‘ a Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier Portal

System Version 1.0 Supplier Portal - User Guide

Document Version 1.0

VCR#
USER GUIDE
FOR
SUPPLIER PORTAL
SHARED APPLICATION SERVICES
INFORMATION TECHNOLOGY
GLOBAL PHARMACEUTICAL OPERATIONS

Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 1 of 217

Material All Rights Reserved"



‘ a Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier Portal
System Version 1.0
VCR#

Supplier Portal - User Guide
Document Version 1.0

TABLE OF CONTENTS

1. GLOSSARY OF TERMS ..ottt ettt nbeesne e 5
2. BASIC FUNCTIONS ... .ottt n e e e 7
2.1, SharePOINt LAYOUL......cccoiiiiiiiiie ettt e e e eaeeeas 7
2.1, 1. LS B ..ottt 7
2.1.2. .. SUD-SIES ..ttt 8
2.1.3. ...NAVIQALION BA.....cciitiiiiiiiieiiiie ettt 8
2.1.4. .. QUICK LAUNCH Ara......uuiiiiiiiieiiiiiiiie et ee e e e e e 8
2.1.5. ...Web Part Horizontal Zones — Left/Right...........cocceeiiiiiiniiiinicieen 8
2.1.6. ...Web Part Vertical Zones — 0, 1, 2, 3, ... N coovriiiiiiiieniieeniee e 9
2.2, DOCUMENL LIDFANIES ....oeiiiiiiiiiiieeeccee e 9
2.2.1. ...Create a Document Library .........cccooceeeiiiiiiiiie e 9

2.2.2. ...Delete/Remove a Document library ..........ccccoeeiiiiiiiiiciee e, 14

2.2.3. ...Upload a single file to @ library .........ccceoeiuiiiiieeeeee e 17

2.2.4. ...Upload multiple files to @ library .........cccocoeeiiiiiiniicen 20

2.2.5....Check Ut @ fil......ceiiiiiiiiiiee e 21

2.2.6. ...Cancel afile CheCK OUL .........cceeceiiiiiiieie e 26

2.2.7. ...ChecK iN @ file ..o 27

2.3. Picture (IMage) LIDraries ..........oue i 29

2.3.1. ...Create a Picture Library ........ccccooooiiiii e 29

2.3.2....Add Images to the Picture Library — Single .........cccccevveciieeeeiiiieeeenn. 33

2.3.3. ...Add Images to the Picture Library — Multiple..........cccccoeiviiiininininenn, 36

2.3.4. ...Add Images to the Picture library — Manage Content and Structure..... 40
2.3.5. ...Add Images to the Picture library — View All Site Content (Alternate).. 45

2.3.6. ...Delete/Remove a Picture library.......ccccccccceeeeeiiieiiiiccciiiieeeeeee e a7
2.4, File MANAgEMENT........uuiiiiiiiiiiiiie ettt e e e sb e e e e st e e e s neanaeeeas 52
2.5. Restoring A Library Item From The Recycle Bin........ccoccoiiiiiiiiiiiiee e, 52
2.5.1. ...Delete an Item (Goes into Recycle Bin) .......cccoevviiiieiinciiiiee e, 52
2.5.2. ...Restore Deleted IeM ........occiiiiiiiiiiie e 55
2.5.3. ...Delete an Item from the Recycle Bin (Permanent Deletion)................. 58
2.6, WED PArtS......oiiiiiiii it 60
2.6.1. ...Add Web Part t0 @ Page .......coeerriiiiiiieiiiiiie e 60
2.6.2....Remove Web Part from a Page......cccccuiurieieeiiiiiiiiie i 63
2.6.3. ...Re-open a Closed Web Part ........cccccceeiiiiiiiiiieee e 65
2.6.4. ...Edit/Modify a Shared Web Part..........cccoceeiiiiiiniiicicc e 70
2.6.5. ...Using HTML/XHTML to Modify a Web Part .........cc.ccoovieniiiiniiienne, 77
2.6.6. ...Description of edit OPLIONS .......ccoiiiiiiiiie e 80
2.7. CUSIOMIZE @ LIDFAIY ..vvveeiiiiiiiiiiiieeee et a e e e e e 86
2.8, EMAITAIBITS ..ottt 89
2.8.1. ...Alerts for Specific Files Within a Library.......cccccccovveeiiniieeee e, 89
2.8.2. ...Alerts for Any Files Within @ Library .........ccccccciviiiiiie e, 92
2.9, Version CONMrol.........cccoeiieiiiiieeciiee e
2.9.1. ...Setting Document Version Control
2.9.2. ...Managing Versions: View, Delete, Restore, Publish, Unpublish.......... 98
2.00. SUIVEBYS ottt e ettt e e e e e et e e e e e e e et e e bbb r e e e e e e e e e bt aaaaae 101
Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 2 of 217

Material All Rights Reserved"



‘ a Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier Portal

. lier P I- i
System Version 1.0 Supplier Portal - User Guide

Document Version 1.0

VCR#
2.10.1. .Creatl @ SUIVEY ....uciiiieiiiiieeiitiiiais e e et e ettt e e e e e e e e e s b e s e e e e e eaeeaennes 101
2.10.2. .Edit SUINVEY ...ttt e e e ee s 106
2.10.3. .RESPONA t0 SUINVEY ...eeiiiiiiiiiiiiee ettt et saeaeeeas 110
2.10.4. .Create a Survey TempIate ........cccccvveiiiiiiiiie e 113
2.10.5..Copy @ SUINVEY TEMPIALE ......eeviiiiiiiiiee et 116
2.10.6. .ReVIeW SUIVEY RESUILS ........ceeiiiiiiiiiieiiiie et 119
2.11. Create AddItioNal SITES.........cuviiiiiiiiiiiie e 124
2.12. REMOVE 8 SILE....coiiiiiiiiiiii it 126
2.13. Create EXternal SIte ........cccoiiiiiiiiiicic e 127
2.14. Create a Simple WIKi LIDrary ..o 127
2.15. Executing @ S€arch QUETY .......cooiiuuiiieiiiiiiiee et e et e e snneeeeeeeas 135
2.15.1. .Add a Simple Search Web Part.............cccuiiiiiiiiiieee e 135
2.15.2. .Performing a Simple Search QUENY..........ccueviveiiiiiiiee e 137
2.15.3. .Basics for a SharePoint Search QUErY..........ccceviuiieiiiiieniiie e 140
2.16. SecCUrity and PermMiSSIONS . ....uuiiiiiiiiiiiiieeee e ee et e e e e e e e aaaaaaaaea s 141
2.17. Using Windows Explorer to Manage Directories/Files .........ccccoviieeeeeiiiineenenn. 141
2.18. WOTK FIOWS....coiiiiiiiiiie sttt 145
2.18.1. .What iS @ WOIrK FIOW .......cooiiiiiiiiiiiiiee e 145
2.18.2. .General Work Flow Process — Setting Parameters..............c.cccceeeeenn. 145
2.18.3. .General Work Flow Process — Creating a Workflow ...............ccceeeeen. 149
2.18.4. .Tracking WOrk FIOW Status ........cccceoieeiiiieeeiiiee e 152
2.18.5. .ReViewing WOrK FIOWS .........ccuiiiiiiiiiiii et 154
3. GPO PROCUREMENT ...ttt 159
3.1. Content SPECIfiC DELAIIS ........coeeiiiiiiiiiiiii e 159
4. SUPPLIER MANAGEMENT ...ttt 160
4.1. SRM Suppliers and Governance TEAMS.........uuiieiiiiiiiireeiiiiiiee e 160
4.1.1. ...View SRM Suppliers Governance TeamS .......ccccceevrurrreeeenieeerreesannenns 160
4.1.2. ...Add to Suppliers Governance TEaAMS ........ccceeeeeerrirrrireeeerriieeeeeseneeeeeas 161
4.1.3. ...Edit Suppliers GOvernance TEAMS.........ccuuuieirieeirieeesieee e e sieee s 163
4.2, Supplier SElECION TOOI .......cciiuiiiiiiiieiiie e 164
4.2.1. ... Add/Modify @ NEW CateQOIY .......uuuiriieiiiiiiiiiieieieaeeee e seesseesesvneevaennenne 165
4.2.2....Add/Modify @ NEW CHEEIIA ......uuviiiiiiiiiiiiiiiieiieee e 169
5. SUPPLIER COLLABORATION......uttiiiiiieiiite ettt sttt 175
5.1, Create NEeW SUPPIIET ..ottt 175
5.1.1. ...Edit an EXisting SUPPLIET ....cvvviiiieieiiiiiee e 177
5.1.2. ...View the Supplier Site
5.2, SRM OPEN ITEIM LOG. . tiiiiiiiiiiieeeeiiiiiii e e e s ninneeeeeas
5.2.1....Submit a New Change Notification............cccooueeiiiiiiniiiiinicece e, 185
5.2.2. ...Add Attachment to the Supplier Change notification................ccocuueeee. 187
5.2.3. ...View All Change NOtIfiCatioNS .........ccccceeiiiiiiiiie e 188
5,30 OPBN IEBM. ..o e e e et e e e e e e e aeaens 189
5.3.1. ...Submit a New Open M ........cooiiiiiiiiiiii e 189
5.3.2. ...VieW All OPEN IEBMS .....eiiiiei et e et e e e 192
5.4, SRM GAP ASSESSMENT ...eeiiiiiiiiieeaeeee ettt eee e e e e e aaaaaaeaaaeaeaeaaeeaaan 194
Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 3 of 217

Material All Rights Reserved"



‘ a Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier Portal

. lier P I- i
System Version 1.0 Supplier Portal - User Guide

Document Version 1.0

VCR#
5.4.1. ...Create a GAP ASSESSMENT SUIVEY ....cooiiiiiiiiiiiiiiiiiinen e 194
5.4.2. ...Retrieve Gap Assessment Survey ReSUILS .........ccoccveeeeriiiiiiiieenninee, 199
5.4.3. ...Create SRM GAP TemPlate ......cccooiiiiiiiiiiiiiiiiiie et 202
5.4.4....Copy SRM GAP TemPIate ........cooeeiiiiiiieieeeeieeie e 204
5.4.5....View SRM GAP Assessment RESUILS ...........cccceerviiiniieinniieeniieeee 204
5.4.6....SRM GAP Assessment COMMENTS.........occveeeeriiriirieeeesireeee e nnneeeeens 204
5.5, SCN WOTKFIOW ....ceiiiiiiiiiiiiiiiice et 207
6. TPM COLLABORATION ...ciiiiitiieitiie ettt ettt ettt e et e b e 208
6.1. Exception Report Without Attachment ...........ccceoiiiiiiiiiiii e 208
6.1.1. ...External TPM Responsibility .........ccccceiiiiiiiiiiiii e 208
6.1.2. ...Secondary Approver Responsibility ...........ccccvviiiiiiiiii e 212
6.2. Exception Report With Attachment ...........cccviiiiiiie e 212
6.2.1. ...External TPM Responsibility ........cccccoeiiiiiiiiiiee e 212
6.2.2. ...Secondary Approver Responsibility ..........cccoccceriiiiiiiiniie e, 213
6.3. TPM Exception Report WOrkflow ...........c.cocoiiiiiiiiiiiiiii e 214
THIRD PARTY MANUFACTURER.......occiiiiiicecc et 215
QUALITY ASSURANCE......ciiiiiii ittt 216
Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 4 of 217

Material All Rights Reserved"



‘ a Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier Portal
System Version 1.0
VCR#

Glossary of Terms
SharePoint Layout

1. GLOSSARY OF TERMS

CAPA Corrective And Preventive Action

CDA Confidential Disclosure Agreement

GSC Global Supply chain System

GSSIM Global Strategic Supplier Information Management
GTM Global Technology Management

FRS Functional Requirements Specification

KPI Key Performance Indicator

PPG Pharmaceutical Products Group

RB Review Board

RFI Request For information

SAS Shared Application Systems
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Microsoft SharePoint is a family of software products developed by Microsoft

SharePoint for collaboration, file sharing and web publishing. The current version is
WSS 3.0 and is configured for use with Microsoft Office 2003.

SLC System life Cycle

SME Subject Matter Expert

SQAE Software Quality Assurance Engineer

SRM Supplier Resource Management

TPM Third Party Manufacturer

URS User Requirements Specification

VMI Vendor Managed Inventory

WSS Windows SharePoint Services
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2. BASIC FUNCTIONS

2.1.

SharePoint Layout

Basic Functions
SharePoint Layout

eople and Groups

& Recycle Bin

Quick Launch Area

Supplier Management

Abbott

A Promise for Life

This Site: Supplier Management v
0RO PROCUREMENT FUPPLIER MANAGEMENT THIRD PARTY WANUFACTURING PURCHA BING EXTERNAL BTES 7 Site Actions ~
Navigation Bar o 1-..__ Site Bar
| GPO Procurement > Quality Asslirance > Supplier Management | m— Sub Sites
Inere a2 o ems 10 ShOW In this View of the “SRINCSNT EVENts St 10 Creste 3 new fam, Cick New anove.
Web Part  LEFT Web Part  RIGHT
Zone 1 Zone 1

There are no items to show in this view of the “Significant Events” list. To create 3 new item, click "New’” above.

