including 
installation and removal)

cent
IMS ► IMS Records ► Records

System (220

0 Type Name

nt
tion

Corporate’ News’ Document Library” | Performance Management - Search

GED-GPD-CCA-JHA-OOl Lubricant unloading from 
barge

§
1 Here is the JHA! Click to open.

B)
from Barge

GED-GPD-CCA-JHA-004 Recovery Boiler Flue Gas Side 
Cleaning

3- 12/08/2013 Gl

GED-GPD-CCA-JHA-005 Recovery Boiler Wash Effluent 
Collection

4 15/03/2013 Gl

GED-GPD-CCA-JHA-Ooe Demi Plant Ion Exchangers 
Resins Replacement

4 15/03/2013 Gl

«l GED-GPD-CCA-JHA-007 Manual Sea Water
Temperature Measurement

4 27/03/2013 Gl

GED-GPD-CCA-JHA-OOS Diesel Engine External Wiping 3 20/03/2013 Gl

5) A new window will open



ding Unloading of HFO

overy Boiler Flue Gas Side

oveiry Boiler Wash Effluent

ni Plant Ion Exchangers

sei Engine External Wiping

>□ Chargers Routine

-,n rnmn-niinri Svdpm

eous Ammonia Unload in©

lual Sea. Water

3:

17/D3/2ai4

12/Q9y2O13

0'9/09/2.013

12,^09/2013

27/09/2.013

20/09/2013

12/08/2013

■Open Document

GED/GPD/CGA MR3.04

GED/GPD/CCA MRS.04

Inh HarArrl

MR-

MRS

MR

13

13

13

i:

Choose "EDIT' 
and then "OK'

fety (34)

ri cant oi I unloading from

.-tFR/GPR.^rrA MRR.n.

Job Hazard
Analysis

Jeb Hazard

Some files can harm your computer. If this information looks suspicious, or 
you do not fully trust the source, do not open the file.

You are about to open:
Name: ...loading from barge.doc
From: mycem .cem-macau com

How would you like to open this file?
f* Readonly
f* Edit

OK__ I I Cancel |

6) Now you can make your changes in your JHA.

Job Hazard Analysis
Parti sB-aW

Team Leader Jose Leong Lopes
Members [ISs: LamTak Man, Leong Kook Ngai

Don't forget to change the revision number, date in your 
JHAand name of team revising the JHA.

cem
integrated
<nartaOement

Ref. No. GED,'GPD/CCA-JHA-[l01 Rev. No. UtMfilliaft: 04 Date aM; 17.03.2014

Job Description ilTr® Lubricant oil unloading from barge ^^Job Locabon XfJjlMSrCCB Pier

system. It may h 
to note any abnor

11. Check for leakages along 
4i-- ----------- 1.. i!-> nu--i.

Nil Nil.

1 All changes must be in italic and blue. 1
lILLIUdLllllj. LIIULI. LIIU 
reading of the flow meter

12. Supplier to stop the pump 
after the tanks on their 
barge are emptied.

Nil Nil.

13 CEM to perform sounding 
on the tanks of the barge 
again

Slippery on deck Same as ifem S.

14. Close all valves. Slip Nil.
Sprain 1. Ensure prope 

maintenance of 
Grease should

7) After finishing your revision, save.



■r *3' 0 QED-GPD-CCA-JHA-001 Lubricant oil unioading from barge [Compatibilrty Mode] - Word TABLE TOOLS

3E31QN PAGE LAYOUT REFERENCES MAIUNGS REVIEW VIEW DESIGN LAYOUT

u

Fortt Paragraph

manaoement

JHAW

I Save and close

iAaBbGd j AaBbCd AaBbC
L'll Heading 1

Oil hose detached from 
the connection point when 
the pump starts. Due to 
the pressure of tite 
system, the detached 
hose may hit any 
personnel nearby.

1.

2.

Malfunctioning of tiie 
pump or blockage along 
the oil supply line

1.

2.

11. Check for leakages along 
lhe supply fine. Check 
whether lhe level of ttie 
selected CEM oil tank is 
increasing. Check tiie 
reading of the flow meter

Nil Nil.

12 Supplier to stop the pump 
after the tanks on their

Nil Nil.

