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IMS Document Structure
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IMS document structure is constructed based on the ISO9001 Quality
Management Standard Requirements, which contains 4 main processes
namely MR, RM, PR and MA. The IMS documents are arranged in according to

CEM Process List.
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Managing Risks Managing Premises, Managing Power System
Process Systems &
Equipment

1

~ EE
cem



Access to IMS Documents

MyCEM - Document Library - IMS

E=X
28

Z Home - Windows Internet Explorer

o - | Edntpmyzem. cem-macau.conyPages Hore asp v x
o - Is Help

% & |FErHome ] %5 - B & - [Grpage - G Tools - T
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Q}il. Home Home
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Home Employee Application = Corporate = News = Document Library = Search Center
IMS
Report

Training Center

IMS

cem




Access to IMS Documents

 Home - IMS - Windows Internet Explorer

@\. ¥+ | o http:/fnycem.cerm-macau,com/doc b/ IMS/Hefault.aspx

File Edit Yiew Favorites Tools Help

o de “;Home-IMS ‘_| BB & ErPager GTook 4

Site Actions + I [JETIRPN Page

Q | s
cem 'ﬁ

Home  Employee Application =  Corporate = News * | Document Library = | Search Center

IMS Search | v'level | -
Workflow Tasks l Manuals &
IMS Library 1 Policies
IMS Documents 4@ ¢
vLevel IV g—qIMS Records E vl /1]
Records IMS Templates L P eve d i
rocedures
v'Level Il -
v’ Templates / Forms Instructions

:




Quick ways to find a document in IMS Library

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

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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1 - Add New IMS Instruction to IMS Library



IMS Library

Frequent Asked Questions

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.

1. Then goto IMS:

Home Employee &pplication = Corporate News * Document Library = Search
IMs

ImMSs TARAC
Report

Workflow Tasks Training fenter

IMS Library
IMS Documents
IMS Records

IMS Templates

Document
Preparation

Englizh WYersion
Chinese Version

Portuguese Version

To provide excellent ser
objective of the Integr
requirements). In CEM,
departments and create
unified objectives.

1. Go to IMS.

The Mev

" is nowadays the challenge for every organization, and the
m (integration of ISO 9001, ISO 14001 and OHSAS 18001
E been adopted in the IMS in order to break barriers between

system that enables the company to work as a single unit with

Managen

2. Choose "Document Preparation”

Ement system documents that include Policy, Manual,
to establish, implement and maintain the Integrated
ficient planning, operation and control of the

IMS Search

2. Youwillgotot

his window:

Library Togls
site Actions » @l Browse Documents
] ﬁ. j _gn Chieck Out Version History -:g
’ : 3 CheckIn 3l Document Permissions )
Mew Upload Mew Edit 3 Wiew Edit = E-maila Alert
Do cur > Document~ Folder Document & Discard Check Out  Properties Properties X Delete Document Link Me =
Clpapm S harsl () "|-H-\-'| fhaﬂ S Trarl

IMS

IMS Library

Workflow Tasks

cocument Code

® IMS Process Gro

Name

Al Monitoring, Measurement and Analysis of Process Performance)

Revizion Mo. Effective Date

IMS Documents
IMS Records

IMS Templates

Document
Preparation
English Wersion
Chinese Versicn

Porhiiaieces \ar

@ 1ms proced  This section will be available for you if you are gy

IMS writer. Now go to “New Document”.
H IMS Proce

# IMS Process Group : MR2 Managing Communication (10)

# IMS Process Group : MR3 Managing Risks (104)

i+ IMS Process Group : PR1 Managing Purchasing (22)




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

'*j ' ﬁmj &y Check Out

I I = (= ChedkIn

Mew Upload Mew Edit = Yiew E
Document= Document - Folder Document |8 Discard Check OQut  Properties Prop

IET Manual Open & Chedk Out
T—4 Create a new Manual

aent Code Mame
Wl Policy
T—gJ Create a new Policy

1= Procedure
W|1ﬂ
T—g§ Create a new Procedure

ress Group : MA1 Monitoring, Measure

You can only choose Instruction (by
Instructiog (by Department

Create a new Instruction {b
Cepartment]

Department), if the document only involves one
department, or Instruction (by EC) if the

In n (by EC) document involves two or more departments.
Create a new Instruction (b

FrEpEra o

English Wearsion # IMS Process Group : MR3 Managing Risks (104)

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

e — — — e - —m
L Instruction {by EC) Properties - Server *
Tide: Process Code: Preparation Dept: Confidential/Restricted: Canfidential List: Approver:
Flease input title * ¥ | * ¥ |I‘-10 V| ‘ l L_._______-__
. . ited Q =
Now you must include here the title, Sprtr JRE
Process Code, Preparation Department of cem
the IMS Instruction. (If you need help to o
know the Process Code please contact
. JPlease input titie
SHEQ Office). & -
Only for Instruction (by
Revision No Effective Date e
EC): you will need to
include the name of the
Prepared by Mame - Department
EC of your department.
Verfied by Name - Proc

Approved by Name — EC of Department




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

@ Irstucton oy £0) Propertes - Senver

Title: Process_Code: Preparation Dept; Confidential/Restricted: Confidential List:

[SHEQ Coordinators Function | | MR1.04 " | | SHEQ ~ | (Mo = | (@)

- e g S A R Y T A I I
R, et - ; :

Include the names of the staff involved.
e “Prepared by”: the staff that created the document.
e “Verified by”: the Senior Manager of the Process Owner department
e Approved by:
o If thisis Instruction (by department): the name should be of
the Senior Manager of the staff that prepared the document
o If thisis Instruction (by EC): the name should be of the EC of
the staff that prepared the document.

U T =gy =

Revision Mo

Prepared by MName - De

Yerified by Mame - Process Ow,

Approved by Mame — EC of Depardment
6. Now include the date here:
Prepared by Rosario Figueiredo - SHEQ
Verified by Jose Meves — HRD Senior Manager
Approved by Joao Travassos —EC

Include the date

& Summary Df%;ts
’

Revision Mumber Revision Date Amendments
0 ﬂl.‘JS.ZDlIK First Published

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



inteOrated VR
mana ement bi@%

Instruction

Subject

cem

SHEQ Coeordinators Function

Revision No.

E MNo. 2/2
Begin writing your IMS Instruction here.

BEginTvping /

8. After you finish, save your document:

B
) : =
| Hpme | Inset  Page Layout

Dacument2 - Microsoft Worl

References  Mailings  Review  View

G e b - ROEEE E S ]
bt painter (B Z U e x, X Aar|®2- A’”EI@’ E=== |- g
Clipbhdsrd = Font. & Paragraph- P
Process_Code: Confidential/Restricted: Confidentid
[MR1.04

F ration Dept:
»| [sHEq | [no ) @]

. U I G @A A o B | 4

Y IF ABSOLUTELY NECES SARY. Uncontrolied in

PRINT

inteO'rated
manag_yement

Instruction
Subject SHEQ Coordinators Function

Revision Mo Effective Date [E

9. This window will open:




| * Coordinate the information in order to fill out the “Root Cause” and “Proposed Actions” sections of

| Save in; |\Q:J English Version on mycem.cem-macan.com v| @ = XK B
| = Trusted »
DTempIates =i IMs =
My Recent L English Version
Documents | |
(&} Desktop Type MName Modified By Modified
iDglgcuments B 11KV HRC Fuse Instalistion and Replacement Edmond Etchri 24/09/2
P! Ty | Edmond Etchri
Computer
QMV Metwork, IE‘-—] Eebescca Fung
o @J : 0 Macau Norte; Lisboa and Taipa Substations Edmond. Etchin
B nent
@ = b e o e e ot S e Edmond Etchri
) Ensure the title is correct. Sy,
IEJ Ajr Polluflen Prevention and Control Edmond Etchri
| IE;.J Alcohaol ntrol Edmond Etchri 26/09
_ : Then save.
Fllename: | SHEQ) Costdinabars Function A
Save as bype: |W0rd Diocument w

¢ List of SHEQ Coordinators (IMS Library)

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, workflow @cem-macau.com

[To: Maria do Rosario da Silva Figueiredo

i

Subject: IMS internal attributes allocation completed (SHEQ Coordinators Function]

Systemn has allocated all internal attributes for your document.