Web Part LEFT
Zone 2

Web Part  RIGHT
Zone 2

There are no items to show in this view of the "Significant Events™ list. To creste 3 new item, click "New” bove

|

Web Part LEFT
Zone 3

Web Part  RIGHT
Zone 3

2.1.1. Site Bar

e The Site Bar is a series of links for all web sites created for this group.

e These sites are created as shown in Section 2.11 (Create Additional Sites).

e Note: If Site Actions is displayed on the menu

bar, then the user has

administration rights to modify SharePoint elements.

GPO Procurement Home

d 4 Promise for Lite

This Site: GPO Procurement Home ¥ g0

SUPPLIER MANAGEMENT  THIRD PARTY MANUFACTURING ~ PURCHASING  QUALITY ASSURANCE =  EXTERNAL SITES =  PUB © Site Actions ~
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e Note: If Site Actions is not available on the menu bar, users only have Read
or Contribute rights to the site.

GPO Procurement Home o
This Stte: GPO Procurement Home ¥ | go
2.1.2. Sub-Sites

e Sub-sites are user-defined pages created for any of the sites listed on the site
bar.

e Sub-sites are created by anyone with Administrative privileges.

2.1.3. Navigation Bar

e The navigation bar indicates where the user is currently located within a site.

e Click on the appropriate link on the navigation bar to return or jump back to
another location within the site group.

2.1.4. Quick Launch Area

e Specific libraries, surveys, and links are accessed from the Quick Launch
area.

e During the creation of libraries, surveys, links, etc., the user selects whether
or not the item appears in the Quick Launch area.

2.1.5. Web Part Horizontal Zones — Left/Right

e A SharePoint site is divided into two horizontal zones — Left and Right.

o Whenever a SharePoint page is modified, a web part can either be moved or
added to one of these zones.

e Clicking on the Add a Web Part in the Left zone creates the web part in that
zone. Similarly, clicking on the Add a Web Part in the right zone creates the
web part in that zone.
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For more details concerning Web Part placement, refer to the Section 2.6
Web Parts.

Web Part Vertical Zones-0,1,2,3,...n

The left and right zones also have vertical zones.

These zones are numbered sequentially, beginning with zone “0.” Depending
on the template used for the site, the zones have a specific limit.

Notify the SharePoint Administrator for the current number of allowable
zones.

Notify the SharePoint Administrator is additional vertical zones are required.

Good web design suggests minimum scrolling. Therefore, few zones are
preferable.

2.2. Document Libraries

2.2.1.

Create a Document Library

Users must have Administrator priviledge for this action.

Click on Site Actions located on the extreme right of the site navigation bar.
If Site Actions is not available, then Administration rights are not extended to
the user.

In the pull-down menu, click on View All Site Content
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Create Page
Create a page in this site.

Edit Page
Add, remove, or update Web Parts on
this page.

0| W

View All Site Content
View all libraries and lists in this site.

View Reporis
View reports on documents, pages and »
tasks.

Site Settings
Manage site settings on this site.

~ Manage Content and Structure
% Reorganize content and structure in this
site collection.

e Inthe All Site Content screen, click on Create
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Create
MName Description
Document Libraries
3] Documents This system libra
documents that &
3] Form Templates This library conta
activated to this ¢
3] GPO Terms and Acranyms This Wiki library
3] Images This system libra
images that are L
3] Mews Letters
(3] Pages This system libra
pages that are cr
(3] Risk Assessment
e The Create page offers several items to create: Libraries, Communications,
Tracking, Custom Lists, and Web pages. Under the heading Libraries, click
on Document Library
Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 11 of 217
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Create

v Document Library
_—i] Create a document library when you have a
Documnent libraries support features such as

Libraries Communications

5 Document Library 8 Announcements
@ Form Library @ Contacts

8 Wiki Page Library 8 Discussion Board

@ Picture Library

8 Data Connection Library

e Inthe Name box, type a unigue name as it will appear in headings and links
throughout the site.
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Name

|ShalePnint Training Documentation

Descrption

This library consists of all available GPO d
SharePoint training materials. _I

I Display this document library on the Quick Launch?

® vyes T No

Create aversion each time you edit a file in this document library?
C Yes ® g

Document Template:
Microsoft Office Word 97-2003 document LI

Create | Can

e Inthe Description box, type a comprehensive description to help visitors
understand the type of files to be included in this library.

e Determine the Navigation.

o If this library requires frequent accessing for document storage and
retrieval, allow the library to be available in the Quick Launch area. Make
sure Yes (the default value) is selected.

o0 Generally, libraries are part of specific SharePoint pages and are
accessed by navigating to the specific page. Although Yes is the default
value, it is more likely not to be in the Quick Launch area. So No.should
be the response.

e Use the default link for Document Template
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e If a new version is required after each edit, click Yes in the Document Version
History section.

e Click Create. The new library page is displayed. It is now ready to have files
uploaded. Refer to the “Upload a file of files to a library” section that follows.

GPO Procurement Home > SharePoint Training Documentation

SharePoint Training Documentation
This library consists of all available GPO SharePoint training materials.

New ~ | Upload ~ | Actions ~ | Settings ~ View:| All Documents =
Type Name Modified Hodified By Comments

There are no tema to show in this view of the "SharePoint Training Documentation” document library. To create a new item, click "New"™ or "Upload™ above.

2.2.2. Delete/Remove a Document library

e Must have Administrator priviledge for this action.
* Navigate to the desired page (site) where the unwanted library resides.

e Click on Site Actions located on the extreme right of the site navigation bar.
If Site Actions is not available, then Administration rights are not extended to
the user.

e Inthe pull-down menu, click on View All Site Content
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Create Page
Create a page in this site.

Edit Page
Add, remove, or update Web Parts on
this page.

Nl &

View All Site Content
View all libraries and lists in this site.

H

View Reporis
View reports on documents, pages and »
tasks.

Site Settings
Manage site settings on this site.

Reorganize content and structure in this

[ﬁ% Manage Content and Structure
*  site collection.

e Click on the library name to be deleted. In the example below, delete the
Documents library

Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 15 of 217
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GPO Procurement Home > All Site Content

All Site Content

1) Create

MName

Document Libraries

3] Documents

3] Form Templates

3] SharePoint Training Documentation

3] Images

e Click on SharePoint Training Documentation

e Click on Document Library Settings

Settings -

Create Column
r Add a column to store additional
infarmation about each itermn

Create View
Create a view to select columns, filters
and other display settings

Document Library Settings
Manage settings such as permissions,
columns, views, and policy.

Edit or delete workflows in this list or
library

=\
il Manage Workflows

.. Create Workflow
'I. . 4 Create a new workflow using the Mintex
oo Ay : .

Workflow designer

e The Customize page appears. Under the Permissions and Management
section, select Delete this document library
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Customize SharePoint Training Documentation

List Information
MName: SharePoint Training Documentation
Web Address: http:/fww00130d:16787/SharePoint Training Documentation/Forms/Allltems_aspx
Description This library consists of all available GPO SharePoint training materials.
General Settings Permissions and Management
a Title, description and navigation 8 Delete this document library
a8 ersioning settings 8 Save document library as template
8 Advanced settings 8 Permissions for this document library

o Deleting a library also deletes all files in the library. It is not necessary to
have an empty library before deletion.. Make certain that any required files
are moved to another library. SharePoint does issue a warning prior to
deletion.

Message from webpage il

\:;:/} This dacument library will be removed and all its Files will be deleted, Are wou sure you wank to send this document

library to the site Recyvcle Bin?
oK I Cancel |

e Click OK to delete the selected library.

e A deleted library goes to the Recycle Bin and can be restored with all files (if
any) intact. Follow the procedure in Section 2.5.2 Restore a Deleted Item.

2.2.3. Upload a single file to a library

e SharePoint limits the size of the files to be uploaded. If the files did not
successfully upload, contact the SharePoint Administrator to allow larger

Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 17 of 217
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upload file sizes. SharePoint does not issue warnings when files do not

upload.

* Navigate to the library, and use one of the following two methods for a single

file upload.

e Either click on the Upload button once or click on the Upload down arrow
and select Upload Document.

New <~ || Upload i 'i Actions * Settings ~

Type Upload Document
gj Upload a document from your computer
There are n to this library.

] Upload Multiple Documents
? fn Upload multiple documents from your
—! | computer to this library

dified Modified By

Documentation” document library. To create a new item, click "MNew” or "Upload” above.

© 2011 Abbott Laboratories, Abbott Park, lllinois, U.S.A.

e Inthe Upload Document section, click Browse.

Upload Document

Browse to the document you intend to upload

Version Comments

Type comments describing what has changed in this version

Upload Document: SharePoint Training Documentation

MName:
|| Browse...
Upload Multiple Files
[¥] Add as a new version to existing files
Version Comments:
E
=
oK | Cancel |

e Inthe Choose File to Upload dialog box, browse to the location of the file
you want to upload, select the file, and click Open.

Global Pharmaceutical Operations
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f Upload Document - Windows Internet Explorer provided by Abbott Laboratories _

Choose File to Upload
o2

Look it I | SharePaint

I [ | = | IE_I ig

|_&: 1

&>

'&,ﬁ 07391 2-blue-metallic-orb-icon-business-tool-wrenchil
"ﬂ:i abbott_logo_blue

{0 |Beginning Slide

%‘]Beginning Slide

@-.‘]Beginning Slide

[ DocLib_t

@ ExceptionReport

'|555IM Portal w1.0 FRS w1.0

G53IM 4 Portal Home Page Mock Up
W1551M Training Strategy draft

kfzr men_folder_grey

] minukes_jan_03

F‘ortal fockup

4] |

igJSample Questions For GAP
I:I,. scr_workflow

R scn_workflow J o
@;!]SharePoint Added Web Pa
@Sharepoint edit webpart de
'b SharePoint Layouk

k‘j‘:,- sharepaint_golden_men
1% sharepaint_loga
i1';"_.[:]Su|:|:|lier Pattal User Guide
Supplier Portal U
%TPM Structure
B Training Modules by § Suppiier Portal User Guide-trairing
@Training Modules For 4 Twpe! Micrasoft Word Document

I Lo Size: 7.97 ME
@Tra'“'”g Madules for § o0 Madified: 2/28/2011 4:51 P

—_ L el N 1T

Welcome

File name: ISuppIier Portal Uzer Guide-training

Files of type: 40 Files 7]

e Then click OK.

Upload Multiple Files...

[ Add as a new version to ex

SharePoint Training Documentation: Supplier Portal User Guide-training

f The document was uploaded successfully. Use this form to update the properties of the document.

OK | Cancel |

‘ ){ Delete ltem ?Spelling...

*indicates a required field ‘

Name *

ISuppIier Paortal User Guide-training .doc
Title |SYSTEM ARCHITECTURE DESCRIPTION
Comments |
Version: 0.1

Created at 3/1/2011 10:03 AM by
Last modified at 3/1/2011 10:03 AM by

OK Cancel
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Certain file types may be blocked from uploading into any library. This is set
by the site administrator or SharePoint IT administrator. If there is a need for
a “blocked” file type to be uploaded, contact the appropriate administrator.

2.2.4. Upload multiple files to a library

SharePoint limits the total size of the uploaded files. If the files did not
successfully upload, contact the SharePoint Administrator to allow larger
download sizes. SharePoint does not issue warnings when files do not
upload.

If the total upload is too large while uploading multiple files, try uploading
fewer files at a time

Certain file types may be blocked from uploading into a library. File type
authorization is set by the site administrator or SharePoint IT administrator. If
there is a need for a “blocked” file type to be uploaded, contact the
appropriate administrator.

Navigate to the library and click on the arrow for the pull-down menu. Select
Upload Multiple Documents.

New <+ | Upload . Actions = Setftings ~

Type

)

Upload a document from your computer

E # Upload Document
J to this library

=
oL

e, Upload Multiple Documents
}_[j‘ Upload multiple documents from your © 2011 Abb:
—!  computer to this library i )

In the Upload Documents section, click Browse.

In the Choose File to Upload dialog box, navigate to the location of the files
to be uploaded, select the files by clicking on the box preceding the file name.
In this example, four files are being uploaded. A check mark will appear in
the selected files. Click Open. Then click OK
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@' Desktop | M arne | SizeI Muodified |

= ig My Camputer

: < Local Disk [C:)

b DVDACD-Ry Drive (D:)

2 Hauenlr an 'LCHome01 W sers5s' (H:)
-3 backup essbase docs

E- links

=) My Documents

: _} Frocedures

+1-{ ) SharePuaint

RIRIEE

e An alert message appears verifying the upload. If there are no problems with
the selected files, click Yes.

Internet Explorer x|
\':/i ‘fau are about ko upload 4 Fileds) to wwd0130d,
-

Do wou wank o continue?

Yes | Mo I

e The library now has five documents available for sharing.

SharePoint Training Documentation
This library consists of all available GPO SharePoint training materials.