8) Go back to IMS records in IMS Library. Your record now is in a "Draft".

id IMS Process i MR3.04 Manage work safety (34)

1 GED-GPD-CCA-lHA-OOi Lubricant oil unloading from 
barge

4 17/D3/2014 GED/GPD/CCA MR3.04 Hazard
■Analysis

MR3.O4-ECD01 Draft

g GED-GPD-CCA-JHA-002 Loading Unloading of HFO 
from Barge

4 12/D8/2013 GED/GPD/CCA MRS. 04 IfWlr-JW Job Hazard 
Analysis

MR3.04-ECDD1 Approved

GED-GPD-CCA-lHA-003 Aqueous Ammonia Unloading 
from Barge

5 09/09/2013 GED/GPD/CCA MR3.O4 1 "Draft" 1 Approved

GED-GPD-CCA-]HA-0Cf4 Recovery Boiler Flue Gas Side 
Cleaning

3.' 12/03/2013 GED/GPD/CCA MR3.04 XrFiQ.E/'C PT JUU Hdidru 

Analysis
WkJ.UtLLlfti Approved

GED-GPD-CCA-3HA-005 Recovery Boiler Wash Effluent 
Collection

4 15/08/2013 GED/GPD/CCA MR3.04 Job Hazard 
Analysis

MR3.04-EC001 Approved

____ in/r'p'?nn __GFr/GPn'rra M9 3 nn_________ Inb HfirfiM______________ __ MRsntt-Frnni________

9) So now it is necessary to start the approval process of the record:



Id IMS Process ; MRS.04 Manage work safety (34)

and then choose "workflows".

Edit in Microsoft Word

Check Out

Alert Me

Send To

X Delete

GED-GPD-CCA-JHA-011 Lifting Device Operation

oJ

3

view Properties

Edit Properties

View Workflow History 

Schedule Workflows

Compliance Detail

Workflows

GED-GPD-CCA-JHA-OQl Lubricant oil unloading from 
barge

GED- GPD- CCA-J HA- 0 0 S 
Resins Replacement

GED-GPD-CCA-JHA-003
from Barge

GED-GPD-CCA-JHA-004
Cleaning

GED- G PD- CCA-J HA- 002 
from Barge

GED- G PD- CCA-J HA- 005 
Collection

GED-GPD- CCA-J HA-009 
Cleaning

GED-GPD-CCA-JHA-OIO Turbo Compound System 
Routine Cleaning

Publish a Major Version

Version History

GED- GPD- CCA-J HA- 0 07 
Temperature Measureme

GED-GPD- CCA-J HA- 003

6

3

3

3

10) A new window will open.

JUHLdlttill IIUIKIIUW

I I Direct Publish Record
I I No verification nor approval required

I I IMS Record Acknowledgement
I I To acknowledge user about the record

I I IMS Record Approval by EC
I '“TI - Make an approval request to EC

- Record will notify Notification Group of Issuer Matrix
- Audit Report will notify Auditee and SHEQ manager

I I IMS Record Review
I I To collect comment from reviewer

Choose this 

option.

Revoke IMS Record
I I Request to revoke a IMS Record

I I IMS Record Approval by 5M or UH
I I Make an approval request to SM/UH

IMS Record Verification and Approval
■ Make a verification and approval request
■ Record will notify Notification Group of Issuer Matrix

I I SHEQ ■ Direct Publish Record 
L2J For SHEQ use only

start Process Code Amendment (Record) 
I I To allocate the internal attributes

11) A new window will appear:



■HiudLiuii * uufpiitdLb * niHWi!' ; uuLumBru Lmrdrv * —HEriuniidiiuid pidiidyBiiibiiL * SBdnjii
- Make a verification and approval request-If Record will notify Notification Group of Issuer Matrix - If Audit Report, will notify Auditee and SHE

To initiate IMS Record Verification and Approval, click start.

1.Choose the two management staff to 

approve your document. The verifier and 

approver have to be the same as in your 

J HA, Part 4:
8/01

]SSRecord Effective Date*

Record Revision Date*

Choose the revision date

and effective date, which 

must be the same date as

Part 1 of your revised J HA.3. Then click "START'

lecked By

Part 3
(JHA I

’art 4 jEH
Semarks fSl 
t 1. Top 
12. To p

Part 3
(JHA Wofksheet — Please refer fo the attached Worksheets ‘ )

^art4 ___________________________________________________________________
liemarks fSft:

Date 0M: 17.03.2014im

■art* ____________________________________________________________________
Remarks fSft:
I 1. To post the procedure for oil unloading, in English and Chinese, at the pier.
\ 2. To post the emergency procedures in the event of fire and significant oil leakage, in English and
\ Chinese, at the pier
V.. Use walkie-talkies to improve communication between CEM and the supplier during unloading.