IMR1.04 - 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.


macau.com
macau.com

IMS Documents

1S Records

Home Employee Application = Corporate = News = Document Library = Se
— [ Document Code Mame Revision
Go back to IMS,  Fo:is
English Version # IM3J Process Group : MA1 Monitoring, Measurement an

H IMY Process Group : MAZ Controlling nonconformities J

HIM Prm:esE Group : MR

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

Chinese Version

Paortuguese Version

" IM4 Process Group : PR1 Managing Purchasing (22)

iment ®H IMSYfProcess Group : MR uploaded.
ration
English Version # IMY Process Group : MR3 Managing Risks (105)

12. Find your document:

#H IMS Process : MR1.03 Determine business processes (3)

3 IMS Process : MR1.04 Define structure, responsibility and authority (25)

SHEQ Coordinators Function =inew

DT and e =L L EE

sl

estructure of th unications and Public Affairs Office (CPAY

"l Your document will not have a document code
vet (this happens only after approval)

i}

Restructuring of Power Metworks Dispatch (PND)
Mew structure for the Information Systems Department (ISD)
Creaticn of the Internal Audit Office (GAI)

Restructure of Procurement and Logistics Department (PLD)

Creatien of Regulatery Affairs Office (RAQ)

13. Now you start the workflow:

= IM= Frocess @ MEL.U4 Define structure, respo

F SHEQ Coordinators Function £ Hew
MR1.04-01 COrganization and Responsibilities

Restructure of the Communications and Pub D

Dey ]

Creation of the Generation Department (GH i&

MR1.04-ECO01

MR1.04-ECO02 Restructuring of the Customer Service

11

MR1.04-ECO03

MR1.04-ECO04 Restructuring of Power Networks Dizpatch ( ﬁ]
MR1.04-ECO05 Mew structure for the Information Systems -LJ]
MR1.04-ECO0G - el . . e GAL)

S R _ | Choose “Workflows” o
MR1.04-ECO07 Feq Etics D

Choose here for your options.

View Properties
Edit Properties

Edit in Microsoft Word

Check Cut

Publish a Major WVersion

Wersion History

Compliance Details
Workflows

View Workdflow History




14. This window will appear:

Start a New Workflow

1-Start Approval Process

Approval status = draft

Paolicy or Manual go to 4-Verification workflomw

Instruction (by Department) go to 3-SHEQ Yalidation workflow

Instruction (by ECY or Procedure go to 2-Process Partner Comment workflom

@

3-SHEQ walidation

- SHEQ is responsible to validate the docurnent template, the value of process codefissusr and the
process partner selsction.

- After approved, goes to 4-Verification workflow

(@]

5-Final Approval
- To approver for final approval

@]

sb-Publish a new docurnent

- To generate a new IMS document code

- To generate the effective date and rewvision no.

- To publish the new docurnent to [MS Documents Library

Start [MS Documnent Review
To collect cornment from reviewer

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

@

4-Verification
- To verifier for approval

6a-Publish docurnent

- To update revision no.

- To generate the effective date

- To publish the revised document

=

SHEQ Manual Publish
Manual publish docurnent by SHEQ

Start Process Code Amendment
To allocate the internal attributes

3

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

Start a New Workflow

@]

1-Start Approval Process

Approval status = draft

Policy or Manual go to 4-Verification workflow

Instruction {by Departrnent) go to 3-SHEQ Validation workflow

Instruction (by EC) or Procedure go to 2-Process Partner Comment workflow

1 3-SHEQ validation

- ZHEQ is responsible to walidate the document template, the value of process code/issuer and the
process partner selection.

- After approved, goes ta 4-Yerification worlkflow

S-Final Approval
- To approver for final approval

Choose this

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

4-Werification
- To verifier for approval

4

6a-Fublish document

- To update revision no,

- To generate the effective date

- To publish the revised document

— option. _
6b-Publish d t SHEQ M | Publish
Q -To uge;ir;;;ﬁeﬁlcluhﬁ?se;ocumant code L @ ManSaI SUHEII?sh udoésumant by SHEQ
- To generate the effective date and rey nao.
- To publish the new document tg ocuments Library
T | Start IME D t Revi P Start P Code A d t
@ Toacollect coorcnm?: froif:lr%:viewar L @ Toaal\oggtcaef:;a ;t:rn;?i:trli-gﬁges
16. Then:
/]
To collect comment from reviewer Choose here the staff’s name
| that you wish and the time
Document Review, click start.
they have to comment.
Reviewer”
&, @
Period to collect comment (in day)* 1
[ Start Cancel
Afterwards, click “start”.




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

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.

Home Employee Application » Corporate = News Document Library Se

[] Document Code Mame Revision|
Go back to IMS, |-
English Version . # IM3 Process Group : MA1l Monitoring, Measurement ang

(03]
in

IMS Documents .
& IMY Process Group : MAZ Controlling nonconformities g

1S Records

= Templates

# IMqProcess Group : MR Now, choose the Process Code of

the IMS document you just

iment 4 IMProcess Group : MR} ploaded.
ration

Version H IMY Process Group : MR3 Managing Risks (105)
Chinesze Wersion

Portuguese Version H IMY Process Group : PR1 Managing Purchasing (22)

19. Find your document:

@ IM3 Frocess : MR1.03 Determine business processes (5]
3 IMS Process : MR1.04 Define structure, responsibility and authority (25)
SHEQ Coordinators Function &2 Hew EC
MR1.04- e ) (T 2 B
unications and Public affaire Office (CRA) 2 01/08/2011 BE
"] Your document will not have a document code 2 EC
| vyet (this happens only after approval) 1 EC
Restructuring of Power Networks Dispatch (PND) 2 EC
New structure for the Information Systems Department (ISD) 3 EE
Creaticn of the Internal Audit Office (GAI) 1 EC
MR1.04-ECO07 Restructure of Procurement and Logistice Department (FLD) 1 EC
Creation of Regulatory Affairs Office (RAQ) 1] EC

20. Now you start the workflow:



O

= IM= Frocess @ ME1.U4 Define structure, respo

MR1.04-01
MR1.04-ECO01
MR1.04-ECOH

1R1.04-EC0O03

MR1.04-ECO06

MR.1.04-ECOL

Choose here for your options.

SHEQ Coordinators Function i Hew -
Crganization and Responsibilities View Froperties 2
tructure of the Communications and Pub G Edit Properties 2z
Edit in Microsoft Word 5
Creation of the Generation Department (GH g& Check Cut 1
Restructuring of Power Networks Dispatch ( 'ﬁ-] Publish & Major Version 2

. . o By Version History
Mew structure for the Information Systems| * 5
£ L | i = T Compliance Details ;
d LAl 1
Choose “Workflows” e @ Workflows
Req Ftics D : = » 1
A Wiew Workflow History

21. This window will appear:

Start a New Workflow

3-ZHEQ walidation

"@*| 1-Start Approval Process
L Approval status = dra
Policy or Manual go to 4
Instruction (by Department)
Instruction (by EC) or Procedur

E’g 6b-Publish a new docurnent ‘E’} =
- To generate a new IMS document code 1 Manual publish document by SHEGQ
- To generate the effective date and rewvision no.
- To publish the new document to IMS Documents Library

7@7 Start [MS Documnent Review
To collect cornment from reviewer

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

fication workflow

0 3-SHEQ Walidation workflow
to 2-Process Partner Comment workflow

'@; ! . ) ( L‘f’ 4-yerification
| - SHEQ is responsible to validate the docurne -rnplate, the value of process codefissuer and the | - Ta verifier for approval
process partner selection.
- After approved, goes to 4-Verification workflow
. | 5-Final Approval i ", | Ba-Publish document
@ - To approver for final approval Choose Opt|0n 1 ‘ Gl/ ‘ - To update revision no.
- To generate the effective date

- To publish the revised document

| SHEQ Manual Fublish

1*@;‘ Start Process Code Amendment
To allocate the internal attributes

22. Then:
TTTE EMPIOYES APPICation ™ Orporare ™ NEWE ™ TOCOITENT CIorary ™ Searcn
= Approval status = draft Policy or Manual go to 4-Verification workflow Instruction or Procedure go to 23

orkflow Tasks
1S Library

5 Documents

S Records

S Templates

To initiate 1-Start Approval Process, click start.

[ Start ] [ Cancel

Choose “Start”

Ch

23. The workflow will start and you will receive an Outlook email notification for each step of the way.




2 — Revision of IMS Instructions



EEa=t k=t
Revision of IMS Instructions

A7 B [ E"MAL.05-01 B L4012 FH PSRBT - We will use the document "MA1.05-01

Management System Audit" as an example for this User Guide.

1. = MyCEM : Go to MyCEM:

Employee = Document
Applicatier IT Application Corporate

BHZLE -

Report
Click here.