MNew = Upload =  Actions = Settings =

Type Name Maodified

@ SharePoint Procedures Part 1 ! MEW 3/1/2011 10:13 AM
@ SharePoint Procedures Part 2 ! NEW 3/1/2011 10:13 AM
@ SharePoint Procedures Part 3 ! MEW 3/1/2011 10:13 AM
@ SharePoint Procedures Part 4 ! NEW 3/1/2011 10:13 AM
Lﬂ_’] Supplier Portal User Guide-training ! New 3/1/2011 10:05 AM

2.2.5. Check out afile

e Inthe Document Library Settings, the library can be set to force the user to
check out a file before it can be edited.
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Document Libraries

e View All Site Content -> library name -> Document Library Settings ->
Versioning Settings -> Require documents to be checked out before editing?

SharePoint Training Documentation

This library consists of all available GPO SharePeint training materials.

New
Type
)
)
)
)
)

Upload = = Actions ~ Settings ~

Name

Create Column
_ y t Add a column to store additional
SharePoint Procedures Part 141 information about each item

SharePoint Procedures Part 211 Create View
Create a view to select columns, filters

i In
SharePoint Procedures Part 3 and other display settings

[ Iy
SharePoint Procedures Part 4 Document Library Settings
Manage settings such as permissions,

Supplier Portal User Guide-trainil ! .
columns, views, and policy.

Manage Workflows
Edit or delete workflows in this list or
library

=% % o

—  Create Workflow
i. v 4 Create a new workflow using the Nintex
B | .y Ao

Worlflow designer

List Information

Mame: SharePoint Training Docume
Web Address: http:/fww00130d:16787/Sha
Description: This library consists of all a

General Settings

a Title, description and navigation
@ Versioning settings

8 Advanced settings

8 Manage item scheduling

@ Audience targeting settings
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Document Libraries

Document Library Versioning Settings: SharePoint Training Documentation

Content Approval
Require content approval for submitted items?
Specify whether new items or changes to existing items should remain in a draft state until they have been

C Yes @ 1o

approved. Learn about requiring approval

Document Version Histol
= Create a version each time you edit a file in this document

Specify whether a version is created each time you edit a file in this document library. Learn about library?
PETONS ¢ No versioning
(¢ Create major versions
Example: 1, 2, 3, 4
@ Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to retain:
[¥] Keep the following number of major versions:

5
[ Keep drafts for the following number of major versions:

5

Draft ltem Security . X i
Who should see draft items in this document library?

Drafts are minor versions or items which have not been approved. Specify which users should be able to @ Any userwho can read items

view drafts in this document library. Learn about specifying who can view and edit drafts
' Only users who can edit items

Only users who can approve items (and the author of
the item)

Require Check Qut
Require documents to be checked out before they can be

Specify whether users must check out documents before making changes in this document library.  Learn edited?
about requiring check out O Yes ® No

OK | Cancel

o Navigate to the library that holds the document you need to check out.

e Position the mouse pointer over the desired file, click the drop-down arrow,
and select Check Out.

New =~  Upload +*  Actions ~ Settings ~

Type  MName Modified

I.EJ | SharePaint Procedures Part 11 New = | 3172011 10:13 AM
LEJ SharePaint Procedures Part 2 ! new 31172011 10:13 AM
LEJ SharePaint Procedures Part 3 1 new 3172011 10:13 AM
LEJ SharePaint Procedures Part 4 1 new 3172011 10:13 AM
LEJ Supplier Portal User Guide-training ! HEwW 3/1/2011 10:05 AM
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View Properties

Edit Properties

Manage Permissions

Mew <+ | lUpload = @ Actions ~ Settings * Edit in Microsoft Office Waord

Type Name Delete
lﬂ_'l | SharePoint Procedures Part 11 NEW Send To 3
Llﬂ_'l SharePoint Procedures Part 2 ! MEw Check Out

Ce XE&U

Lﬂ_'l SharePoint Procedures Part 3 1 Hew Publish a Major Version

Version History

E:'

Lﬂ_'l SharePoint Procedures Part 4 ! HEw

W)  Supplier Portal User Guide-training ! new &) Workflows
&% View Workflow History
d 4 Schedule Workflows

Alert Me

e An alert message appears. If the checked-out version goes into the
predetermined “drafts folder,” check the box. This is recommended and it is
the default value.

Microsoft Internet Explorer x|

\?/' 'ou are about to check out:

Mame: ..rocedures Part 1.doc
From: w001 30d: 16787

¥ Use my local drafts folder

Cancel |

Same files can harm your computer, I thiz information looks
suzpicious, or pou da not fully truzt the source, da not open the file,

e A green arrow appears on the file’s icon, indicating it has been checked out.

e Hover the cursor over the checked icon and the file name appears, in addition
to the message “Checked Out To: user name”
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MNew <+  Upload = @ Actions = Settings ~
Type MName

% SharePoint Procedures Part 11 HEW

W : =k = i & t
| NEW
Lg.ShaneF‘u:uinI: Procedures Part 1.doc prt 2 1 HE

Checked Out To: Hauenstein, Rick R
I._ﬂ_i ATOTST et IU'L;ULIIJ.IIUCI T rt 3 ![‘lEkJ

L@_'] SharePoint Procedures Part 4 | NEw
I_'EJ Supplier Portal User Guide-training I MEW

e When afile is checked out, a copy of the file is created and inserted into the
library in place of the original file. A checked-out file can only be modified by
the user who checked out the file. All other users only have “Read” privileges
to that copy.

e Do not edit a document unless it is checked out. SharePoint allows direct
editing but the document must be protected so multiple users cannot make
changes to the same file at the same time. If this should happen, the edits
from the last person will be the edits that appear on the file. All other edits
will be lost.

e By default, the checked out file is stored in the SharePoint (SharePoint
Drafts) folder on the user’s local “C” drive as shown:
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% SharePoint Training Documentation

i [m] 4]
J File Edit ‘iew Favorites Tools Help | l'r,
J OBack L 7 B ? | 7 ! Search u__ Folders El'
JAddress I.,j CiDocuments and Settingsihauenlrify DocumentsiSharePoint Draftsiww00130d# 167871 SharePoint Training Documentation j GO

Faolders

@' Deskiop
= .D My Documents
1) legal
IC5) Microsoft Press
My Daka Sources
|5) My HYE Repositary
d Iy Music
.;ﬂ Iy Pictures
.;ﬂ My Shapes
.E My Yideos
IC5) Reflection
=l | 35 SharePoint Drafts

-_J My Computer
& My Network Places
2l Recycle Bin
|2 Unused Desktop Shortcuts

El (3 ww00130d# 16767

Documentation

g

SharePoint Procedures Part 1
Microsoft Ward Document

e Do not access this file directly. Instead, return to SharePoint and click on the
checked-out file. The edits will be made to the file located in the default
folder. The path to this file must be unchanged in order for SharePoint to
know where to place the edited file, either back in the default folder or back
into SharePoint if the file is ready to be checked-in.

e The illustrations in this user’s guide are for Office 2003. Other Office
versions may set the “offline edits” to another location. However, regardless
of location, the folder will still be named SharePoint Drafts.

2.2.6. Cancel afile check out

* Navigate to the library that holds the document you need to cancel check out.

e Position the mouse pointer over the file, click the drop-down arrow, and select
Discard Check Out.
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Mew

Upload =  Actions + Settings

Basic Functions

Document Libraries

Type

MName

L% | SharePoint Procedures Part 1 1 NEW

)
)
)
)

SharePoint Procedures Part 2 ! MEW
SharePoint Procedures Part 3 ! new

SharePoint Procedures Part 4 ! HEW

Supplier Portal User Guide-training ! HEW

e Click OK.

2.2.7. Check in afile

BE  XEE A

& e @ i;,,

View Properties

Edit Properties
Manage Permissions
Edit in Microsoft Office
Delete

Send To

Check In

Discard Check Qut
Wersion History
Workflows

View Workflow History
Schedule Workflows
Alert Me

Word

Note 1: Checking out a file prevents multiple people from making changes at the
same time, which helps avoid conflict and confusion over changes. Checking
files in and out gives more control for tracking versions. A version is created only
when a file is checked in, not each time that a file is opened or closed for direct

editing.

o Navigate to the library where the file is located. Position the cursor over the
desired file. Click the drop-down arrow, and select Check In.
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View Properties
|_=} Edit Properties
3_.3 Manage Permissions
New ~ | Upload ~  Actions ~ Settings * | ] Edit in Microsoft Office Word
Type  Name X Delete
\% ‘ SharePoint Procedures Part 1§ new Send To ¢
®)  SharePoint Procedures Part 2 ! nEw g Checklin
. L] :
LE_" SharePoint Procedures Part 3 1 NEw |#  Discard Check Out
LE_'I SharePoint Procedures Part 4 ! HEw "-'_1] Wersion History
#)  Supplier Portal User Guide-training ! MEW &) Workflows
: View Workflow History
g 4 Schedule Workflows
Alert Me
e The Check In screen is displayed.
Check in
Use this page to check in a document that you have currently checked out
Document Check I What kind of version would you like to check in?
Other users will not see your changes until you check in. Specify options for
checking in this document. (0 A Mmoryerion (deRt)
1.0 Major version (publish)
0.2 Overwrite the current minor version
Keep the document checked out after checking in this version?
C Yes @ No
Comments Comments
Type comments describing what has changed in this version. :l
H
oK | Cancel
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If on-going changes are required to the document, check Keep the
document checked out after checking in this version. This allows the
user to continue making changes while locking the document from other
users until all changes are made. At the same time, the document is
available for sharing as it is continually being updated.

Add Comments to describe any changes or additional instructions related to
this document

Click OK. The file has now been checked in. Note that the green arrow is no
longer present.

New =~ Upload =~ @ Actions - Setlings *
Type N;éme _

l!ﬂ SharePoint Procedures Part 1 ! New

IE!J SharePoint Procedures Part 2 ! New

lﬂJ SharePoint Procedures Part 3 | NEw

l!ﬂ SharePoint Procedures Part 4 ! New

lﬂ"ﬂ Supplier Portal User Guide-training ! NEW

2.3. Picture (Image) Libraries

2.3.1. Create a Picture Library

Note: All photos, artwork, logos, etc. that are to be used on the Sharepoint sites

must first reside in a Picture Library.

Must have Administrator priviledge for this action.

Click on Site Actions located on the extreme right of the site navigation bar.
If Site Actions is not available, then Administration rights are not extended to
the user.

In the pull-down menu, click on View All Site Content
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Create Page
Create a page in this site.

Edit Page
Add, remove, or update Web Parts on
this page.

View All Site Content
View all libraries and lists in this site.

View Reporis
View reports on documents, pages and
tasks.

Site Settings
Manage site settings on this site.

Manage Content and Structure
Reorganize content and structure in this
site collection.

In the All Site Content screen, click on Create

All Site Content

| /" Create |

Name

Description

Document Libraries

The Create page offers several items to create: Libraries, Communications,
Tracking, Custom Lists, and Web pages. Under the heading Libraries, click
on Picture Library
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Create

= Picture Library
_LﬂJ Create a picture library when you have pictures you want te share. Picture libraries provide special features
for managing and displaying pictures, such as thumbnails, download options, and a slide show.

Libraries Communications Tracking Custom Lists

8 Document Library B Announcements & Links 8 Custom List

@ Form Library 8 Contacts @ Calendar @ Custom List in Datashe
8 Wiki Page Library 8 Discussion Board 8 Tasks 8 |anguages and Transla
O Picture Library 8 Project Tasks @ KFI List

8 Data Connection Library B |ssue Tracking & Lot Performance

@ Translation Management a8 Survey & SignificantEvents

¢ Inthe Name box, type a uniqgue name as it will appear in headings and links
throughout the site.
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MName

SharePoint Images and Pictures

Description

All graphics relating to SharePoint ;I
are stored in this library.

=

I Display this picture library on the Quick Launch?
' Yes & No

Create a version each time you edit a file in this picture librany?

' Yes ® 1o

Create Cancel

In the Description box, type a comprehensive description to help visitors
understand the type of files to be included in this library.

Multiple picture libraries can be created.

Generally, the Picture Library is hidden. Select No_ unless the Picture
Libraries should be visible in the Quick Launch area.

If a new version is required after each edit, click Yes in the Document Version
History section.

Click on the Create button. The new library page is displayed. It is now
ready to have files uploaded.
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SharePoint Images and Pictures

All graphics relating to SharePoint are stored in this library.

Mew - Upload = | Actions - Settings -

Type MName

There are no pictures to show in this view. To add a new picture, click "Upload” abave.

2.3.2. Add Images to the Picture Library — Single

¢ Navigate to the Picture library and select Upload, then Upload Picture

SharePoint Images and Pictures
All graphics relating to SharePeint are stored in this library.

Mew » Upload | = | Actions » Settings -

Type & Upload Picture
Upload a picture from your computer to
There are n j thFi's Iibran_.?_ Y P ick "Upload” above.