1. To post the procedure for oil unloading, in English and Chinese, at the pier.
2. To post the emergency procedures in the event of fire and significant oil leakage, in English and 

Chinese, at the pier
Use walkie-talkies to improve communication between CEM and the supplier during unloading.

iSigni.1 By (Team Leader) Jose Leong Lopes Date 0M: 17.03.2014

lecked By Sam Hui J Date HM: 18.03.2014

laprovements to be Completed By Date 0M:

Date 0M: 20.03.2014'Approved By SJtt^Si IP Kam A't.ng - GED Senior Manager Date 0M: 20.03.2014

Improvements Completed on RSKJS0M9; Acknowledged by ISSsB:

UUU I lULUI U Rl lUIJ JI J I UI

Rev. No. OS; 04

Job Description Tf'^iSgi Lubricant oil unloading from barge Job Locafon TWBii CCB Pier

Parti ________________
Ref. No. GED/GPD/CCA-JHA-0O1
Parti
Ref. No. GED/GPD/CCA-JHA-0O1 Rev. No. OS; 04 D< 0?! 17.03.2014

Job Description Tf'^iSgi Lubricant oil unloading from barge Job Locafon TWBfi CCB Pier

12) Now the workflow will go to the management staff you chose. You will receive an 
email notification for all the steps of the approval process.
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7 - Revoke of IMS Records



cem

Revoke of IMS Records
1. ^MyCEM: GotoMyCEM:

I oots Kelp

IT Application Corporate News

Our Vision

Employee 
Application

Perfc
MatiE

Document 
Library

Training CenterTo be a leading energy services provider in 

Asia

Sear

2. IMS Records : Go to IMS Records (left side):

cem
Home Employee Application

jMS Home > Document Librar

V/orkflow Tasks

IMS Library IMS
IMS Documents -j-q provide excellent se
IMS Records OHSAS 18001. ISO 14(
IMS Templates ----- ----- system tha

Document Preparation I ° Then click here.

Online Help

Enquiry Loq IMS Search

3. : Then open the process that has the IMS Record you want to
revoke:

1



IIVI a t-iuiaiy

IMS Documents

IMS Records

IMS Templates

Document Preparation

Online Help

Enquiry Log

IMS FAQs

D Name Revision No. Issuer Document Reference Approva. Status

IMS Process Group: MAI Monitoring. Measurement and Analysis of Process Perfom

P IMS Process Group: MA2 Controlling nonconformities and Improving Business Perfc

'IMS Precess Group: MRl Establishing

P IMS Process; MRl.Ol Determire

IMS Process: MR1.02 Establish

Objectives

0

MR1.02 = 
Open the desired process. 
In this example, we choose 
process MRl.02.

RACC a(S2±t6«MS Approved

cem 
Land Concessions 
and Temporary 
Occupation 
Licenses - Initial 
Request and 
Renewal

2010 
Corporate 
SHEQ 
Objectives 
and 
Targets

@ Appendix 
A- 
Workflow 
for Land 
Concession 
Request 
and 
Renewal

cem

4. : Choose the IMS Record you want to revoke:

^IMS Process: MR1.02 Establish policies, business objectives and targets and associ

2010 
Corporate 
SHEQ 
Object luot
and 
Targel

Appei

Open in Word

Open in Word Online

A-
Workfl Download

LACC

1.
° This menu will appear 

when you click the right button 

of your mouse.

for Lai*
Concei Share

Reque
and Rename
Renew

Archived Workflow History

Land Concessions 
and Temporary

Shared With

Compliance Details

OT KPI Delete

ess; I

2. "Advanced'

Choose "Advanced'

Handt 
2017 Copy

Version History

Properties

Advanced
> IMS Process Gr .