Our Vision
: ST T
To be a leading energy services provider in

Asia

2. ZX{% : Then: . =
Fhif% "Document Preparation” * AIFAE] - FEAIERSHIPTHEEL

AL T 0 B DUE Helpdesk BE—1lE log » BKRREFEETE &
SRAFETE - 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.

me > Document Library > IMS

IMS

Waorkflow Tasks
IMS Library

IMS Documents To provide excellent service in a susta
OHSAS 18001, ISO 14064 and ISO 20
coordinated system that enables the ¢

IMS Records

IMS Templates

Document Preparation The New IM5 is an online documentat

maintain the Integrated Management

Online Help )

2 _ IMS Search
Engquiry Log )

reac rpo Cosrch




3.

4,

Bl ST Z RN AHRER VAR © Choose the process where the IMS Instruction is inserted:

4IMS Process Group : MAL Monitoring, Measurement and Analysis of Process Performance {10}

 IMS Process : MALD1 Maor

» IMS Process @ MAL.03 Monrtor, mWgsure and

IMS Process : MAL04 Monitor, measurfand ana

4 [MS Pracess : MA

MALO05-01

MAL.05-

PNDOOL

MATL.05-

TADDOL

Procedur

-7 MA1.05-01 AR MAL FIZRFE MA1.05 »
RN B B B B E R AV S » Our
example, MA1.05-01 belongs to the process MA1, and
sub-process MA1.05, so we need to click on the
appropriate locations until you find the document.

Methodoloay |
ZR1% * Then:
4 IMS Process : MALDS Manage IMS audits (3
MAL.05-01 EFeEs= 7 09/06/2016 EC Procedure
- &
Management
1 System Audit
I xry — 5
d B EEH - HEERSER RIS ? s » R 6

=

WEH » ET—H8 -
Here is the document! Does it have the title in both Chinese and English?
If yes, go to step 6. If no, go to next step.

TAD LOTO

Lot

S EE AN B REEE - S4ERE[F] HRS/SUS (Kelvin.Kou@cem-macau.com) » ZEREIE L7 R EE

SEFEIA o B ER RSB 0 L EE 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.


mailto:Kelvin.Kou@cem-macau.com
mailto:Kelvin.Kou@cem-macau.com

6. ELFAAEEAY Y - Click the document you wa

nt to revise.

7 09/06/2016 EC
ment
MALOY BERZEZ U - Here is the document! 014  PND
PNDOQ
WIeLlighiistm
MAL05- . T 21/11/2016  TAD
TADOO1

Procedure

Instruction
(by
Departmen
Instruction
|b3,.
Departmen

7. R EE I o This window will appear.

Mame Effective Date Issuer

Revision Na

b : MA1 Monitoring, Measurement and Analysis of Process Performance (10)
g

Approver Content

Type Checked Out Ta Modified By

| Cpen Do

cument

You are about to open:
Mame: ..ment System Audit.docx
From:  mycem.cem-macau.com

How would you like to open this file?

‘ ™ Read Only
& Edit
7 09/06/2016  EC Approved
Q Cancel 3
Management
System Audit Some filge can ham Wour computer. i this information looks suspicious, or
SDCEHE#E - 0 16/02/200 BEFE”edit” » ZR7EREEFH "ok" ¢ Click here to edit Draft
SDC Audit
Mechanism the document, and then choose "ok".
T RS a0 211172015 TAD ToerrLcnon Edchs Uno TAD Draft

8. IR B I TE ¢ You will go to the document and can start doing your changes:


mycem.cenaTiacau.com

Q,

e

1£518% Revision No.: 7

A4 HEH Effective Date: 09.06.2016 é

{REEE Prepared by

Rebecca Fung — SHEQ <

1EEE Verified by

Ip Kam Veng — SHEQ e

fiti#EE Approved by

Benjamin Yue — PAEC ¢

{ZETHEE Summary of Amendments

S HENEREE
Bt 8 At Ay R
HHEETHEEE - Don’t forget to
change the names of the
issuer, verifier and approver,
and to update the summary
of amendments, in the first

Bilingual document template & minor text touch up

[ B 1257
Revision Number Revision Date Amendpfnis pa ge!
0 22.04.2002 Fir; blished
1 12.09.2002 Parg#faph 3, 4,5 ar
2 11.08.2003 aragraph 2, 3 and 5
2 23.11.2005 / General Revision
4 15.08.2008 General revision
5 20.12.2009 / Major amendments in paragraph 2.2 &5
6 17.05.2010 > 4 Document template, paragraph 2.2
7 03.06.2016 EERE LI T S E

SEMELIESESE ¢ Do the revision in the text. Don't forget:

a. fiHERAVEGREED BB SUE R (RS AS » N2BETHE
) > WU B INEZ R If N E—HAVBETHETE N - 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"

(1° page);

b. WFANEEL » FFERNEE/RIEEFRRED WS —HVETHZEANYIH—RKE
M4” o 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. (X 18 - s5ELE save” - After you edit the document, save.

11. [HEIE (4 B Draft” » Aig“Approved” - Note that the document is now classified as “Draft” and

not “Approved”.

2 Controlling nenconformities and Improving Business Performance (2)

g



Qe

12. U ETEE-—IET  FHIOE A » EETHEE 6-10 ¢ If you want to do further changes,
just access the document again, and perform steps 6-10 again.

13. BB SRR » BB AL ARAZ - When the document revision is finished, you must start
the approval process.

MA1.05-01

MAL.05-
PNDODOL

MAL.05-
TADOOL

I~ IMS Process Group : MA Copy

! IMS Process Group : MR

1> IMS Process Group

Open in Word

09/06/2016  EC

¢
¢
pe¢ Open in Word Onli

E B A A -
Click the right button of your
mouse on the document.

Mei
Download

TAL

ﬁé Share

=B

£

TAL Rename

Aug

Mel  Archived Workflow History

and

Gui

Delete

Version History

Properties

 IMS Process Group : MR

Advanced L

2 VIENEYINY USRS (L1

: PR1 Managing Purchasing (21)

: PR2 Managing Services to Custo

w

L7 “Advanced”
1B B "Workflows” -
Then choose
“Advanced" and then

"Workflows”

Wanaging Power System (1%

» IR

ASS

anaging Business Resoun(

is and Improving Business Perfd

lanagement System (72)

"~ Compliance Details

Managing Premises, Process Systems and Equipment (31)

(11)
Shared With

Check Qut
Workflow history
Schedule Workflows
Foliow

Unpublish this version

Workflows




14. R ETE IR ¢ You will go to this window:

15. FREIAM[EIZERY

= eb-BETILHE

1-Start Approval Process

1-BREDO SRR

- Approval status = draft

- Policy or Manual go to 4-Venfication workflow

- Instruction (by Department) go to 3-SHEQ Vaildation worldflow

- Instruction (by EC) or Procedure go to 2-Process Partner Comment workflow

3-SHEQ validation
3-SHEQRESR

- SHEQ is respeonsible to validate the document template, the value of process code/issuer and the process pd
- After validated, goes to 4-Venfication workflow

5-Final Approval
S5-It

- To approver for approval

6b-Publish 2 new document

- To generate 3 new IMS document code
- To generate effective date and revision no.
- To publish the new document to IMS Decuments Library

SHEQ Manual Publish
SHEQE SRt
- Manual publish document by SHEQ

colleagues first? If yes, please see the next step. If not, go to step 19.

C ne

B ?WET > 7 N—2FEE o 41)85EEE > F2EE 19 - Do you want comments from

JEN

(@]

| «‘|
LS. =

[&]

Start a New Workflow

- spproval status = draft

- Policy or Manual go to 4-Verification workflow

- Instruction (by Department) go to 3-SHEQ Vaildation worlkdlow

- Instruction (by EC) or Procedure go to 2-Process Partner Comment workflow

 validation

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

5-Final Approval

- To approver for approval

ew document [ '

i "
- To generate a new IMS document code ,\%éﬁ Sta rt I MS
- Te generate effective date and revision no.

= "
- To publish the new document to IMS Decuments Library DOCU ment ReV|eW .

SHEQ Manual Publish
— - SHEQEEmmVE
- Manual publish document by SHEQ

Start IMS Document Re
— BENMSXtHER

- To collect comment from reviewer

|C/J 2-Process Partner Comment

ESIERAER

- Process Partners are required to comment on Instructio)

&7 4w
| @ pli

[7@_| 6a-Publish document
Ga-BEa

Manual publish

Choose this option "Start
IMS Document Review".

EENREREEE

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

[EA Start Process Code Amendment

To allocate the internal attributes

- Process owner verifies the document

Due to document cannot copy to IMS documents library)

[@ SHEQ Manual Publish (with new doc code)
Generate a new document code and manual publish dog|




O re

e

' A \\'fﬁ Then

/\\\IJ_:‘L %%1/\ lp\%g J:Blj
To collect comment from reviewer %%&@%Hﬂfﬁﬁ > Choose
Ta initiate Start IMS Document Review, click start. / h_ere el i Lieie oo i
o time they have to comment.
Reviewer”
|

&

Period to collect comment (in day)” !