Upload Multiple Pictures

# [[_'l Upload multiple pictures from your

computer to this library

e Browse to the picture’s location, highlight the picture, and click OK. (Or
double-click on the picture.)
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VCR#
oose File to Upload A= aenzn0aeser7 ] | 49| | [ Live search
Laak ir: IbﬁhareF‘oint j Q2R

@Samp\e Questions For GAP

&) sen_warkflow

Exf]sen_warkflow J ﬁ - - [ @ ~ Page~ Safety ~ Tools = @
] shareFoint Added Web Pa 1
@Sharepmnt edit webpart de Welcome Hauenstein, Rick R = | My Site | My Links = | @

Tvype: Snaglk Editor Image

(&) sharePoint Layaut
Size: 9.90 KB -

(&) sharepoint_galden_men

Date Modified: 1/6/2011 10:26 AM g

|8l DocLib_1 ) sharepaint_loga
Iﬁ ExceptionReport @Suppher Portal User Guide

i355IM Portal w1.0 FRS w1.0 @Suppher Portal User Guide-1

i355IM QA Portal Home Page Mack Up @TPM Structure

GS5IM Training Strateqgy draft @Training Modules by Sharef EXTERNAL SITES GPO SAP TEAM
() men_folder_grey @Training Modules For Admin

minutes_jan_03 @Training Modules For Users
“HPortal Mackup @Jtramlngjocfhhsjj

|

File riame: [abbot_loga_blue =l Open |

Files of type: [0 Fies ) =l Cancel |
1 4 Browse

Upload Multiple Files

[¥] Overwiite existing files

0K Cancel
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SharePoint Images and Pictures: abbott_logo_blue
? The document was uploaded successfully. Use this form to update the properties of the document.
oK Cancel |
‘x Delete ltem | $Spelling... * indicates a required field |
Name * abbatt_lago_blue PG
Preview
Title |Abbott Logo
Date Picture Taken |3;1;2011 m |1 PM LI |05 LI
Description Official Abbott Logo for all presentations and formal documents. ;I
|
Used as alternative text for the picture.
Keywords ;I
[
For example: scenery, mountains, trees, nature
Created at 3/1/2011 1:02 PM by oK | Cancel |
Last modified at 3/1/2011 1:02 PM by
o All fields are optional:
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Title

Date Picture Taken
Description
Keywords

e Click OK to upload the picture into the Picture Library.

(ol elNelNe]

e One graphic is now in the picture Library.

SharePoint Images and Pictures

All graphics relating to SharePoint are stored in this library.

MNew = Upload =  Actions = Settings =

Type  Name
[B]  abbott_logo_blue ! new 421 x 344

2.3.3. Add Images to the Picture Library — Multiple

e Navigate to the Picture library and select Upload, then Upload Multiple
Pictures

SharePoint Images and Pictures

All graphics relating to SharePoint are stored in this library.

New = Upload | '| Actions ~ Settings -

Typ 5 Upload Picture
Upload a picture from your computer to
| | s ibray 421x 344

Upload Multiple Pictures

ﬁ [D Upload multiple pictures from your

computer to this library.

e This opens the Microsoft Picture Manager. If the default location for the
pictures is not set, go to File, Locate Pictures . . .
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E Uploading Selected Pictures - Microsoft Office Picture Manager - |EI|1|
‘| File } Edit Wiew Picture Tools  Help Type a question for help =
f57  Add Picture Shorteut... By @ X |9 ™| 1w00% - @ ! P4n Sh | [8 Edit Pictures... | B8] Auto Correct !
F Locate Pictures. .. m B
e Lo REEE Upload - x
H zave i+ @I Bl A
B saveps... 1
0 files selected
@ saveal
Upload selected pictures to
ER
e btk ffww00130d: 16787 /SharePoin
'E;J Print... Ctrl+P t Images and Pictures)
Send To y I Upload settings
. . @ send original pictures
% Properties o -
" send pictures optimized For
¥ Exit wiewing on the Web

Other Folders Exist Total Transfer: 0 bytes

The selected locations do not contain pictures to preview.
Other Folders or files exist but cannot be previewed,

< |

0 files {0 bytes) 4

J_

Change Upload Settings... | Upload and Close | | Cancel |

e The Locate Pictures bar opens (right side of the screen) and allows
navigation to the pictures’ locations.

E @ @ Eanate Pictures r X

Locate Picture Shortcuts

To scan For pictures and
autarnatically add their Falders ta
the Picture Shortcuts lisk, select a
location, and then click Ok,

Lookin: |Local Disk (220 -

Local Disk ()

DD CD-RW Drive (D)
“Havenlr on LCHome01iUserssd! (H:

Gpa_datad o App (Leppafile0s)’ (k:
Gpo_deptd on ‘MetApp (Leppafiles)' (L)
Pcapps on 'Leppgfile01’ {M:)

m

Other Folders Exist

The srlerted lnratinns dn nnk conkain nicknees boaeesdiew.
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e The Picture Shortcuts bar (on the left side of the screen) displays all of the
directories that contain images. In this example, the SharePoint directory
contains the pictures to be uploaded.

=10l ]

Type a question for help -

E Uploading Selected Pictures - Microsoft Office Pickture Manager
 File Edit Yew Picture Tools Help

ifzﬁihortcutsu- = @ 0| % Ga @ K| ™| 100% - @ ! DA S| [ Edi Pictures... | 78] Auto Correct !

Picture Shortcuts x (2] = = i Locate Pictures - x
[37 Add Picture Sharkcut. .. = 2y
[ﬁ Iy Pickure Shorkouts Locate Pictures results
B2} My Pictures =l i = Mo picture shartcuts were added,

Adding picture shortcuts

{5) SharePaint i
@ Recently Browsed “_=_i = There are other ways to add
&3] SharePoint Images and Pictur s S,
[f—ﬁ Unsaved Edits U_se Locate_ PictL_lres again ko scan a
different disk drive,
|- @ Back to Locate Pictures
07891 2-blue-metallic-orb-icon-bu. .| 1 Manually add picture shorteuts by

choosing “Add Picture Shortcut™
from the File menu.

"'._-_ [ Add Picture Sharteut...

z abbott_logo_blue
( ~—
| sl ) [mE=s=s
| S A A I —— i — -
1 Files selected (210 KE) 07591 2-blue-metalic-a. .. 4 p — ] J_ @ EBack to Locate Pictures

Change Upload Settings... | Upload and Close | | Cancel |

e Select each picture to be downloaded by clicking on the image (or file name)
and holding down the Ctrl key. Note that four images to be uploaded are

highlighted below.
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073912-blus-me. ..

men_folder_grey

scn_workflow

]

=

Basic Functions

Picture (Image) Libraries

abbott_logo_blue

1
9 . PRE &
g
A ',Of

SharePaint Lawaout

workflows_portrait  wrench_sphere

wrench_tools

library.

.—J—

| @ Back to Locate Pictures

Change Upload Settings. .. | IUplaad and Clase | | Cancel |

The Picture Library now contains five uploaded pictures
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SharePoint Images and Pictures
All graphics relating to SharePoint are stored in this library.
MNew - Upload ~  Actions = Settings =
Type MName
E] 078912-blue-metaliic-orb-icon-business-tool-wrench1 ! New
@ abbott_logo_blue ! New
@ men_folder_grey ! NEw
@ sharepoint_golden_men ! NEW
@ sharepoint_logo ! NEw
2.3.4. Add Images to the Picture library — Manage Content and Structure
* Navigate to the desired site, click Manage Content and Structure in the Site
Actions drop down menu
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Create Page
Create a page in this site.

Edit Page
Add, remove, or update Web Parts on
this page.

View All Site Content
View all libraries and lists in this site.

View Reports
View reports on documents, pages and »
tasks.

Site Settings

i i . »
Manage site settings on this site.
Manage Content and Structure
% Reorganize content and structure in this
site collection.
e Click SharePoint Images and Pictures
::% Site Content and Structure
2] Refresh all GPO Procurement Home
= =, | GPO Procurement Home 21 | Actions v Settings ~ Show Related Resources Default View ~
i 47y Pub H [EE} Pages 2/28/20
@ 47 Quality Assurance O = Please tell us about Sharepoint 2/25/2C
Supplier Collaboration -
& aa Supp ~ [  Reusable Content 10/28/2
F ﬁLEa Supplier Management ]
: _ _ [ [E€T] Risk Assessment 11/16/2
# &7, Third Party Manufacturing e—
# 4, TPM Collaboration r = S
& [@ Announcements O Q| |ShareP0int Images and Pictures = |3r’1f2'31
# [ 8 Calendar l_ [EET] SharePoint Training Docul{SharePaint Images and Pictures/Farms Allltems. aspx}

e On the toolbar, click New and select Iltem.
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gﬁ. Site Content and Structure

E] Refresh all SharePoint Images and Pictures - All Pictures
=] _4-&'_1 GPO Procurement Home = [_a Up New = Actions = Settings * Shaow
+ .-."15'.1 Pub i Folder b Name
# ., Quality Assurance |l Hem box | |
e ._E Supplier Collaberation B = 0?8.912-hlue-metall|c-0rl:|—|cun-
aaa business-tool-wrenchl.png
+ __"-E_1 Supplier Management
# M, Third Party Manufacturing - B o abbott_logo_blue.JPG
# 435 TPM Collaboration | @ 0 men_folder_grey.jpg
# & | Announcements
L a sharepoint_golden_men.j
+ |8 Calendar : r I_.] el =l
# | ] Contentand Structure Repc ' [l |ﬁ] 0 sharepoint_logo.jpg

¢ Inthe Upload Document section, click Browse.

Add Picture: SharePoint Images and Pictures

Upload Decument Name

Browse to the picture you intend to upload I Browse... |

Upload Multiple Files

¥ ovenwrite existing files

OK | Cancel |

e Inthe Choose File to Upload dialog box, browse to the location of the image
file you want to upload, select the file, and click Open.

e For this example, upload the SharePoint Layout image file.
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x

Choose File to Upload X [genzoetresaai =] [ ¢4] [ 56| [8 vive search P
Look in' [ 3 SharePoint EHo® e E

91

()2

%) 075912-blue-metallic-orb-icon-business-tool-wrench J Eh B = [ * f= ~ Page~ Safety = Tools = @-

9 abbott_logo_blue

() men_folder_grey Welcome Hauenstein, Rick R * | My Site | My Links = | @
) Kflowe

3 sharepaint_galden_men
(%) sharepoint_lago | Tvpe: Snaglt Editor Image:

5 Size: 45,9 KB
9 workdlows_portrg 28 1/14/2011 1:19PM
) wrench_sphere

%) wrench_tonls ¥ EXTERNAL SITES v GPO SAP TEAM Site Actions

File: niamne: ISharaant Lapaut j Open I

Files of type [Pictures " gt"ipg."ipea.” pra) | Cancel |

ZIH-\SharePoint\SharePoint Layout.png Browse...

Upload Multiple Files__.

e

¥ Overwrite existing files

OK Cancel

¢ Click OK.
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SharePoint Images and Pictures: SharePoint Layout

‘f The document was uploaded successfully. Use this form to update the properties of the document.

X Delete ltem | %57 Spelling..

Name * IShareF’mm Layout png
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OK Cancel

*indicates a required field

Preview

Supplier Management

waew W 50 e 35 970w 8 o e of . Togretioans By Mt T e 8 v e, koK

- —— E——
o TON N 0 MRE 6 Sh0u 4 16 v Of BN TANGIM LMD WE 14 DI | N0n A0n te0r New Beve |
Web Pant  LEFT Web Pant  RIGHT
e Zone 1 Zone 1
b
EES———

T shaen

Web Part  RIGHT

Web Pann  LEFT
Zone 2 Zone 2
Quick Launch Area -
|a————
Web Part  RIGHT
Zone 3
-
“I 1 om
Title I
Date Picture Taken I E I 12 A4 ﬂ IUD d
Description d
=l
Used as alternative text for the picture.
Keywords ;I
=
For example: scenery, mountains, trees, nature
OK Cancel

Created at 3/1/2011 2:24 FM by
Last modified at 3/1/2011 2:24 FM by

o All fields are optional:

o Title

o Date Picture Taken
o Description

o Keywords

e Click OK to upload the picture into the Picture Library.

e This graphic is now in the picture Library.
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e The Sharepoint Layout file now appears in the picture library.

SharePoint Images and Pictures
All graphics relating to SharePoint are stored in this library.

New = Upload =~ | Actions = Setftings

Type Name

078912-blue-metallic-orb-icon-business-tool-wrench1 1 NEw
abbott_logo_blue ! NEw

men_folder_grey ! NEw

= &

SharePoint Layout ! MEw

sharepoint_golden_men ! NEW

& &

sharepoint_logo 1 New

2.3.5. Add Images to the Picture library — View All Site Content (Alternate)

¢ Navigate to the desired site, click View All Site Content in the Site Actions
drop down menu
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VCR#
= L1Q)
: Create Page
Create a page in this site.
— EditPage
?rf Add, remove, or update Web Parts on
this page.
L View All Site Content
-II_T | View all libraries and lists in this site.
View Reports
View reports on documents, pages and »
tasks.
Site Settings »
Manage site settings on this site.
~ Manage Content and Structure
I% Reorganize content and structure in this
*  site collection.
e Click the SharePoint Images and Pictures link.
Picture Libraries
i3] sharePointimages and Pictures
e Onthe Sharepoint Images and Pictures page, click Upload (select either
Upload Document or Upload Multiple Documents)
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SharePoint Images and Pictures
All graphics relating to SharePoint are stored in this library.