Check Out Approv

Workflow history

Schedule Workflows goverr

Follow

Unpublish this version

Workflows

3. "workflows". Then 

choose "workflows".

t> IMS Process Group: MRS Managing Risks (1162)

2



5. J.H/. '['V11' ■ This window will appear:
cem

start a New Workflow

Home Employee Application • IT Application • Corporate ’ News 

'c^ IMS Records: Workflows: 2010 Corpor

I I IMS Record Acknowledgement 
IM^^Blg
- To acknowledge user about the record

I I IMS Record Approval by SM or UH

- Make an approval request to SMAJH

"Revoke IMS Record"
Choose "Revoke IMS Record'

Revoke IMS Recor
S»IMS=eS
■ Request to revoke a IMS Record

I I IMS Record Verification and Approval

- Make a verification and approval rec 
’ If Record will notify Notification G’-c
- If Audit Report, will notib/ A

1”^ I Start Process Code Amendment (Record) 
a>®^iS»IE(s5M0
- To allocate the internal attributes

6. : Then:

As

ation

Revoke Approver*

Revoke Reason*

NoiiiicBjori List

Start I Cancel

Start Workflow: Revoke IMS Record
• Request to revoke a IMS Record

To initiate Revoke IMS Record, click start.

4. "start".
Last, choose "start".

2. (»"laas
0^ Record outdated"). Write the 
revoking reason (for example 
"Record outdated").

1. »
Choose here the name of the person 
that will approve the revoking of the 
Record.

3.

Include the names of the staff that need 

to be notified of this revoking document (not 

mandatory).

3



cem

7. ’ XfcbH^. ° The workflow will go to the revoke
approver, and you will receive an Outlook email notification of this.

Reply 1^ Reply AH Forward
nThu 7A2/2018 3:24 PM

sp2016@cem-macau.com
Revoke IMS Record Approval require

To Ip Kam Veng

Cc Maria do Rosario da Sflva Figueiredo

The following Hern requires your revoke approval:

2010 Corporate SHEQ Objectives and Targets

Revoke Reason: Outdated document 

) Retention Period Qn Months): 12

Click here to respond to the task.

8. ° After approval, the record will become obsolete.

4

mailto:sp2016@cem-macau.com
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IMS Library

Frequent Asked Questions

QI: Why can’t I write/ revise a new IMS Instruction?
A: You need to be an authorized IMS writer. If you aren't, kindly create a log in Online HelpDesk (Application: 
IMS) to be granted this access. You need the approval of Senior Manager to be an IMS writer, and 
afterwards also need to inform SHEQ Office by email.

Q2: How do I find an IMS document in IMS Library?
A: The easiest way is to use the Search Engine of MyCEM.

jient Photo Gallery

Employee Application’ Corporate’ News’ Document Library ’ Search isai'LfiLhissjfe,,

StdCDate Title
2011/11/07 BV Audit

INS

Report

Training Center

BlackBerry Forum

Search Engine. You can use the code number or 

the name of the document.

ra. Vm MyCEM ► Home 
•ilHi ce/i!

Q3: How do I find a template in IMS Library?
A: You will need to go to IMS Templates:

1



rvfcsrQ. IMS
ce/ff

ome Employee Application ’ Corporate ’ News ’ ' Documi

I IMS4S

'orkflow Tasks

IS Recor

IMS Search

To provide excellent service in a si 
objective of the Integrated Manai 
requirements). In CEM, the Process 
departments and create a genuinely

ilS Library
IS Documents

____________________________ locumen
Procedures, Instructions and Recor 
Management System and to suppo 
processes.

ocument 
'eparation 
iglish Version 

tiinese Version

1S T e m c I ri r __________

I Click here for IMS Templates.

You will go to this window:

Search this site,,.

If you don't know the process, just use the 
search engine to find your template.