’ Start Cancel

SR1GBEFE “start” - Afterwards, click “start”.

17. BATFRART SO - By 88784 Outlook WX £ ZEHTE4] - Now close your document. After a few minutes,
you will receive an email notification in your Outlook.

EH NG TER > thEUgsEEEA o After everyone gives their comments, you will receive an
email notification.

18. BB e » BB AL ARAZ - When the document revision is finished, you must start the
approval process.

4IMS Process : MAL.03

MALO5-01 7 0%/06/2016 EC
v
SW QOpen in Word
MAL05- sD¢ 16/02/2014 PND (=]
PNDOOL SD; Open in Word Cnline e T‘i{t{:im\é‘ﬁ/% tEhEI/jE%L_
e Click the right button of your
Download
MAT.05- L /2016 TAD
i mouse on the document.
MEJ' A Warkflow History
an
GUl pelete
> IMS Process Group : MA  Copy 1s and Improving Business Perfq
> IMS Process Group : MR '~ 0" hatan |anagement System (72)
Properties .
*IMS Process Group : MR (11}

Advanced k| Ehared With
» IMS Process Group : MRa wrara

Y TSRS (L]

Compliance Details
* IMS Process Group : PR1 Mangfing Purchasing (21) - :
Check Ou

 IMS Process Group : naging Services to Custo yyqrkflow history

* IMS Process Group : PR Managing Power System (1% Schedule Workflows
Foltow
ng Busi Resourt e
mﬁ% “Advanced" “\\{ﬁmﬁ | Unpublish this version

Power Network |
2" Workflows” ° Then Workflows
ng Premises, Pro ems and Equigment (31)

choose “Advanced" and

then "Workflows”




19. R ETE IR ¢ You will go to this window:

Start a New Waorkflow

(]

= Pnlicy or Manual g 4-Verification workflow
- Instruction (by Departrigt) go to 3-SHEQ Vaildation workflow

- Instruction (by EC) or Proce
” BEFZIIE » Click here.

ent workflow

E & | 3-SHEQ 'u-eiiiciaticr

3-SHEQRESR
- SHEQ is respensible to validate the document template, the value of process codeyis
- After validated, goes to 4-Verification workflow

20. [IERE = T You will go to this window:

Start Worktlow: 1-Start Approval Process

= draft - Policy or Manual go to 4-Venfication workflow - Instr

- Approval status =

To initiate 1-Start Approval Process, click start,

Sta "" Cancel

s BEFZIIE o Click start.

21. TAERE S AR 8L > RPN E BRE e EI=R E0 AT - The workflow will go to

point 2 of the approval process and you will receive Outlook email notifications every step of the way.



3 - Revoke of IMS Instructions



e

i

Revoke of IMS Instruction

GOBMASEEE LMERESZERIELIIEE - FF1E Online Helpdesk Ff 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. 7 MyCEM Hy Online Helpdesk ff log : Go to MyCEM and open an online Helpdesk log:

WHUHIE.E;P& Ll

Hit View Favorites Tools Help

Employee

Benlieation IT Application Corporate

Online Helpdesk

| Key Staffs Substitution

DMS

GIS
GIS test

SMS Report

Fleet Management

2. ELEE“Application Log” » Then choose “Application Log”



HEI5E “Create New Log”

Create New Log

Choose “Create New Log”

Log Type
Severity

Application

Subject

Description

Application Problem ]

() Desktop (@) #ePMTaton () MewProj{ Choose “application”

1. ELEE “application”

Mormal = StaffID 2051: Rosario Figueiredo ~
IMS SLA Standard | Operation Requeg 2. BLIEE “IMS” application.

(Your problem will be solved within 60 working hours}
Revoke IMS Instruction XXX

(MWaximum 60 characters) \
3. JHET “Revoke IMS Instruction”

[] Confidential (if checked, other colleagues can not see

Choose “IMS” application.

Write “Revoke IMS Instruction”

Attacnment

4. SEEIE AR E R - B

. EELT
. HEELT
. IR

o [REHAMR (—HE=1F)
FEE: TR L ESPIAR B SR B S ARV B ES -
Here you must include the reason for revoking the doc, including:
e Requester name
e Requester approver name
e Revoke reason
e Retention period (usually three years)
IMPORTANT: You must attach an email with your Director’s
approval for revoking the IMS document.

HelpDesk & pR7E o {RKAYAEEEAE Outlook JRF & U i [0l 3 TAF M AZAY B A0 DAF A -
Afterwards, HelpDesk will follow-up. Your Director will receive an Outlook workflow notification for
revoking the IMS document, which must be approved.

IR e 22 H o Then the document will become obsolete.




4 - Create New IMS Record in IMS Library
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=

Create New IMS Record in IMS Library

B NGO EHATEmET « WARE > £ Helpdesk 57—l log » TR B&T O EH AFRmE
F o I PIETEFEFIARELHE T © 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) # A_IMS : Then go to IMS:

Home Emplovee Application = Corporate » MNews * Document Library Search

i N N M3
= | |V ;“‘) Report
Workflow Tasks ' = e leiter

To provide excellent s }\%)\ IMS - nowadays the ct

objective of the Integrated Man egration of ISO

for every organization, and the

ISO 14001 and OHSAS 18001
IMZ Records requirements). In CEM, the Proce Go to IMS. fld-:pted in the IMS in order to I:!lreak barriers between
departments and create a genuing that enables the company to work as a single unit with
IM3 Templates inified objectives.
i HREHE The Nel - of management tem documents that include Paolicy, Manual,
o > Procedu B needed to establish, implement and maintain the Inter
Manage "“{ﬁ}\—)\ IMS Records re and efficient planning, operation and control of the

Then go to IMS Records.

Chinese \ersion

;
w
93]
(17

Portuguese Version

o

2) =i AR E You will go to this window:

o { _ 11M5 Records - R{EETE ! |

Library Tools

Site Actions ~ 5 Documents Library

=

. U% M IMS Records » Records
ce

Home Employee Application = Corporat MNews Document Library = Search

L e :

ﬁﬂnz\\?r’é\mﬁ %JEQ W T@Fﬁ R (”lera ry Tools”) e
IR1BEE “Documents” © This section (“Library Tools”) will be

H IMS Process Group : MA

IMS Records available for you if you are IMS writer. Now go to “Documents”.

IMS Templates

ImMs [0 Tvee Mame

Workflow Tasks
IMS Library H IMS Process Group :

IMS Documents

# IMS Process Group : MR1 Establishing the Business Management System (144)

Document # IMS Process Group : MR2 Managing Communication (3)
Drepar:—utian

English \Wersion # IMS Process Group : MR3 Managing Risks (1222)

Chingse Versjion

]



O e

£

3) ZR1% : Then:

& &

i;,f M5 Records - Records ’ ‘

Library Tools

Site Actions ~  §§  Browse Documents

e | @?' _f Check Cut = Version History (7 4 ] 5end To + ”
|j | : ! {; | L
s Y Check In .

“= Manage Copies -

A Llert Download i Waork
ZLEH “Upload Document” « Now | wes 700" oo souree =

Mew Uploa ] 19
Document » |Document »| Folder  Document | Discard Check O

f@—" Upload Documen
|

k Out Track Copies

" ¥

o Upload a document from your : gO tO Upload Document .
IMS camputer to this library. =vizion Mo Foument Reference:Document Code Approy
Workflow @‘ Upload Multiple Documents

R Upload multiple documents from
IMS Libral your computer to this library.

MA1l Monitoring, Measurement and Analysis of Process Performance (32)

IMS Documents

= # IMS Process Group : MA2 Contrelling nonconformities and Improving Business Performance (43)
IMS Records

IMS Templates # IMS Process Group : MR1 Establishing the Business Management System (144]

Document # IMS Process Group : MR2 Managing Communication (3]
Preparation

H IMS Process Group : MR3 Managing Risks (1222)

Chinese Version

Portuguese Version # IMS Process Group : PR1 Managing Purchasing (37)

4) —(EHHEH I © Anew window will open:
HHET EEAVECER » H“Browse” §# - #ii AMEIHY#RE © Choose the

Record you want to upload, using the “Browse” button, and type any
comment of the changes if you are revising a Record.

IMS Records - Upload Document

Upload Document MName:

Browse to the document you " |[ Browse. .
intend to upload,

Upload Multiple Files, ., ,

&dd as a new version to existng fi

Version Comments Version Comments:

Type comments describing what
has changed in this version,

INBBEFE “OK” - Afterwards, press
“OK” button.