New «

Typ

&)
5
5]

Upload | | Actions ~ Settings -

. Upload Picture

3J Upload a picture from your computer to .
this library. ch1 & NEW
Upload Multiple Pictures

@ in Upload multiple pictures from your

computer to this library.

SharePoint Layout ! NEw
sharepoint_golden_men ! NEW

sharepoint_logo 1 NEw

From this point forward, the procedure for both single picture uploads and

multiple picture uploads is identical to the procedure in Section 2.3.2 and

Section 2.3.3.

2.3.6. Delete/Remove a Picture library

Must have Administrator priviledge for this action.
Navigate to the desired page (site) where the unwanted library resides.

Click on Site Actions located on the extreme right of the site navigation bar.
If Site Actions is not available, then Administration rights are not extended to
the user.

In the pull-down menu, click on View All Site Content
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; Create Page
Create a page in this site.

—— EditPage
f Add, remove, or update Web Parts on
— this page.

= View All Site Content
'J-FJ View all libraries and lists in this site.

View Reporis
View reports on documents, pages and »
tasks.

Site Settings
Manage site settings on this site.

Reorganize content and structure in this

[ﬁ% Manage Content and Structure
*  site collection.

e Click on the library name to be deleted. In the example below, delete the
SharePoint Images and Pictures library
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All Site Content

Create

Name

Document Libraries

3] Documents
] Form Templates
3] GPQ Terms and Acronyms

] Images

Picture Libraries

() SharePoint Images and Pictures

e Click on SharePoint Images and Pictures

e Click on Document Library Settings
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VCR#
Settings ~
Create Column
r Add a column to store additional
information about each item
Create View
k Create a view to select columns, filters
= and other display settings
Document Library Settings
@? Manage settings such as permissions,
columns, views, and policy.
< Manage Workflows
Edit or delete workflows in this list or
library
. Create Workflow
+1’ Create a new workflow using the Mintex
Xe by : -
Waorkflow designer
e The Customize page appears. Under the Permissions and Management
section, select Delete this picture library
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VCR#
Customize SharePoint Images and Pictures
List Information
Name: SharePoint Images and Pictures
Web Address: http-/iww00130d:16787/SharePoint Images and Pictures/Farms/Allltems aspx
Description: All graphics relating to SharePoint are stored in this library.
General Settings Permissions and Management
@ Title, description and navigation O Delete this picture library
8 Versioning settings 8 Save picture library as template
8 Advanced seftings 8 Permissions for this picture library
8 Manage item scheduling 8 Manage checked out files
8 Audience targeting seftings 8 Workflow seftings
8 Information management policy seftings
|
rvascript: Deletelist() l_l_l_l_l_l_ ‘ﬁ Laocal
Estartl @ (& 112 1BM Lotus hotes. .. 'I 13 lirks | 1] links - Microsaft YWard | 9] Supplier Portal User... I ] Document - Micras. .

o Deleting a library also deletes all files in the library. It is not necessary to
have an empty library before deletion.. Make certain that any required files
are moved to another library. SharePoint does issue a warning prior to
deletion.

Message from webpage il

“» | This picture library will be removed and all its pictures will be deleted, Are vou sure you want ko send this picture
\'Q) library to the site Recycle Bin?

Ok I Cancel |

e Click OK to delete the selected library.

e A deleted library goes to the Recycle Bin and can be restored with all files (if
any) intact. Follow the procedure in Section 2.5.2 Restore a Deleted Item.
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2.4.  File Management

e The following file management topics are covered in the Document Library
section above:

o Upload a single file, Section 2.2.3
Upload multiple files, Section 2.2.4
Checking out a file, Section 2.2.5
Cancel a File Checkout, Section 2.2.6.
Checking in a file, Section, 2.2.7

©Oo0O0Oo

2.5. Restoring A Library Item From The Recycle Bin

e The SharePoint recycle bin provides two-stage protection against accidental
deletions. When an item is deleted from one of the libraries, it is deleted from
the site and moved to the site’s Recycle Bin where it can be restored. If the
item is then deleted from the Recycle Bin, it is moved to the site’s collection
Recycle Bin. From there, the item may either be deleted (permanently) or
restored to its original location.

e By default, the site’s Recycle Bin holds the item for 30 days. The SharePoint
administrator can modify this setting.

2.5.1. Delete an Item (Goes into Recycle Bin)

e Open the library where the file to be deleted resides. Either select the library

from the Quick Launch area or View All Site Documentation. I { Formatted: Font: gotd

e Under Site Actions, select View All Site Content
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Restoring A Library Item From The

5t N &

ﬁ%, Reorganize content and structure in

Create Page
Create a page in this site.

Edit Page
Add, remove, or update Web Parts on
this page.

View All Site Content
Wiew all libraries and lists in this site.

View Reports
View reports on documents, pages 4
and tazks.

Site Settings
Manage =ite 2ettings on thiz site.

Manage Content and Structure

thiz site collection.

Recycle Bin

e |fthe user only has Read or Contribute permission, check to see if the

required library is available from the Quick Launch area or from one of the

menu bar items.

e If View All Site Documents is selected, the All Site content screen is
displayed. Locate the library (in this example, “SharePoint Training
Documentation.”)

pages that are created in this site.

i Create View: All Site Content ]
Name Description tems  Last Modified

Document Libraries

|53 Documents Thiz system lirary was created by the Publizhing feature to store 0 4 months ago
documents that are used on pages in this site.

|5a] Form Templates Thig library contains administrator-approved form that 1 5 weeks ago
were activated to this site collection.

|5a] SharePoint Training Documentation This library consists of all available GPO SharePoint training 5 24 hours ago
materials.
images that are used on pages in this site.

|G3] News Letters 0 4 months ago

|5a] Pages This system lizrary was created by the Publishing feature to store 7 2daysagoe

e The library containing the files is displayed.
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SharePoint Training Documentation

This library contains all the Sharepoint training m

Mew +  Upload ~  Actions v Settings «

Type MName

Iﬂ_'l SharePoint Procedures Part 11 Hew
I.E_] SharePoint Procedures Part 2 1 NEW
LE_] SharePaint Procedures Part 3 | Hew
I.E_] SharePoint Procedures Part 4 1 New

e Place the cursor over the file to be deleted and click on the down arrow.

MNew - Upload =  Actionz - Settings =

Type Name

@ | SharePoint Procedures Part 1 ] Mew -
IE._j SharePoint Procedures Part 2 | vew Check Effective Permis=ions

Iﬂl_*] SharePoint Procedures Part 3 1 HEw View Properties

Iy SharePoint Procedures Part 4 1 Hew Edit Properties

I@] Supplier Portal User Guu:le-tnﬂining!NE'ﬂI Manage Permiz=sions

Edit in Microsoft Office Word
Delete

Send To L4
Check Out

Publizh a Major Version

e & [XEEU

y
[

erzion History
Workflows

View Workflow History

Bk

Schedule Workflows

Alert Me

e Click Delete and at the warning message, click OK. The file is then removed
from the current library and moved into the Recycle Bin.
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New -+ Uplgad =~ | Actions ~ Settings -

Type Name Modified "
i | SharePoint Procedures Part 1 1 vew Message from webpage =l

W]  SharePoint Procedures Part 2 ! HEwW

? Are wou sure vou want to send this jkem ta the site Recyels Bin?
W]  SharePoint Procedures Part 3 I Hew e |

@ SharePoint Procedures Part 4 ! MEw
0K I Cancel |

W]  Supplier Portal User Guide-training ! HEW

e The file (Sharepoint Procedures Part 1) has been removed from the library.

Mew = @ Upload = | Actions = Settings =

Type MName

@ SharePoint Procedures Part 2 I NEW
lﬂ_" SharePaint Procedures Part 3 ! NEW
lﬂJ SharePoint Procedures Part 4 | NEW

2.5.2. Restore Deleted Item

e Select Recycle Bin from the Quick launch area.
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Surveys

Please tell us about

Sharepoint
Repositories

Teols and Templates

Training

Rigk Azsezzment

News Letters

SharePoint Training
Documentation

GPQ Terms and
Acronyms

Lists
Events Calendar

Quick Links
Ask a Question
FAQs

Sites

Pub

Abbott Again Recegnized
for Qutztanding
Citizenzhip in China

GPO SAP Team

: Recycle Bin

e The Recycle Bin contains the deleted file(s) and showthe file(s)’ original
location.

e Select the file(s) to be restored by clicking on the box preceding each file.

e Click on Restore Selection.
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Recycle Bin

Recycle Bin

U=e thiz page to restore itemz that you have deleted from thiz =ite or to empt

4™, Restore Selection }( Delete Selection

[ Type Name Original Location
™ @]I_j SharePoint Procedures Part ISharePeint Training
1.doc Documentation

e The Recycle Bin is now empty.

Recycle Bin
Use this page to restore items that you have deleted from this si
ago will be automatically emptied.

@ Restore Selection x Delete Selection
[ Type Name Orginal Location

There are no items in the recycle bin.

e And the previously deleted file has been restored to its original library.

Mew = | Upload = @ Actions = Settings ~

Type  MName

uE_I‘| SharePoint Procedures Part 1 ! HEw
lﬂ_" SharePaint Procedures Part 2 | NEw
uE_I'| SharePoint Procedures Part 3 ! Hew
lﬂ_" SharePaint Procedures Part 4 | NEw
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_ { Formatted: Heading 3

-
<

2.5.3. Delete an Item from the Recycle Bin (Permanent Deletion)

. . _— { Formatted: Bullets2
e Select Recycle Bin from the Quick launch area. <~ { Formattea: Buets

Surveys

Please tell us about
Sharepoint

Repositories
Teols and Templates
Training
Rizk Azsessment
News Letters

SharePoint Training
Documentation

GPO Terms and
Acronyms

Lists
Events Calendar
Quick Links
Aszk a Question
Fals
Sites
Pub

Abbott Again Recognized
for Qutstanding
Citizenzhip in China

GPO SAP Team

.:E Recycle Bin

e _The Recycle Bin contains the deleted file(s) <~~~ { Formatted: Buets2

e Select the file(s) to be permanently removed by clicking on the box preceding
each file.

e Click on Delete Selection.
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Recycle Bin

U=e thiz page to restore itemz that you have deleted from thiz =ite or to empt

4™, Restore Selection }( Delete Selection

[ Type Name Original Location
™ lE._] SharePoint Procedures Part ISharePeint Training
1.doc Documentation

«--" {Formatted: Bullets2

e The Recycle Bin is now empty.

Recycle Bin

Use this page to restore items that you have deleted from this si
ago will be automatically emptied.

_\'f"*" Restore Selection x Delete Selection
[ Type Name Orginal Location

There are no items in the recycle bin.

e The permanently deleted file has been removed from the SharePoint library <~~~ {FC”ma“Ed: Bullets2

and cannot be retrieved.

Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 59 of 217
Material All Rights Reserved"



‘ a Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier Portal
System Version 1.0
VCR#

Mew = @ Upload = @ Actions = Settings =

Type MName

15_1 SharePoint Procedures Part 2 | HEW
lﬂ_" SharePaint Procedures Part 3 ! NEW
@ SharePoint Procedures Part 4 | NEW

2.6. Web Parts

2.6.1. Add Web Part to a page

Basic Functions

Web Parts

o Navigate to the desired site, click Edit Page in the Site Actions drop down.

1= Create Page
Create a page in thiz site.

i Edit Page
l EI Add, remove, or update Web Partz on

thiz page.

]Ilil View All Site Content
Yiew all librariez and lizts in thiz site.

View Reports
View reportz on documents, pages
and tazks.

Site Settings
Manage =ite 2ettingz on thiz zite.

Manage Content and Structure

% Heorganize content and structure in

thiz =ite collection.

]

e This opens the SharePoint edit mode

«-- " ‘[Formatted: Bullets and Numbering ]
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VCR# Web Parts
e Pointto Add Web Parts. A new page opens in design mode and the Add
Web Parts — Webpage Dialog appears.
], Add = Web Part
|Add a Web Part {opens in new windnw)h odit = | %
Test News
A Read More...
- ViSION: creste 2 world class supplier network
’ Mission: improve patients’ lives by ensuring global supply
M of high-quality sourced goods and services through relationship
management and targeting the lowest total cost of ownership
Procurement

¢ Notice that this example illustrates that the added web part is to be inserted in
the “Left” zone. If the web part was intended to be placed in the right zone,
then the link “Add a Web Part” under the “Right” zone heading would have
been selected.
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g Add Web Parts -- Webpage Dialog x|

GPO Procurement Home

\j)i\dd Web Parts to Left

[l 'ij Announecements

[l _tﬂ Calendar

Lize the Calendar list to keep informed of upcoming meetings, deadlines, and other important 2vents

- _J Content and Structure Reports

Uiz the reports list to customize the

IC [[3] Documents

_lﬂ EventsCalendar

I Faa

|| Form Templates

This library contains administrato

O O d

1

[1I] G551M Event Log

1

3] Images

This system library was created by the Publ

M [&] Links
u

== the Links list for

1

__J News

Advanced Web Part gallery and options

e The Add Web Parts ~Webpage Dialogue box contains all of the available
web parts. They are divided into categories:

Lists and Libraries
Business Data
Content Rollup
Dashboard

Filters
Misellaneous

O O0OO0OO0O0O0
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o Outlook Web Access

o0 Search

o Site Directory

From the available Web Parts, select the required web part, and click Add.