□ Typ-e Name □ocument Reference

Choose the correct process and
download the desired temnlate.Audit Trail Form

IMS Internal AudiTTLeporta

® Process : MAI.01 Monitor, measure and analyze

Q P  ̂cess : MAI.05 Manage IMS audits

Management System Audit

Q Process : MA2.02 Manage incident (1)

Q Process : MA2.03 Prepare and respond to emergency (IL)

Document Reference:D(Mment Code

MAI.05-01

MAI.05-^

Q4: Why did the workflow of my IMS document stop before approval?
A: Probably someone didn't follow-up in the steps of the approval process. You can check the status of the 
workflow by doing this:

2



Home Employee Application Corporate’ News’ Document Library ’ Search

IMS
Workflow Tasks
IMS Library
IMS Documents

IMS Records

IMS Templates

Document
Preparation

English Version

Chinese Version

Portuguese Version

Setup

Process List Setup

O Document Code Name Revision No. Effective Date

Q IMS Process Group : MA2 Controlling nonconformities and Improving Business Pc

B IMS Process ; MA2.01 Determine and implement corrective and preventive actions (1)

SHEQ Inspection in GED

ffl..iMS..Proces^ ; MA2.02 Manage incident (1)

I l±l IMS Precess ; MA2.03

a IMS Process Group :

Go to "English Version" and find the document 
you created. For example this one.

riprE5t3Tm5mng-nre-Bn5inc55-pi3n (4)

U IMS Process Group : MR3 Managing Risks (2)

a IMS Process Group : PRl Managing Purchasing (11

Then:

3 IMS PrccesE ; MA2.01 Determine and implement corrective and preventive actions (1

□__
ffl IMS Process ; MA2.02

a IMS Process ; MA2.03

a IMS Process Group :

a IMS Process Group :

a IMS Process Group :

SHEQ Inspection in GED

View Properties

Edit Properties

Edit in Microsoft Word

Check Out

Publish a Major Version

Version History

Compliance Details

Workflows

View Workflow History

V Go here to see options, and 
then choose "View 
Workflow History".

Schedule Workflows

Then a new window will appear:

3



Running Workflows

Name

Completed Workflows \

Started by

Name \ Started by

5-Final Approval

4-Verification

3-Proce'C-'£ Partner Comment

Here you can see where the workflow 
stopped, and contact the person 
responsible to continue the workflow.

Start Process. Code Amendment E^edicte Vassort

2-SHEQ validation Xenedicte Vassort

Start Process Code Amendment X Benedicts Vassort

Cancelled & Errored Workflows

Name Started by

6b-Publish a new document Benedicte Vassort

Q5: Do we need to keep signed hardcopies of the IMS documents?
A: No. One of the ISO 9001 standard requirements states that all IMS documents, like Procedures, 
Instructions, Records like JHA, etc, must be verified and approved by relevant management.

This way, we needed to keep the hardcopies of IMS documents signed by the verifier and approver to follow 
this requirement. However, the new IMS Library approval process workflow is recorded in MyCEM, and can 
be used to prove that the IMS document was verified and approved by management. Therefore, there is 
currently no need to keep signed hardcopies of IMS documents anymore.

4



Q6: How can I request someone to comment a document during approval process?
A: This depends if you want to check first their comments or not.

If you don't want to check their comments:

Please note if the staff you want to comment is not an IMS writer, you must follow the next set of 
instructions ("If you want to check their comments").

Clirk tn thp

rom: sp2010. workflow @cem-macau. com
o: Mana do Rosario da Silva Figueiredo
:c Kelvin, Fok Chong Yin
ubjeeb IMS Document Verificaion required (Overall Business Effectiveness (OBE) Guideline)

The following requires your verification:

Overall Business Effectiveness iOBE'i Guicldiga^^^^
Open the Outlook email notification and 
click here.

Then choose the option "delegation".

Or you can dele^te this task to another person.

Click here.@ Request a change

© Approve

This window will appear:

OK Caned

5



First, choose here the name of 
the staff you wish to delegate.

Then write any other 
comments you have.

CancelOK

Finally, click "Ok'

The workflow will go to the staff you chose and they will follow-up the process.

If you want to check their comments:

a) Just forward the email notification to the staff you wish.
b) Afterwards the staff will:

Tom:
o:
:c 
lubject

sp2010. workflow @cem -macau.com
Maria do Rosario da Silva Figueiredo
Kelvin, Fok Chong Yin
IMS Document Verificaion required (Overall Business Effectiveness (OBE) Guideline)

I Click here.
The following requires your verification;

Overall Business Effectiveness iQBE) Guideline^^^

Click here to resoond to the task

c) The document will open.

6

macau.com


at rf ' o i»

Q Seivei Read-Only

The Staff must click here,
write the comments, and

intemana

Overall Business Effectiveness (OBE) Guideline (Read-Only] (Compatibility Mode] - Microsoft Word

Insert Page Layout References Mailings Review View

This document was opened from a server in read-only mode. | Edit Document |

Instruction
save.