- .

=

5) A —{HErHEE IR ¢ Then a new window will open:

IMS Records - SHEQ Coordinators List.doc

B 0L X

Check Cancel Paste Delete
In Item
Commit Clipboard Actions

ﬂ 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 untl you check in,

6 Items on this list require content approval, Your submission will not appear in public views until approved by someone with proper rights,
Mare information on content approval.

Content Type |_Ren::c;rd ¥
Mame * iSHEQ Coordinators List |.doc
Title ISHEQ Coordinators List

Effective Date

Frocess Code ™ iMAl.Ui‘r | - |
Freparation Dept ® \l \ | i |

Revision Date

Diocument Reference [(Nens) /I iﬁﬁﬁ”*ﬂé’jw*@ ﬁD%j%iF? \Eﬂﬁf&ﬁ
i \ SRS - E5E#4% HRS/SUS » You must fill out

Confidential/Restricted Img vi

“ugn

at least the spaces marked with . If you

Cenfidential List |

have doubts on the process code of your
Record, please contact HRS/SUS.

Only reguire for Confidential/Restrict

Disposition O

Version: 0,1
Created at 06/02/2012 11:23 by Marla do Rosario da Silva Figueiredo
Last modified at 06/02/2012 11:23 by Maria do Rosario da Silva Figueireda

Save ] [ Cancel J

IRIE T “Save” §i - Afterwards, press

“Save” button.

6) EiisF F{HE > UL FE RS - After the Record is uploaded, you will receive an email
notification in Microsoft Outlook:



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

IMS internal attributes allocation completed (SHEQ
Coordinators List)
sp2010workflow@cem-macau.com

sent: Mon 2/6/2012 11:29 AM
Maria do Rosario da Silva Figueiredo

IMS Workflow

Workflow Notification
System has allocated all internal attributes for your record.

Qp

7

W

Mew Uploa
Document = Docume

MNew

IMS Library

IMS Documglits

IMZ Templates

Document
Preparation

Setup

Process List Setup

Issuer Matrix

Group List
EC Mame List
SM Mame List

IMS Document Code
Setup

3 IMS Process Group : MA1 Monitoring, M|

# IMS Process Group : MA2 Controlling n

[ IMS Process : MR1.02 Establish policies, b

y Check Out Version History ) 1 Send To -
N % Document Permissions E’i = Manage Copies - ’
z%)\ IMS Records ° Go e PI'JTJI::!I;liEE T E-Gx:;!a ﬂ:ri Dcw.:éllllriacla Warkflows Publish
baCk tO IMS Records‘ Manage Share & Track C-:}.\ie; Warkfl
Ry =2 . o

{E3E AR (LA MR1.04 B FRFIRAVECE: o [EISARAR
B”draft” » R34t R~ © Find your record in the

appropriate process (in this case the doc is in process

2 1Ms pmcew MR1.04.) Note that the status is “Draft” because the Record
hasn’t been approved yet.

® IMS Process @ MR1.01 Determine legal an

ez nbjectives and targets and az=ociated management plans (2]

B IMS Process ¢ b

5 IMS Process : MR1.04,09

# IMS Process Group : MR3 Managing Risks (57)

4 Add document

8) EhLiE“workflows”: Then choose “workflows”:

]


mailto:sp2010.workflow@cem-macau.com

4[MS Process : M4

MA1.05-01 EEEE= S 7

09/06/2016 EC

ESC M RS BB AAHE -
Click the right button of your
mouse on the document.

Z
v
Management
¥ Open in Word
MA1.05- D¢
PNDDO1 spg 2pen in Ward Cnline
et
Download
MALOS- TAL
TADOO1 #£2 share
R
ot}
TAR
TAL Rename
(]

|
Vel archived Workflow H istory

SUE Delete

i IMS Process Group : MA Copy

> IMS Process Group :MR '~ " TSIy
) Properties
1> IMS Process Group : MR

heed

I

ANMAYIY NSRS (L1

> IMS Process Group : MR,

I IMS Process Gr : PR1 Managing Purchasing (21)

ELF# “Advanced" > 243
1%L "Workflows” o
Then choose

“Advanced" and then

© Compliance Details
| Check Qut

IMS P s Group : PR2 Managing Services to Custo \yqriflow history
ing Power System (15 Schedule Workflows
usiness Resour(

T WdPlows

ging Premises, Process Systems and Ec'uigment (31)

is and Improving Business Perfd
lanagement System (72)

(11)

Shared With

"Workflows”

9) RENLATE - ARIEILEAFEHRAE - FEEEEHIRE © You will go to this

Note that the approval process depends on each case. So choose the appropriate approver.

3
i

window.

Start a New Workflow

SRR 10 B ENHURE - WHESEM » 4G
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.

]



BIEE
i

10) IR SCHEEFL: If the record involves:

—{@EEE 11 > BL#EE one Unit, choose “Approval by UH”;

b. E5rNR{EE LBy » Bi75E Two or more units of one department, choose “Approval by
SMm”

c. WAEELLL_FEFFY » BhL7%E Two or more different departments, choose “Approval by EC”
FEAIRCER(BIA JHA) R BBa 21 » IEIRLEEE Special records (higher level, like JHA)
need verification and approval. In this case choose “IMS Record Verification and Approval”

o

11) Fra e 3 A new window will appear:

T AR BT - A IEHREEAT -
Include the name of the approver here. If you
want, you can browse the names clicking this icon.

rrere S - S — S
Make an approval request to 5MUH
To initiate IMS Record Approval by SM or UH, click sta
¥
Approver” '
8,
Start A H Cancel ]
BEF“Start” © Then click “Start”. -'

12) R & {E Outlook UXFIiE 41 Workflow ELELE » HEEET Workflow —3F © You will receive a

Outlook notification that says that the workflow was activated and the next step of the workflow is
with the approver.



5 - Revision of IMS Records
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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 v News v Document Library ~ Search

z
e ) MS

/ y Report
Workflow Tasks

IMS Library To provide excellent ser
IMS Documents objective of the Integ
requirements). In CEM,
departments and create '3
nified objectives.

Training flenter

" is nowadays the challenge for every organization, and the
Go to IMS. m (integration of ISO 9001, ISO 14001 and OHSAS 18001
E been adopted in the IMS in order to break barriers bet
system that enables the company to work as a single unit with

IMS Templates

Document The neW Then go to IMS Records. of management system documents that include Policy, Manual,
Preparation Procedu needed to establish, implement and maintain the Integrated

Managentent ovoe Ao oprore anaecove and efficient planning, operation and control of the
English Version -

Chinese Version

; IMS Search
Portuguese Version

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

IMS [0 oecument Code MName Revision No. Effective Date Issuer Content Type Approval Status 6c-Pub

Workflow Tasks

IMS Library 4 IMS Process Group : MA1 Monitoring, Measurement and Analysis of Process Performance (5]
Y ary

IMS Documents
4 IMS Process Group : MA2 Controlling nonconformities and Improving Business Performance (71)

IMS Records

Click the appropriate process.

IMS Templates @ IMS Process Group : MR tem (71)

Document 4 IMS Process Group : MR2 Managing Communication (10)
Preparation

English Version # IMS Process Group : MR3 Managing Risks (104)
Chinese Version

Portuguese Version # IMS Process Group : PR1 Managing Purchasing (22)

3) Then click the sub-process you need.



IMS

Workflow Tasks
IMS Library

IMS Documents
IMS Records

IMS Templates

Document
Preparation

English Version
Chinese Version

Portuguese Werzion

Setup

Process List Setup

Master Process List

[0 oocument Code

® IMS Process

& IMS Process

Mame Revision No. Effective Date

Issuer Content Type Approval Status

Group : MA1 Monitoring, Measurement and Analysis of Process Performance (&)

Group : MA2 Controlling nonconformities and Improving Business Performance (71)

= IMS Process Group : MR1 Establishing the Business Management System (71)

@ IMS Process

HIMS P

@ IMS Process

@ IMS Process

[H IMS Process

.u| Click the appropriate sub-process.

blish businessz governance (29)

: MR1.02 Establish policies, business objectives and targets and associated management plans (10)

1 MR1.03 Determine business processzes (35

ul

: MR1.04 Define structure, respaonsibility and authority (23)

: MR1.05 Conduct management review (4)

Ge-Publ

4) Did you find your document? Then clickit.