[ ]
. . . - - — 7| Formatted: Bullets and Numberin
e Click on Exit Edit Mode. * { = umbering )
C { Formatted: Font: Bold ]
* - -~
B ‘[ Formatted: Normal ]
Site Actions ~ { Formatted: Default Paragraph Font,
/| Font:

Exit Edit Mode X )

Right
!

), Add a Web Part ~ /

2.6.2. Remove Web Part from a page

e On the page that you want to edit, click Edit Page in the Site Actions drop
down menu.
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Create Page
Create a page in thiz zite.

Edit Page
Add, remove, or update Web Partz on
thiz page.

View All Site Content
View all librariez and liztz in this site.

View Reports
View reports on documents, pages
and tazks.

Site Settings
Manage =ite 2etting=s on thiz site.

Manage Content and Structure
Reorganize content and structure in
thiz =ite collection.

Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)
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e Inthe shared view, click the edit arrow for the Web Part to be deleted, and

VCR#
e
iz
select Delete.
Left
O, Add a Web Part

VISIOI"I : Create a world class supplit—

Minimize
Close
X Delete
|

Connections

Export__.

_2 Modify Shared Web Part

edit > X

ission Web Part MenuL
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VCR# Web Parts
e Do notglick,on the “x” (next to the edit arrow). This simply closes the web -~ { peteted: ¢
part. Unlike other Windows’ applications, it does NOT delete the item. + {Deleted: ing

. . . " { Deleted: i
e A closed web part can be reopened. The following section describes the {De eted: |

U A

process to recover, or re-open, a closed web part.

e Click on Exit Edit Mode «--" { Formatted: Bullets and Numbering

7777777777777777777777777777777777777777777777777 T { Formatted: Font: Bold

o \[ Formatted: Normal

Site Actions ~ /{ Formatted: Image

U A

Exit Edit Mode X /

Right

), Add a Web Part -

2.6.3. Re-open a Closed Web Part

e A web part that has been closed can just as easily be reopened.

o Goto Site Actions and click on Edit Page

0 Click on Add a Web Part. This opens the Add Web Parts — Webpage
Dialog box.

o At the lower right side of this dialog box, click on the Advanced Web Part
gallery and options link as shown below.
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% GPO Procurement Home

_3) Add Web Parts to Left

Il 5_‘] Announcements
Use the Announcements list to post messages on the home page of your site.

Il __u] Calendar

Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important events.

Il _ﬂ Content and Structure Reports
Use the reports list o customize the queries that appear in the Content and Structure Tool views

[T i3] Documents
This system library was created by the Publishing feature to store documents that are used on pages in this site

[ [d] Eventscalendar

[ ([ Faa
S =

Advanced Web Part gallery and options

add | cancel |

e The Add Web Parts dialog box opens. Note that it shows the number of
closed web parts. ,The Web Part List identifies the closed web parts and it =~ -~ {De'etedi In this example there are J

******************** 14 closed web parts.
shows how many web parts have been closed..

R ‘[ Deleted: os

e Locate the closed web part by name. If no name was given when the web
part was created, it will simply be listed by the general web part name, such
as Content Editor Web Part..

Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 66 of 217
Material All Rights Reserved"



‘ a Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier PorFaI Basic Functions
System Version 1.0 Web Parts
VCR#

Browse b

Select the collection you want to browse.

Clo=ed Web Parts (16}
GPO Procurement Home Gallery (98}
Server Gallery {13]

Web Part List

=] Links

_._[] News

8] Search Box
Gp SharePoint List Fitter

=l | SharePoint Training Portal
=

Previous 11 to 16 (of 16)

Site I1Llse for Formatted text, tables, and images.l

]Addto:lLEﬁ = [_aw | |

e In this example, the SharePoint Training Portal was closed. Simply drag __ - | Deleted: Fortunately, there is only
. . . ) . - oY one Content Editor Web Part on the
the item to the appropriate location on the SharePoint site. The web part list.

appears in the location where it was dropped. The web part can be relocated
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by using the “Edit Web Part” jo select the proper zone (Left, Right, or one of - - {De'etedi and

the numbered vertical zones). ~ { Deleted: ion

_ -1 Deleted: <#>If more than one
Content Editor Web Part is listed,
drag and drop each one until the

Browse = correct web part is shown.q

Select the collection you want to browse.

GPO Procurement Home

Closed Web Parts (16)
GPQ Procurement Home Gallery (98)
Server Gallery (o)

SUPPLIER MAHAGEMENT THIRD PARTY MANUFACTURING PURCHASING au.

Web Part List
=] Links
Left _,__|J News

3] search Box
- Add a Weh Part = s
SharePoint Training Portal q" i '\(J SharePoint Lizt Fitter

ared Version of this page

__| &l | sharePoint Training Portal
3 site Image

Previous 11 to 16 (of 16)

- VISIOHZ Create a world class supplier ne

M ISsion. To improve patients' lives by

P
m of high-quality sourced goods and services thro

management and targeting the lowest total cost

Procurement
PPO GPO
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egp = M
r‘iy: SharePoint WWS 3.0 Training Tutorials
e A comprehensive guide to all your SharePoint
- “ l p g ¥
Q /.I.\T‘v - O requirements. These tutorials cover
Q J”i /__ "\ "'":.-/ || ; s’ + general SharePoint information
\V\ i = v;f’ » project specific information
This is 2 sample link to the SharePoint Documentation
-~ ‘/ & Likrary AND the proposed SharePoint courses.
} i This is where all SharePoint training materials will be
located. This includes CBT materials as well as user
guides.
j The following is 2 quick link te the List Template Gallery
where all GPO Procurement templates are stored. NOTE:
This link will not be available on the production website.
e = | X
- ViSion: Creats 3 world class supplisr nstwork
_,__' MiSSION: voimprove pstients tvse by sneuring giobat suppy
m of high-guslity sourcsd goods and ssnvicss through rsistionship
manzsgemant and targsting the lowsst total cost of ownsrship.
Procurement
e The SharePoint WWS 3.0 Training Tutorials has now been restored.
Either use the Move tool to relocate the web part to another zone on the Left
side, or use the Web Part editing menu to specify the correct zone.
. . . - - — 7| Formatted: Bullets and Numberin
e Click on Exit Edit Mode. * { . umbering |
«- - { Formatted: Normal ]
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Site Actions ~ /{ Formatted: Image ]
/

Exit Edit Mode X /

Right

=), Add a Web Part —

| Note 1: Web parts can be restricted from Hide or Close by making the appropriate selectionin  «-- - ‘{Formatted: Normal, Don't adjust
the Content Editor. All options in the Content Editor are described in Section 2.6.4 (Edit/Modify space between Latin and Asian text
a Shared Web Part).

| Note 2: A Web Part should not be closed unless it is justified. Closed means that the Web Part
is just hidden, NOT deleted. Closing Web Parts takes up significant memory and can cause
poor site performance. A closed web part functions as a working web part, that is, it can receive
data, its links are functional, etc.

2.6.4. Edit/Modify a Shared Web Part

Note: In order to create an HTML shared web part, do NOT use the Rich Text
Editor. Skip to Section 2.6.5 (Using HTML/XHTML to Modify a Web Part).

e On the page that you want to edit, click on the arrow and a drop-down menu
appears. For this example, click on the arrow on the SharePoint WWS 3.0 - {De'etedi Announcements J
Training Tutorials web part.

SharePoint Training Portal [Deleted: 1 )
Minimize

Close

SharePoint WWS 3.03  Modify Shared Web Part

Export...

A nnennenbhaoniven meida #0 A

e Select Modify Shared Web Part.

e The page opens in design mode with the selected Web Part outlined with a
dotted yellow line. The properties for the Web Part are displayed in a pane
that opens on the right side of the page.

- { Formatted: Bullets and Numbering ]
e OR, select Edit Page from the Site Actions menu item. “__ - { Formatted: Font: Bold ]

N ‘[Formatted: Font: Bold
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Basic Functions

GPO SAP TEAM

PUB =
Create Page

| | Create a page in thiz site.

Edit Page
Add, remove, or update Web Partz on

l-} thiz page.

View All Site Content

IIE View all licrariez and liztz in thiz site.

View Reports
View reportz on documents, pages

and tazks.

Site Settings
Manage =ite =ettings on thiz site.

Web Parts

Manage Content and Structure
Reorganize content and structure in

b thiz site collection.

L]
options.

Abbott Laboratories Proprietary
Material All Rights Reserved"

- - - ‘[Formatted: Normal
{Formatted: Image
1

1

I

<

«- - ‘[Formatted: Normal

U J

- {Deleted: Some

- ‘[Deleted: also
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edit | X

Kinimize
Cloze

Delets

sl X

Modify Shared Web Part
Connections

Export...

e The Export option allows a Web Part to be exported from one site to another
site within a site collection. When a Web Part is exported/imported that has
already been configured, all existing settings are intact.

e The Connections option connects two or more web parts so changes in one
are reflected in the connected web parts.

e _Select Modify Shared Web part <~~~ { Formatted: Bulets2

77777777777777777777777777777777 T { Formatted: Font: Bold
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Content Editor o
Content Editor
To enter formatted text and graphics, click
Rich Text Editor.
Rich Text Editor... |
To type HTML =ource code, click Source
Editor.
Source Editor... I
Content Link
To link to a text file, type a URL.
Test Link
Appearance
Layout
Advanced
Ok I Cancel Apphy
o Edit the properties to be changed. Properties specific to a Web Part appear
at the top_section of the editor dialogue box.
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VCR# Web Parts
e Properties common to all web parts are shown below. These are described
in detall in Section 2.6.6 (Description of Edit Options).
o Appearance
o Layout
o Advanced
. . . . . _1F tted: Font: Bold
s Acontent editor web part contains a Rich Text Editor to modify the - Formatted: Fot: 50
content.
<] Mission Dol &
Content Editor 2
Content Editor
To enter formatted text and graphics, click
Rich Text Editor.
Rich Text Editor... %l
To type HTHWL =ource code, click Source
Editor.
Source Editor... I
Content Link
To link to a text file, type a URL.
Test Link
+| Appearance
+| Layout
+| Advanced
. . . . . _ - Formatted: Font: Bold
e Click on the Rich Text Editor to edit the content editor web part e {
) h ] h ) il - T { Formatted: Font: Bold
e A new window opens that contains the HTML Editor — Web Page Dialogue,, . { Formatted: Bullets and Numbering
\\ ‘[Formatted: Font: Bold
\{Formatted: Font: Not Italic
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g HTML Editor -- Webpage Dialog x|

= & 8 @=

Select ™ |Styes ™ - |A - Al-|B 7 U i= i=

Current Selection : Nong

=
SharePoint WWS 3.0 Training Tutorials
" — A comprehensive guide to all your SharePoint
Q /‘»f requirements. These tutorials cover
Q‘- P/\ £ At ) + general SharePoint information
x\/\ + project specific information
— i
E This is a sample link to the SharePoint Documentation
. - e - Library AND the proposed SharePoint courses.
This is where all SharePoint training materials will be
located. This includes CBT materials as well as user
guides.
The following is a quick link to the List Template Gallery
where all GPO Procurement templates are stored. NOTE:
This link will not be available on the production website.
| -
OK I' Cancel |r

o Make the appropriate changes using the HTML editor. This method is slightly

opens a window showing the Microsoft HTML source code which contains a
significant amount of extraneous HTML code.
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px solid; BORDER-LEFT: Opx solid; BORDER-TOP: Opx solid; BORDER-RIGHT: Opx salid”
border=0 src="http:/fww00130d:16787/Publishinglmages/imageb1079_61795 png"=</P=

<P style="MARGIN-RIGHT: Opx" dir=ltr

align=right></P><TH></TR=></TBODY ></TABLE></DI\>

<TABLE style="WIDTH: 100%" border=0 cellSpacing=0 summary="" cellPadding=0=
<TBODY=

<TR=

<TH style="TEXT-ALIGN: left" width="100%">

<P=<SPAM style="FONT-SIZE: large"=Vision:</SPAN= &nbsp:Create a world class supplier
network<BR><BR=<SPAN style="FONT-SIZE: large">Mission: </SPAN=To improve patients’
lives by ensuring global supphy<BR=of high-quality sourced goods and services through
relationship=BR>management and targeting the lowest total cost of ownership.
</P><fTH></TR></TBODY ></TABLE></TH></TR></TBODY></TABLE>

<P style="TEXT-ALIGN: left; MARGIN: Opx. mso-kinsoku-overflow: 1. mso-char-wrap: 1. mso-
line-spacing: 100 0 50" clags=0 v:shape="_x0000_s3074"=&nbsp.</P>

<DIV=</DIV>

<DIV style="TEXT-ALIGN: right"=&nbsp; </DIV=<BR=

<DIV style="TEXT-ALIGN: right">&nbsp:&nbsp: </DIV|

e Click Apply to make changes without closing the pane.
e Click OK to exit.
e Click Exit Edit Mode

Site Actions =

Exit Edit Mode X

Biahf
FIgnt

=L, Add a Web Part -

Note: The images used in a web part must be available in the picture (image)
library.