Subject Overall Business Effectiveness (OBE) Guidelines

Revision No 0 Effectwe Date 28 05 2013 Pape 1'11

d) Then the staff must email to you to say the comments are in the document. Then you must follow 
points b) and c) and this way you can check the comments.

Q7: How can I do IMS approval delegation during leave? (Option for management 
only)

A: This function exists to avoid delays and gaps of information during approval process of IMS 
documents that occur during any type of leave of management staff.

a) Go to IMS webpage.

Click here on your name.

IMS
To .icrffM MrvK. (I < MUniM *»vi« « rftim IM (cv n«« u^imiMn. <nd IM «*;kI<v« tl Ih. h,
Min*9.iM«l •* IW ♦Ml. WO l*Ml. O««« IIMl. WO IMM WO MOM »> Cl*. »«

Km ♦.*> n IM 1*5 (I «>♦» I* WtM Mnwt b«l«M* OiOMIMnlt <>»«l« « lylM* IMI
IM «*♦<»* M •«>5 M i M>^ mOi tfvA.* C*|«CI>|M

IM Mm H5 • «« «<*<• ttfui »l siMtiMMl tytIM ♦tcoMAIi IMM xcMt Hki. MmiA hvctOMi. IMInxMM Hit
Umtt TMy m m«M M ««Mm«i| tni imMMi IM KUfMI twiM (M U ttt «<*MI>>« nM

b) Choose the "Task Delegation" option:

7



Edmond Etchri

Manage Notification
Preferences
Manage your notification
preferences
Task Delegation
Setup automatic delegation of 
your tasks to other users

My Site
Open your personal homepage

My Profile
View and manage your profile.

Workflows I've Stari

My Settings
Update your user information, 
regional settings, and alerts.

■ '' 

o

e of the Integrated 
1 CEM, the Process 
mated system that

There are no items to !

My Workflow Tasks

There are no items to s

Sign in as Different User 
Login with a different account.

Sign Out

Nintex Workflow 2010
Nintex Workflow 2010 settings

c) A new window will open.

ItartfittertL

Za

ja

Fill the required fields 
for delegation to the 
appropriate staff.

Willi

J 
iiml

Gw A' M>'

Q HSIM (Wewilfert I M tiwjat™
QM H BI Jr tMi iBy-W ■ ,n !■ i ilMi W b MW *M«.

Click this option and then 
click "OK". Delegation is 
now done.

y'l ‘ilimiiri,

8
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IMS Approval Workflow Process Logic

Control on creation, distribution, maintenance and disposal of management system documents (Refer to 

IMS Manual)

Documents Creation
Distribution Maintenan 

ce

Prepared 
by

SHEQ 
Validatio 
n

Process
Partner
Commen 
t

Verified by Approve 
d by

Notification

list

Retention 
period

Policies

(level 1)

SHEQ
Office

-
- SHEQ Manager CEO

EC + SM/M + 
Secretaries

3 years

IMS Manual

(level 1)

SHEQ
Office

- SHEQ Manager
IMS MR EC + SM/M + 

Secretaries
3 years

Procedures

(level II)

Process
Owner

SHEQ
Manager If Any SHEQ Manager

EC of
Issuer EC + SM/M + 

Secretaries
3 years

Instructions

(by 
Department)

(level III)

Process 
owner & 
Partners

SHEQ
Manager

- Process Owner

Issuer
Approver

(SM/UH)

SM+UH+

Secretary
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Steps for Approval Process

1. Start Approval Process workflow when the document is ready

2. SHEQ validation (Content Type: Procedure, Instruction (by EC), Instruction (by Department))

3. Process Partner comment(Content Type: Procedure, Instruction (by EC))

4. All partners will receive the task notification with default 10 working days response time, 

otherwise the task will be skipped

5. Verification (All content types)

6. Final Approval (All content types)

7. Document Publishing (All content types)

8. For a new document, system will generate a document code for it and the effective date which is 

the next day of document approval date; or for revision document, system will only generate the 

effective date for it.

9. The workflow initiator will receive an email notification for final confirmation. After the initiator 

confirmed, the document will be copied/published to the IMS Documents library.

10. And the notification email will send to default notification list.