& IMS Process Group : MAL Monitoring, Measurement and Analysis of Process Performance (47)
# IMS Process Group : MA2 Controlling nonconformities and Improving Business Performance (13)
=) IMS Process Group : MR1 Establishing the Business Management System (32)
@B IMS Process : MR1.02
i IMS Process : MR1.03

& IMS Process : MR1.04

Establish pelicies, business objectives and targets and associated management plans (4
Determine businezz procezzes and establish business governance (27)

Define structure, responsibility and authority (1)

27
L=

Here is the document! Click to open.

O 3 s
Coordigeime=="
@ -

& IMS Process Group : MR3 Managing Risks (58]

5) A new window will open.




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

= IMS Process Group : MR1 Establishing the B

Open Document

@ IM3 Process : MR1.02 Establish policies, busing

‘?/ Y'ou are about to open:

& Mame: ... Coordinators List doc

¢ MR1.03 Determine business proq Fram:  mycem.cem-macau.cam

How would pou like to open thiz file?

" Read Only
[ 224
Choose “EDIT”, —. & it

] EﬁEQ 1 and then “OK” \
o

dinators
. . || Some files can hamn pour computer. |f this information looks suspicious, of
H IMS Process Group : MR3 Managing Risks (3 oy do nat fully trust the source, do nat open the file.

= IMS Process @ MR1.04 Defin

% Add document

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

inteCrated Q -
L | em

SHEQ Coordinators

Department Name Ext.

\ iﬁ:i‘sa ong.“
\ Allv F'han

\ Pedro q om'méu-:s

RRC S RokiChau

L} Don't forget that all changes must be in

4 blue italic font.
SHEQ | Belinda Chio 3334

7) Now Save.



macau.com

Baskerville OldF~ 24 ~ A" A" | Aa~

B| I "E.:'abs X, x

Insert Page Layout References Mailings Review View

v-A-BO

SHEQ Coordinators List [Compatibility Mode] -

% 5 A

[y : ! a ! 1 ! IS | E]
' Save and close.  |fteOrated

anai)ement

SHEQ Coordina

Department Name

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

[ IMS Process : MR1.03 Determine business processes and establish business governance (27])

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

g | SHEQ 0 01/01/2012 SHEQ
Coordinators
List

MRL.04 Draft

a3

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

A

rdinators

p
|=0 -
Wiew Froperties
L;:? Edit Properties
B Edit in Microsoft Word
‘—él Check Cut
e gj Publish a Major Wersion

Wersion History

’{‘l;

Compliance Details

Workflows

A G

Wiew Workflow History

&% Schedule Workflows

G I N |

v\ Click here to open the menu,
and then choose “workflows”.

Managi




10) A new window will open.

STArT d oW TTOTRITOW

.| IMS Record .\ E
¥ ¥
M -M an ap EG (:J
anacord il notibe Notification Gropp of Tec)ar Matry

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

\ECord

is suitable for a JHA, for example. However, a

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® \

\ 8, 0
Approver® \ \

Choose the two management staff to
—— ‘l e ] approve your document.

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.



6 - Revision of JHA in IMS Records
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Revision of JHA in IMS Records

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

1) Goto IMS records in MyCEM:

Home Employee Application = Corporate = News ~ Document Library = Search

M5

IMs v.r
‘: V) Report

Waorkflow Tasks

Training genter

IMS Library

To provide excellent
IMS Documents objective of the
requirements). In C
departments and crea
inified objectives.

" is nowadays the challenge for every organization, and the
M (integration of ISO 9001, ISO 14001 and OHSAS 18001
E been adopted in the IMS in order to break barriers between
ystem that enables the company to work as a single unit w

IMS Templates

Document
Preparation

Then go to IMS Records. of management system documents that include Policy, Manual,
needed to establish, implement and maintain the Integrat
e T o emerove and efficient planning, operation and control of the

Procedu
Managen

Englizh Version
Chinese Version

. IMS Search
Portuguese Version 2

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

IMS [ Type  Name
Workflow Tasks

IMS Library # IMS Process Group : MA1 Monitoring, Measurement and Analysis of

IMS Documents
4 IMS Process Group : MA2 Controlling nonconformities and Improving
IMS Records

IMS Templates

# IMS Process Group : MR1 Establishing the i T g Sy
Document # IMS Process Group : MR2 Managing Communication (3)
Preparation
-------------- = IMS Process Group : MR3 Managing Risks (1103)
Setup

MS Pr s .01 M susiness risks (1)
Process List Setup @ IMS Process : MR3.01 Manage business risks (1)

Master Process List
B IMS Process : MR3.03 Manage IT security (1)

Go to process MR3.04

Issuer Matrix

Group List . -

B IMS Process : MR3.04 M ge work safety (1097)
EC Mame List
SN N ik ﬂ CSD Activity Inventory
IMS Document Code &

CSD_TSM_JHA_006_Exchange of CT (live work, including
Setup ins ti

T
tallation and removwal)

IEl_j CSD_TSM_JHA_007_Exchange of L.\. single-phase whole
Online Help 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:



o
. Q% IMS » IMS Records » Records -
ce;

Employee Application = Corporate = News ~ Document Library = Performance Management * Search
e Y=Y V1= Revision No.  Effective Date ’Issuer * Process_Code
“™ Filter by issuer, it will be easier to =t .
ary Ement of Process Perfori EC
med find your JHA to revise GAl
wlmpru\ling Business Perf
rds GED
plates @ IMS Process Group : MR1 Establishing the Busi System (220) = GERIGER/EES
GED/GPD/CCB
ﬂ_t [H IMS Process Group : MR2 Managing Communication (3) GED/GsU
tion GED/MTC
------ 2 TMS Process Group : MR3 Managing Risks (1103) GED/TSV
HRD
it St # IMZ Process : MR3.01 Manage business risks (1) HRD/PDV
ocess List ISD
@ IMS Process : MR3.03 Manage IT security (1) i
ftriv ISD/IFM
i = IMS Process : MR3.04 Manage work safety (1057) Rem
List NOM/CDM
CEy. RSt Tris . 1 04
s ﬂ CSD Activity Inventory 1 NOMENG | MR3.C
ment Code @]  CSD_TSM_IHA_006_Exchange of CT (live work, including 0 < i > MR3.04
installation and removal)
\E_] CSD_TSM_JHA_007_Exchange of L.V, single-phase whole o 24/11/2018 CsSD/TsSM MR3.04
elp current metering system in live work
Log | CSD_TSM_IJHA_017__Installation of three-phase indirect 0 24/11/2016 CSD/TSM MR3.04
connection active energy metering system
s
4) Did you find your JHA to revise? Then click it.
New Open & Check Out Manage Share & Track
[ Type MName Rewision No. Effective Date 15|
v Tasks
by = IMS Process Group : MR3 Managing Risks (34)
ments i
= = IMS Process : MR3.04 Manage work safety (34)
rds
— O oy GED-GPD-CCA-JHA-001 Lubricant gjl unloading from 4 17/03/2014 G
- barge
lﬂ_j GED-GPD-CCA-JHA-002 Loading Unloading
from Barge : :
& g Here is the JHA! Click to open.
L B]  GED-GPD-CCA-JHA-003 Aquecus Ammonia
______ from Barge
) GED-GPD-CCA-JHA-004 Recovery Boiler Flue Gas Side 3 G
Cleaning
ist Setup . ) n ~ ~
) @J GED-GPD-CCA-JHA-005 Recovery Boiler Wash Effluent 4 15/08/2013 G
ocess List Collection
trix Iﬂ_] GED-GPD-CCA-JHA-006 Demi Plant Ion Exchangers 4 15/08/2013 G
! Resins Replacement
List g | GED-GPD-CCA-JHA-007 Manual Sea Water 4 27/08/2013 G
Temperature Measurement
List
|!_T'_|'] GED-GPD-CCA-JHA-008 Diesel Engine External Wiping 3 20/08/2013 G

et Coda

5) A new window will open.




fety (34)

ricant oil unloading from 4

ding Unloading of HFO 4

eous Ammenia Untoading B

| Open Documnent

lovery Boiler Flue Gas Side 3

overy Boiler Wash Effluent 4

i Plant Ion Exchangers -

wal Sea Water <

el Engine External Wiping 3 20

w

bo Chargers Routine

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

@

& el
Choose “EDIT ’ » How would you like to open this file?
and then IIOKII \ o Read Onfy

™~ Edit

o

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

bo Compaound System 4 22/08/2013 L

GEN/GPR/CCA MB3 N4

6) Now you can make your changes in you

r JHA.

inteOrated
manad_Jement

Part1 tE—2B5t

Job Hazard Analysis fE2&E5T

Q@%

I

ce

Ref. No. 285k GED/GPD/CCA-JHA-001

Rev. No. #244R3%: 04 Date REA: 17.03.2014

p_4 N
Job Description TP B: Lubricant oil unleading from barge /'Job LOCWCCB Pier

Team Leader 747/ fHi & Jose Leong Lopes
Members i5: Lam Tak Man, Leong Kuok Ngai

JHA and name of team revising the JHA.