Basic Functions
Web Parts

«--" { Formatted: Bullets and Numbering ]
«--- { Formatted: Normal J
{ Formatted: Image ]
K
/
//
/
<
«- - { Formatted: Normal J
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2.6.5. Using HTML/xHTML to Modify a Web Part

e Click the arrow on the web part to open the menu and select Modify Shared

Web Part,

e Or select Edit Page from the Site Actions menu and select Edit, then

Modified Shared Web part .

Minimize
Close

SharePoint WWS | X  Dekete

53 Modify Shared Web Part
A comprehensive guide t =
requirements. These tuto SRR
Expaort...

+ general SharePoint information

+ project specific information

This is a sample link to the SharePoint Documentation
Library AND the proposed SharePoint courses.

This is where all SharePoint training materials will be
located. This includes CBT materials as well as user
guides.

The following is a quick link to the List Template
Gallery where all GPO Procurement templates are
stored. NOTE: This link will not be available on the
production website.

e In the content editor, click on Source Editor.

- {Formatted:

Font: Not Bold

« - {Formatted:

~~ ~
N ‘[ Formatted:
w

\
\
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Basic Functions
Web Parts

Content Editor

To enter formatted text and graphics, click
Rich Text Editor.

Rich Text Editor...

To type HTHL =ource code, click Source
Editor.

I Source Editor...

e [f this is to create a new web part, enter all the HTML code.

e Normal HTML structure is:

<HTML>
<HEAD>
<TITLE>The document title</TITLE>
</HEAD>
<BODY>

</BODY>
</HTML>

e The Source Editor only requires the code that is located between the BODY
tags.
e A Text Entry box opens in a separate window ready for the HTML code.

””” - o
AN ‘[Deleted:,

o
Deleted:
J

- ‘[Deleted

: simply a modification

/

N N { Deleted

: the appropriate

) ‘[ Deleted

: appropriate

o

«- - {Formatted: Bullets and Numbering j

o ‘[Formatted: Font: Bold

)
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g Text Entry -- Webpage Dialog il
<table cellpadding=10 cellspacing=0= =
<tr=
<td=

<p=<img src="http:/fww00130d: 16787

/Publishinglmages/sharepoint_golden_men jpg"=</p=</td=

<td=

<p=&nbsp <ip=

=p align=center=<font size=4 face=Arial align="center"><b>SharePaint&nbsp:WV\VWS 3.0
Training Tutorials</b=<font>=</p>

<p=<font size=2><b=A comprehensive guide to all yvour SharePoint requirements. These
tutorials cover

<ul=

=li=general SharePoint information</li>

=li=project specific information=/li=

<ful=

This is a sample link to the <a href="http:/fww00130d:16787/SharePoint%20Training%20
Documentation/Forms/Allltems.aspx” target="_blank">SharePaint Documentation Library AND
the proposed SharePoint courses. </a=<hr=<br=

This is where all SharePoint training materials will be located. This includes CBT materials as
well as user guides.

</b><font=

=/p=

zp=<font size=2=<h=

The following is a quick link to the <a href="http:/fww00130d:16787 o
/_catalogs/it/Forms/Allltems_aspx” target="_blank"=List Template Gallery</a= where all GPO
Procurement templates are stored. NOTE: This link will not be available on the production

wehsite </b=<font=</p= =

wia e

Save Cancel |

e |[fthe Rich Text Editor is used at any point, the changed or added code will
revert to Microsoft HTML.

e Click Save to close the Source Editor window.
e Click OK on the Content Editor.

e Click Exit Edit Mode P { Formatted: Bullets and Numbering ]
7777777777777777777777777777777777777777 ; o { Formatted: Font: Bold J
o \[ Formatted: Normal j
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Site Actions ~ /{ Formatted: Image
/

Exit Edit Mode X /

Right

=), Add a Web Part —

- { Formatted: Normal

2.6.6. Description of edit options

e Although there are several different edit panes (depending on the web part
type), three characteristics are common to all web parts. They are:

o0 Appearance
o Layout
o Advanced

Appearance
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—| Appearance
Title
Kiz=ion
Height
Should the Web Part have a fixed height?
™ ves I Pixels ll
% Mo. Adjust height to fit zone.
WWidth
Should the Web Part have a foiced width?
{" ves I Pixels ll
(¥ No. Adjust width to fit zone.
Chrome State
" Minimized
(s Maormal
Chrome Type
I Title and Border ll
Title Specifies the title of the Web Part that appears in the Web Part title bar.
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Height | Specifies the height of the Web Part.
Width | Specifies the width of the Web Part.
Chrome Specifies whether the entire Web Part appears on the page when a user opens the Web Part
S Page. By default, the chrome state is set to Normal and the entire Web Part appears. Only the
tate . . L
title bar appears when the state is set to Minimized.
Chrome | Specifies whether the title bar and border of the Web Part frame are displayed.
Type
Layout
=1 Layout
I Hidden
Direction
I Mone il |
Zone
I Left = I
Zone Index
| 1
*| Advanced
Specifies whether the Web Part is visible when a user opens the Web Part Page. If the check
Hidd box is selected, the Web Part is visible only when designing the page and has the suffix
I00en 1 Hidden) appended to the title.
Hide a Web Part if it is to be used to provide data to another Web Part through a Web Part
connection without displaying the Web Part.
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Direction

Specifies the direction of the text in the Web Part content. For example, Arabic is a right-to-left
language; English and most other European languages are left-to-right languages. This setting
may not be available for all types of Web Parts.

Zone

Specifies the zone on the Web Part Page where the Web Part is located.

Zones on the Web Part Page are not listed in the list box when there is no permission to modify
the zone.

Zone
Index

Specifies the position of the Web Part in a zone when the zone contains more than one Web
Part.

To specify the order, type a positive integer in the text box.

If the Web Parts in the zone are ordered from top to bottom, a value of 1 means that the Web
Part appears at the top of the zone. If the Web Parts in the zone are ordered from left to right, a
value of 1 means that the Web Part appears on the left of the zone.

For example, to add a Web Part to an empty zone that is ordered from top to bottom, the Zone
Index is 0. When adding a second Web Part to the bottom of the zone, its Zone Index is 1. To
move the second Web Part to the top of the zone, type 0, and then type 1 for the first Web Part.

Each Web Part in the zone must have a unique Zone Index value. Changing the Zone Index
value for the current Web Part changes the Zone Index value for other Web Parts in the zone.

Advanced
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[=] Advanced

[¥ Allow Minimize

Export Mode
IEprrt all data ;I

Description

|Usa for formatted text, tables, and im

Help Mode

I Modeless = I

Catalog lcon Image URL

|f_laynutsfimagesfmscantl gif

Import Error Message

[Cannot import this Web Part.

Target Audiences

| OK | Cancet | Apply |

Basic Functions
Web Parts
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Allow Minimize

Specifies whether the Web Part can be minimized.

Connections

Allow Close | Specifies whether the Web Part can be removed from the Web Part Page.
Allow Hide Specifies whether the Web Part can be hidden.
Allow Zone | Specifies whether the Web Part can be moved to a different zone.
Change
Allow Specifies whether the Web Part can participate in connections with other Web Parts.

Allow Editing in
Personal View

Specifies whether the Web Part properties can be modified in a personal view.

Export Mode

Specifies the level of data that is permitted to be exported for this Web Part. Depending
on the configuration, this setting may not be available.

Specifies the URL of a file containing additional information about the Web Part. The file

U2 IR is displayed in a separate browser window when clicking the Web Part title.
Specifies the ScreenTip that appears when the mouse pointer rests on the Web Part
Description title or Web Part icon. The value of this property is used when searching for Web Parts
P by using the Search command on the Find Web Parts menu of the tool pane in the
following Web Part galleries: Site, Virtual Server, and Web Part Page.
Specifies the location of a file containing Help information about the Web Part. The Help
Help URL information is displayed in a separate browser window when you click the Help
command on the Web Part menu.
Specifies how a browser will display Help content for a Web Part.
Select one of the following:
Modal Opens a separate browser window, if the browser has this capability. A
user must close the window before returning to the Web page.
Help Mode

Modeless Opens a separate browser window, if the browser has this capability.
A user does not have to close the window before returning to the Web page.
This is the default value.

Navigate Opens the Web page in the current browser window.
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Catalog Icon
Image URL

Specifies the location of a file containing an image to be used as the Web Part icon in
the Web Part List. The image size must be 16 by 16 pixels.

URL

Title Icon Image

Specifies the location of a file containing an image to be used in the Web Part title bar.
The image size must be 16 by 16 pixels.

2.7. Customize a Library

Navigate to the library that is going to be modified

Select Settings

Note: Any modifications can be made from this selection, such as

o Create Column
Create View

Manage Workflow
Create Workflow

O O0OO0O0

Document Library Settings

Select Document Library Settings. All modifications may be performed in

this location.

SharePoint Training Documentation

This library contains all the Sharepoint training material for GPO

MNew

Upload =~ @ Actions ~

Settings ‘

Type
]
)
i)
i)

MName
SharePoint Procedures Part 114
SharePoint Procedures Part 21 H
SharePoint Procedures Part 3 1Y

SharePoint Procedures Part 4 IH

I

Create Column
Add a column to store additional
information about each item

Create View
Create a view to select columns, filters
and other display settings

Document Library Settings {n}

Manage settings such as permissions
columns, views, and policy.

Manage Workflows
Edit or delete workflows in this list or
library

Create Workflow
Create a new workflow using the Mintex
Worlflow designer
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e Select the modification criteria from General Settings, Permissions and
Management, Communications, Columns, and/or Views.

e The customize list page contains the following information:
0 List Information

List Information

Name: SharePoint Training Documentation
Web Address: hitp/Aw00130d:16787/SharePoint Training Documentation/Forms/Allitems_aspx
Description: This library cantains all the Sharepoint training material for GPO

0 General Settings

General Settings

@ Title, description and navigation

@ Versioning settings

1]

Advanced seftings
@ Manage item scheduling

B Audience targeting settings

0 Permissions and Management

Permissions and Management

8 Delete this document library

o Save document library as template

@ Permissions for this document library
@ Manage checked out files

o

Workflow seftings

o |nformation management policy settings
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o Communications

Communications

B RSES settings

o Columns

Columns

A column stores information about each document in the document library. The folld

Column (click to edit) Type Required
Title Single line of text
Created By Person or Group
Modified By Person or Group
Checked Out To Person or Group

g Create column
B Add from existing site columns
8 Column ordering

B |ndexed calumns

o Views
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Views

A view of a document library allows you to see a particular selection of items or to see il
configured for this document library:

Wiew (click to edit) Default View
All Documents v

Explarer View

@ Create view

2.8. Email Alerts

2.8.1. Alerts for Specific Files Within a Library

* Navigate to the specific library and the desired file.
e Move the cursor over the file and click on the down arrow
e Click Alert Me
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New
Type
0
i)
=
)

SharePoint Training Documentation
This library contains all the Sharepoint training material for GPO

= Upload = | Actlions ~ Seftings ~

Name

SharePoint Procedures Part 1 ] Mew
SharePoint Procedures Part 2 | Hew
SharePoint Procedures Part 3 | Hew

SharePoint Procedures Part 4 ! Hew

o

R
@)

E @ @

View Properties

Edit Properties

Manage Permizzions

Edit in Microsoft Office Word
Delete

Send To

Check Out

Workflows

View Workflow Hiztory

Schedule Workflows

Alert Me Eﬂ-.-,]

L

Refer to the New Alert illustration below:

Enter an alert title. This will default to Library Name : File Name such as
SharePoint Training Documentation: SharePoint Procedures Part 1.doc in the

example below.

Enter the email address where the alert is to be sent. The default email
address is the current user’'s. However, click on the book icon to open the
global email directory. Select all required emails. Alerts will be sent to all
specified email addresses until the email list is changed.

Select which changes are desired to trigger the alert email. For individual
files, the four choices are Anything changes, Someone else changes a

document, Someone else changes a document created by me, Someone
else changes a document last modified by me.