Don’t forget to change the revision number, date in your

system. It may h
to note any abnon

11. | Check for leakages along | Mil Mil.
4l L (H il ™ 1
All changes must be in italic and blue.
TrCTE sy, TIeCk e
reading of the flow meter. \
12. | Supplier to stop the pump | Nil il
after the tanks on their
barge are emptied.
13. CEM to perform sounding | Slippery on deck Same as ifem 9.
on the tanks of the barge
again
14. | Close all valves. Slip Mil.
Sprain 1. Ensure prope!

maintenance of
Grease should

7) After finishing your revision, save.

O



B k& ©- O 5 GED-GPD-CCA-JHA-001 Lubricant oil unloading from barge [Compatibility Mode] - Word TABLE TOOLS
INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN Layout
W A A | 2T AsBbCd AsBbCI AaBbC
U - ak x, x° s A~ o THormal | TNoSpac.. Heading1
Font [ Paragraph 5
2 % 1 18 ] %
JHA Wi
Oil hose detached from [ 1.
the connection point when
the pump starts. Due to
the pressure of the
system, the detached
hose may hit any
personnel nearby. 2,
Save and close. T
1 pump ar blockage along
the oil supply line 2.
11 Check for leakages along | Nil il
the supply line. Check
whether the level of the
selected CEM oil tank is
increasing.  Check the
=l reading of the flow meter
12 Supplier to stop the pump | Nil Nil
after the tanks on their

8) Go backto IMS records in IMS Library. Your record now is in a “Draft”.

3 IMS Process : MR3.04 Manage work safety (34)

\ﬂ_l] GED-GPD-CCA-THA-001 Lubricant oil unleading from - MR3.04
barge

@ GED-GPD-CCA-JHA-002 Loading Unloading of HFO 4 CA MR3.04
from Barge

@ﬂ GED-GPD-CCA-JHA-003 Aqueous Ammonia Unloading 6 A MR3.04
from Barge

B  GED-GPD-CCA-J y Boiler Flue Gas Side 3 \ MR3.04 T EEpEozt
Cleaning

) GED-GPD-CCA-JHA-005 Recovery Boiler Wash Effluent 4 A MR3.04 THBE54 Job Hazard MR3.04-EC001
Caollection Analysis

il LEDCEN.COAIHANNE Demi Dlant Tog Evohapaar [CCA _NMR3 04 T#EEadn Ioh Hazard MB2 04 FC Apncouad

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



= IMS Process :

[
Ly
)
Ly

barge

GED-GPD-CCA-JHA-D02
from Barge

GED-GPD-CCA-JHA-003
from Barge

GED-GFO-CCA-JHA-004
Cleaning

GED-GPD-CCA-IJHA-005
Collection

GED-GPD-CCA-IJHA-00G
Rezinz Replacement

GED-GPD-CCA-JHA-007

Temperature Measureme

GED-GPD-CCA-JHA-008

GED-GPD-CCA-IJHA-009
Cleaning

Routine Cleaning

MR3.04 Manage woark safety (34)

GED-GPO-CCA-JHA-001 Lubricant oil unloading from 4

we B J

& e @

X

“iew Properties
Edit Froperties

Edit in Microsoft Word

Check Qut

Publish a Major Version

Version History

Compliance Detail

Workflows

View Waorlkflow History

Schedule Workflows
Alert Me
Send To

Delete

Click here to open the menu,
and then choose “workflows”.

S

r.

N

GED-GPO-CCA-JHA-010 Turbo Compound System

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

i

10) A new window will open.

Direct Publish Record
Mo verification nor approval required

@
ks

=
- Audit Repart w

Record Approval by EC

to EC

on Group of Issuer Matrix
notify Auditee and SHEQ manager

@]
@]

IMS Record Review
To collect comment from reviewer

9]

Choose this
option.

Revoke IMS Record
Request to revoke a IM3 Record

¢
G

Start Process Code Amendment (Record)
To allocate the internal attributes

@]

IMS Record 'v.-"_eriﬁcaticn and Approval

IMS Record Acknow
To acknowledge

ledgement
ser about the record

[MS Record Approval by
Make an approval regues

uest

- Make a verification and appro
R of Issuer Matrix

rd will notify Notification Gr

SHEQ - Direct Publish Recerd
For SHEQ use only

11) A new window will appear:



prrCatToTT TOTpOTae TTEWE TTOCOTITENT CToTary FETTOTITIGNCE T g geTTTenTT STArC

EBREFFIREIMS 5285 - Make a verification and approval request - If Record will notify Notification Group of Issuer Matrix - If Audit Report, will notify Auditee and SHH

Tao initiate IMS Record Verification and Approval, click start.
——— —

1.Choose the two management staff to

approve your document. The verifier and oE

approver have to be the same as in your
JHA, Part 4:

&
Record Effective Date™*

Record Revision Date*®

Start || Cancel

Choose the revision date

and effective date, which

A must be the same date as
3. Then click “START” Part 1 of your revised JHA.

|
|
Part 3 =35

(JHA Worksheet {FRERZESTILIER - Please refer fo the aftached Worksheets. FEEEERTEE-)

Part 4 SEPQERsT
[ilemarks /&t
1. To post the procedure for oil unleading, 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.
3. Use walkie-talkies to improve communication between CEM and the supplier during unloading.

'Signed By (Team Leader) #5358 Jose Leong Lopes Date HEA: 17.03.2014

[ Checked By &= E  Sam Hui Date BEA: 18.03.2014

_Ir"pmvements to be Completed By tEBE T Date HER:

| Approved By ZE#t3E: IP Kam Veng - GED Senior Manager Date BHA: 20.03.2014
Improvements Completed on BZE5TA: BEA: Acknowledged by #EERE

VU T TULUT WU Ay 9 [P e 4 T

Part1 $—&5%
Ref. No. #5458 GED/GPDICCA-JHA-001 Rev. No. #316Ri%: 04 | Defe BEF 17.03.2014

Job Description ZfEPE 8 Lubricant oil unloading from barge ‘ Job Location TekkEt 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.



7 - Revoke of IMS Records
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Qe
ol 4Ea e 244750 8% Revoke of IMS Records

1. = MyCEM : Goto MyCEM:

lools  Help

) s
\ Employee T ) Document Perfc
RE Apifestisin IT Application Corporate News b i

8 BEHEIE ¢ Click here. Report
OUF VISIOn - —-—*" GPDP Bulletins

To be a leading energy services provE erin " ==

Asia

2. 7= IMS Records ({£/£#2) : Go to IMS Records (left side):

f) Home Employee Application ~
. | |

IMS Home > Document Librar
Workflow Tasks -
- IMS
IMS Library -
IMS Documents To provide excellent se
IMS Records OHSAS 18001, ISO 14(
IMS Templates '\coordmated e
Document Preparation BEFZ I - Then click here.
Online Help
; IMS Search
Enquiry Log

3. (FHHEATRFPTL e T alAYEC$E © Then open the process that has the IMS Record you want to
revoke:



IMS Documents

IMS Records

Online Help
Enquiry Log

IMS FAQs

IMS Process Group : MA1 Monitoring, Measurement and Analysis of Process Perforn

IMS Process Group : MA2 Controlling nonconformities and Improving Business Perfc

4 [MS Process Group : MR1 Establishing 4

FIBAMHERTR R - B0
e bR Y mEERE RS MR1.02 ¢

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

SHageIieIit

Objectives

Approved

4. BLEFRERINHYRCER -

4 [MS Process : MR1.02 Establish ¢ es, business objectives and target
@®5 2010 0 e
C t i S ES y
Copore 1 BRI - e
v
:’rf’éec“““ 3« This menu will appear
Open in Word
L5 when you click the right button
Bl Apper Open in Word Online
& e of your mouse.
W Download

y ons
Share and Temporary
Req - -
and Rename Shared With
Renew
Archived Workflow History Compliance Details

@] KPL | Delete Check Out Approv
Handh
2, S‘l}ﬁ% “Advanced” 2017 Copy Workflow history
Choose ”Advanced” cess : | Version History Schedule Workflows L ver
Properties Follow Da
TN | | opert ‘ 3. FHEL% “workflows”. Then
vanc Unpublish this versio
IMS Process Gl aneed g HEASRSTIRS Ve choose “workflows”.
Workflows

Land Concessi

IMS Process Group : MR3 Managing Risks (1162)

i3]

=

&



5. [HHRE =TI This window will appear:

“) Home ployee Application IT Applicatio - orporate -
T IMS Remrds \/\/orkﬂows ZOlO Corpor

Start a New Workflow

[ ‘ Child New Workflow

knowledgement

ge user about the record

B8 “Revoke IMS Record”
Choose “Revoke IMS Record”

Requzst to revoke a IMS Record

Start Proces

nendment (Record)

v
G mnamrcme

- To allocate thi nal attributes

6' Al \\'fﬁ Then

Start Worktlow: Revoke IMS Record

To initiate Revoke IMS Record, click start.

Revoke Approver*

ation
Revoke Reason* \

4. fi:1% > BRI “start”. —
Last, choose “start”.

Nc:r’xc‘cr List

1. BB RO S A AT
Choose here the name of the person
that will approve the revoking of the
Record.

2 JEE IRV (B30 "EoskE
1% Record outdated"). Write the
revoking reason (for example
"Record outdated").

Start Cance

mandatory).

HREEZRWEEBAN B THAT (R E5aH]
‘fﬁﬁ’\j). Include the names of the staff that need

to be notified of this revoking document (not




7. TRREEEFHICHARE - I, (RRFECEIEEEREAN - The workflow will go to the revoke

approver, and you will receive an Outlook email notification of this.

£2 Reply [E2 Reply All  £3 Forward
Thu 7/12/2018 3:24 PM
sp2016@cem-macau.com
EREFRIMSECEF Revoke IMS Record Approval require

.:-c Maria do ;losauo da Silva Figueiredo
A HEEPREC 8%

The following item requires your revoke approval:

2010 Corporate SHEQ Objectives and Targets

RB3P#32 1 Revoke Reason: Outdated document

R E80%R8 (5 ) Retention Period (in Months): 12

Ehe b EOpE
Click here to respond to the task.

8. HtAET% > =CEF = yiEEH - After approval, the record will become obsolete.


mailto:sp2016@cem-macau.com

8 - IMS Library General FAQ
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IMS Library

Freqguent Asked Questions

Q1l: 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.

' Q MyCEM » Home
con

me| Employee Anplication  Corparate™  News+  Document Library+  Search parch s site.,
iy

Search Engine. You can use the code number or

the name of the document.

ent Photo Gallery

BlackBerry Forum

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



« N IMS
cém

ome Employee Application v Corporate v News v Docum

You will go to this window:

lication = Corporate ~ News + Document Library ~ Search

|:| Type MName Document Reference Document Reference: D ment Code

® Process ' MAL1.01 Monitor, measure and analyze

= P*cess : MA1.05 Manage IMS audits (2] Choose the correct proceSS and

B Audit Trail Form download the desired temnlate.

| IMS Internal Audit Rep

Managemen

@ Process : MA2.01 Determine and implement corrective and preventive actions (16)

© Process : MA2.02 Manage incident (1) If yOU don't knOW the prOCGSS, jUSt use the
search engine to find your template.

@ Process : MA2.03 Prepare and respond to emergency (11)

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:



Home Employee Application ~ Corporate = MNews = Document Library = Search

IMS [] Document Code Mame Fewvizion Mo. Effective Date

Workflow Tasks
g - = IMS Process Group : MA2 Controlling nonconformities and Improving Business Pg
IMS Library

IMS Documents _ . . . ) ) .
= IMS Process : MAZ.01 Determine and implement corrective and preventive actions (1)
IMS Records

IMS Templates SHEQ Ingpection in GED

= MAZ.02 Manage incident (1)

Document
Preparation

E IMS Procez= « Ma2.02 ]| GO to “English Version” and find the document
you created. For example this one.

English Version <

Chinese Wersion

# IMS Process Group :
Portuguese Yersion

H IMS Process Group : MR3 Managing Risks (2)
Setup

Process |jst Setup # IMS Process Group : PR1 Managing Purchasing (1]

Then:

& IMS Process : MAZ.01 Determine and implement corrective and preventive actions (1
Ll SHEQ Inspecticn in GED =

View Properties
# IMS Process : MA2.02 I—T} Edit Properties

o . | B Edit in Microsoft Word
4 IMS Process @ MAZ.03 ¥ (4 Go here to see options, and

Check Out

Fubklish a Major Version Man

then choose “View

H IMS Process Group : | G Workflow History”

2O

Wersion History

H IMS Process Group : | Compliance Details

Worlkflows

@

# IMS Process Group : || g Wiew Workflow History

Schedule Worlkdflows

&

Then a new window will appear:



Running Workflows

Mame

Completed Workflows

Mame

Gb-Publish a new document

Started by

Started by

= P

5-Final Approval

4-vierification

3-Process Partner Comment

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

rocess Code Amendment

rocess Code Amendment
Cancelled & Errored Workflows

Marne

gb-Publish a new document

Started by

EBenedicte

QS5: 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.




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”).

rom: sp2010.workflow@cem-macau.com
o Maria do Rosario da Silva Figueiredo
‘ C Kelvin, Fok Chong Yin
ubject IMS Document Verificaion required (Overall Business Effectiveness (OBE) Guidelineg)

The following requires your verification
Open the Outlook email notification and

Qverall Business Effectiveness (OBE) Guidelipgmms==y .
click here.

Clirk hercdm®®RENA ta the tack

Then choose the option “delegation”.

7y Request a changs Click here

) Approve

Or you can delegate this task to another person.

OK ] I Cancel

This window will appear:




‘-ﬁ First, choose here the name of

the staff you wish to delegate.

G
Then write any other
comments you have.
| oK Canesl

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:

rom: sp2010.workflow @cem-macau.com

o: Maria do Rosario da Silva Figueiredo

e Kelvin, Fok Chong Yin

ubject: IMS Document Verificaion required (Overall Business Effectiveness (OBE) Guidelineg)

Click here.
The following requires your verification /
Qverall Business Effectiveness (OBE) Guidelin

| Click here to respond to the task

c¢) The document will open.


macau.com

E i = Overall Business Effectiveness (OBE) Guideline [Read-Only] [Compatibility Mode] - Microsoft Word

“ Home Insert Page Layout References Mailings Review View

o Server Read-Only  This document was opened from a server in read-only mode. Edit Document
The staff must click here,
‘ write the comments, and
‘ save.
Instruction

Overall Business Effectiveness (OBE) Guidelines

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) Goto IMS webpage.

ALY ®  Pelimane Marapemed *  feo Click here on your name. > 0

b) Choose the “Task Delegation” option:



Edmond Etchri ~

My Site
Open your personal homepage

My Profile R
View and manage your profile. 5

My Settings

&7 Update your user information,
Workflows I've Start regional settings, and alerts.
There are no items to < Sign in as Different User
Login with a different account.
> of the Integrated My workflow Tasks
CEM, the Process = Sign Outf
ere are no items to § oo oF thic cibo
nated system that ‘ N = ~ : i
Manage Notification » Nintex Workflow 2010
s, ‘ Preferences &3 Nintex Workflow 2010 settings ’
] Manage your notification e
i preferences
F - Task Delegation
Y Setup automatic delegation of
® yourtasks to other users
c) A new window will open.
Him
ﬂ M5 o Tosk Ditegition » A Deagatiog
Aipbidien ™ Cwgmeig®  Feae? | [iwee |y " wir g A agrees ¥ an o
| T !
Fill the required fields d
for delegation to the
i appropriate staff. |
Exmgmivin "
b
Lot ]
of ;! 1
L

Click this option and then /

click “OK”. Delegation is
now done.




9 - IMS Approval Workflow Process Logic
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IMS Approval Workflow Process Logic

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

IMS Manual)
. Distribution Maintenan
Documents Creation
ce
Prepared SHEQ Process | Verified by Approve | Notification Retention
by Validatio | Partner d by ) period
n Commen Lt
t
Policies SHEQ - EC +SM/M +
] - SHEQ Manager CEO . 3years
(level ) Office Secretaries
IMS Manual SHEQ - IMS MR EC + SM/M +
] - SHEQ Manager . 3years
(level ) Office Secretaries
Procedures SHEQ EC of
Process EC + SM/M +
Manager If Any SHEQ Manager Issuer . 3years
(level Il) Owner Secretaries
Instructions SHEQ 3years
Manager Issuer
(by Process g SM+UH+ L aEE
owner & - Process Owner Approver b :
Department) . otherwise
Partners (SM/UH) required or
(levellll) specified
SHEQ EC of
3years
Instructions Manager Prepared
Process dept SM+UH+ unless
(by EC) owner & If Any Process Owner (Manual T
Partners Inaut Secretary .
(level IIl put) required or
specified




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.