Select when the alert email must be sent: immediately, daily, weekly If daily,
enter the desired time. If weekly, enter both the desired day of the week and

the time..
Click OK
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New Alert

View my existing alerts on this site

Alert Title

Enter the title for this alert. This is included
in the subject of the e-mail notification sent
for this alert

Send Alerts To

You can enter user names or e-mail
addresses. Separate them with semicolons

Send Alerts for These Changes

Specify whether to filter alerts based on
specific criteria. You may also restrict your
alerts to only include items that show in a
particular view

When to Send Alerts

Specify how frequently you want to be
alerted

Use this page to create an e-mail alert notifying you when there are changes to the specified item, document, list, or library

oK

Cancel

SharePoint Training Documentation: Shar

Users
NORTHAMERICAHAUENLR

Send me an alert when
® Anything changes
C Someane else changes a document
' Someone else changes a document created by me

' Someone slse changes a document last modified by me

® Send e-mail immediately
' Send a daily summary

" Send a weekly summary

[~ |

M =]

OK

Cancel |

e Click on the link View my existing alerts on this site in order to see which
alerts have been previously set. The example below indicates two alerts
have been set for this site.

e Alerts may also be added or deleted from this screen.
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My Alerts on this Site

Use this page to manage the list of libraries, files, lists, and items for which you receive alerts. Note that some alerts, such as system
generated task alerts, do not appear on this page. Click the name of an alert to edit its settings

&' Add Alert | X Delete Selected Alerts
Alert Title
Frequency: Immediate

N SharePoint Training Documentation

O Training

2.8.2. Alerts for Any Files Within a Library

e (o to the required library
e Click on Actions
e Click Alert Me

Mew =+  Upload = 5  Edit in Datasheet
ﬁ Bulk edit items using a datasheest ]

Type  Mame format

Lﬂ_'l SharePoint Procel Open with Windows Explorer

Drag and drop files into this library
L'_ﬂ_'l SharePoint Proce
Export to Spreadsheet

lﬂJ SharePoint Proce W.FFJ J&_nawfze items with a SFTEEdSheet
lﬂ_‘] SharePaint Proce application

F, | View RSS Feed
ﬁ Syndicate items with an RS5 reader

Alert Me

"’* Feceive e-m otifications when items
. change.
Refer to the New Alert illustration below:
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Enter an alert title. This will default to Library Name : File Name such as
SharePoint Training Documentation: SharePoint Procedures Part 1.doc in the
example below.

Enter the email address where the alert is to be sent. The default email
address is the current user’'s. However, click on the book icon to open the
global email directory. Select all required emails.

Select which changes are desired to trigger the alert email. The five change
types are

o All changes

New items are added

Existing items are modified

Items are deleted

Web discussion updates

Select which changes are desired to trigger the alert email. For individual
files, the four choices are

(o}l elNe]

0 Anything changes

0 Someone else changes a document

0 Someone else changes a document created by me

0 Someone else changes a document last modified by me

Select when the alert email must be sent:
o0 immediately

o daily: enter the desired time
o weekly: enter both the desired day of the week and the time..

Click OK
Click on the link View my existing alerts on this site in order to see which

alerts have been previously set. Using the same example from above, two
alerts have been set for this site.

Alerts may also be added or deleted from this location.
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New Alert

Use this page to create an e-mail alert notifying you when there are changes to the specified item, document, list, or library

View my existing alerts on this site
¥

OK Cancel

Alert Title

) ; s 5 SharePoint Training Documentation
Enter the title for this alert. This is included

in the subject of the e-mail notification sent

for this alert
Send Alerts To Users
You can enter user names or e-mail \NORTHAMERICA\HAUENLRE

addresses. Separate them with semicolons

Change Type Only send me alerts when:
Specify the type of changes that you want
to be alerted to ® Al changes

C New items are added
@ Existing items are modified
C ltems are delsted

" Web discussion updates

Send Alerts for These Changes Send me an alert when

Specify whether to filter alerts based on
specific criteria. You may also restrict your
alerts to only include items that show in a
particular view

® Anything changes
 Someone else changes a document
C Someone else changes a document created by me

 Someone else changes a document last modified by me

When to Send Alerts
Specify how frequently you want to be @ Send e-mail immediately

lerted
aene C Senda daily summary

C Senda weekly summary

Time

OK Cancel
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2.9. Version Control
2.9.1. Setting Document Version Control

e From either Quick Launch or View All Site Content, navigate to the
required library

Create Page
Create a page in this site.

Edit Page
Add, remove, or update Web Parts on

Select either the Quick launch or this page

View All Site Content. If the

View All Site Content

50 Wl =

. . . View all libraries and lizts in this site.
Repositories library does not appear in the
. . View Reports
Tools and Templates Quick Launch area, then the View o B O T 7S D
Training All Site Content must be chosen. TEES
Risk Azsessment Site Settings o »
Manage site settings on this site.
News Letters
. - Manage Content and Structure
SharePoint Trginin ﬁ% Reorganize content and structure in
Documentati this site collection.
e Select Settings
e Select Document Library Settings
SharePoint Training Documentation
This library consists of all available GPO SharePoint training materials.
New - Upload -  Actionz = Settings - |
Type MName Create Column N
. . :[h Add a column to store additional
@  LatestRevised User Guide information about each item.
Iﬂj SharePoint Procedures Part 1 Create View
! SharePoint Procedures Part 2 [€} | Create a view to select columns,
g * | fiters, and other display settings.
Iﬂ_] SharePoint Procedures Part 3
Document Library Settings
Iﬂ_] SharePoint Procedures Part 4 TTi#& Manage seftings such as
= permissions, columns, views, and
policy.
K Manage Workflows
‘ﬁ Edit or delete workflows in this list or
. lizrary.
Create Workflow
@ Create a rkflow using the
Mintex Work
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e Inthe General Settings area, select Versioning settings

Customize SharePoint Training Documentation

List Information

Name: SharePoint Training Documentation
Web Address: http:/ww 00130d:16787/SharePoint Training Documentation/Forms/Alltems.aspx
De=cription: Thiz library conzizts of all available GPO SharePgint training materialz.

General Settings Permissions and Management

B Title, dezcription and navigation B [Delete thiz document library

o
(%]

= Verzioning setting I ave document library as template
r]

B Advanced settings B Permizzions for thiz document library
2 Manage tem =cheduling B Manage checked out files
B Audience targeting settings B Workflow zettings
8 |nformation management policy settings

e Inthe Content Approval area, determine whether new items or changed
items should remain in a draft state until they have been approved. If they
require approval, select Yes. Otherwise, select No.

| GPO Procurement Home > SharePoint Training Documentation > Settings > Versioning Settings

Document Library Versioning Settings: SharePoint Training Documentation

Content Approval
Require content approval for submitted temsz?

' Yes = No

Specify whether new items or changes to existing tems should remain in a draft state until they have
been approved. Learn about requiring approval

e Inthe Document Version History area, specify whether a version is created
each time a file is edited in this document library.
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Document Version History . R -
Create a version each time you edit a file in this document

Specify whether a version is created each time you edit a file in this document liprary. Learn about library?

vErsions. [oR]

" Create major versions
Example: 1, 2, 3, 4

" Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

rsioning

Optienally imit the number of

[ Keep the following n

ions to retain:

o No versioning

o Create major versions (e.g. Version 1, Version 2, etc.). Also, indicate the
number of revised versions to keep.

o0 Create major and minor versions (e.g. Version 1.0, Version 1.1, Version
2.0, Version 2.1, etc.). Also, indicate the number of revised versions to
keep as well as the number of drafts of the major version to keep.

e Draft security: Who should view the drafts? Select one of the following
options:
0 Any user.

o Only users who have edit privaleges.
0 Only users who can approve items or the originator of the item.

Draft Item Security

Who should see draft items in this document library?
Draftz are minor verzions or tems which have not been approved. Specify which users should be able to & A " -

view drafts in thiz document library. Learn about specifying who can view and edit drafts. o

ey

e Do the required documents need to be checked out before editing? Select
Yes or No.

e Click OK and return to the document or library.

Require Check Qut .
Require documents to be checked out before they can be
Specify whether users must check out documents before making changes in this document library. ?
Learn about requiring check out & o
QK Cancel
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2.9.2. Managing Versions: View, Delete, Restore, Publish, Unpublish

¢ Navigate to the desired file/document

e Hover the mouse over the document and click on the down arrow

e Inthe drop down menu, select Version History

B
]
o)
o]
o]
]
=]
=
=
=
o]
]

lz=ue Log

P01 - Meeting Agenda _ Minutes Template

PHO2 - Agenda Template

PRO3 - Meeting Minutez Template

P04 - Project Charter Template

PMOS - Scope Statement Template

PMOS.5 - Deliverable Expectations Template
PHOS - Cemmunications Plan Template 1
PMOY - Cemmunicationg Plan Template 2
PROS - RACI Template

PMOS - Risk Azzeszment Log Template

PII10 - Project Change Request Template

B X [E

&k R

View Properties

Edit Properties

Manage Permisgicns

Edit in Microsoft Qffice Word
Delete

Send To L4
Check Out

Version History l.\[I»_.-,}
Waorkflows

View Workflow History
Schedule Workflows

Alert Me

e [f versioning has been turned off in the Versioning Settings for the library,
then there will be no version history. The drop-down menu will look like the
example below (with NO version control option):

This library consists of all available GPO Shar

New - Upload - Actions - Settings -

Type MName
[ ] Latest Revised User Guide
) | SharePoint Procedures Part 1

B SharePoint Procedures Part 2
] sharePoint Procedures Part 3
B SharePoint Procedures Part 4

i

Bk Qh X[E

View Propertiez

Edit Properties

IManage Permizsions

Edit in Microsoft Office Word
Delete

Send To »

Check Qut

Workflows

View Workflow History
Schedule Workflows

Alert Me
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* Notice that there are two sections. One section contains all of the major and
minor revision of the document. The version that currently resides in the
library is the latest version. From the illustration below, Version 1.3 is the
version currently available in the library.

Versions saved for SharePoint Procedures Part 2.doc

All versionz of this document are listed below with the new value of any changed properties.

o

Vergzions | Delete Minor Versions

0.+ B Size ents
1.3 272011 216 PM Hauenstein, Rick R 60.5 KB
12 12712011 2116 PM Hauenstein, Rick R 60.5 KB
11 12712011 215 PM Hauenstein, Rick R 60.5 KB
This is the current published major version
1:0 12712011 2:06 PM Hauenstein, Rick R 50.5 KB
Title Meeting Agenda

e From the above screen, all major versions and/or minor versions can be
deleted by clicking on the specific command.

Versions saved for SharePoint Procedures Part 2.doc

All versions of this document are listed below with the new value of any changed properties.

Delete All Versions | Delete Minor Versions

4 odified Modified By
1.3 102712011 2:18 PM Hauenstein, Rick R
12 [1z7eot z16 PM ~ | Hauenstein, Rick R
1.1 View Hauenstein, Rick R
Thiz iz the current publizhed major vers Restore
1.0 102712011 2:06 PM Delete @_ Hauenstein, Rick R

itle Meeting Agenda

e |Ifthereis a This is the current published major version section (which will
be highlighted), hover over the document to access the pull-down menu.
Three choices are available:

o View
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Restore. This option makes this version the one that is available in the

library.

Unpublish this version. “Publishing” a version means that those with
access to the library can view the most recent version of the document.

If there are no published versions but one is desired, return to the

file/document and in the pull-down menu, select Publish a Major Version.
This menu option toggles between “Publish” and “Unpublish” depending on
the status of the viewable document.

View Properties

Edit Properties

Manage Permizzions

Edit in Microzoft Office Word
Delete

Send To

Check Out

Publizh a Major Version @
Version History

Workflows

View Workflow History

SharePoint Training Documentation
This library consists of all available GPO SharePoint training maternials.
New =~ Upload = | Actionz = Seftingz -
Type Name
(] Latest Revised User Guide —j’
@l_] SharePoint Procedures Part 1 3_3
|E|_‘| SharePoint Procedures Part 2 'E_”
|£_|_1 SharePoint Procedures Part 3 ><
|£_l_1 SharePoint Procedures Part 4
i
ol
:_‘]
©
&
]

Schedule Workflows

Alert Me

Modified

102412011 4:35 PM
12472011 435 PM
VETIZ011 216 PM
102412011 435 PM
142412011 4:35 PM

Hover the cursor over any of the other versions. The user has the option to
View, Restore, Delete

[0}
[0}
[0}

View: View the contents of that revision
Restore: Replaces the viewable file with this revised file

Delete: Deletes the revision. This does not change the revision numbers
of other revised documents.
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2.10. Surveys
2.10.1. Create a Survey
e Click Site Actions
e On the pull-down menu, click on View All Site Content
ot HONS
] Create Page
Create a page in this site.
—— Edit Page
| f Add, remove, or update Web Parts on
: thiz page.
J.LUJ View All Site Content
J View all libraries and liztz in thiz sité-
View Reports
View reportz on documents, pages 3
and tasks.
Site Settings N
Manage site =ettings on this site.
Manage Content and Structure
% Reorganize content and structure in
this site collection.
e On the All Site Content page, click on Create
e Inthe Tracking section of the Create page, click on Survey
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| Create
v— Survey
Create a =urvey when you want to poll other Web =ite users. Surveys provide features that allow you
to quickly create guestions and define how users specify their answers.
Libraries Communications Tracking Custom Lists
8 Document Library B Annocuncements g links o Custom List
8 Form Library o Contacts o Calendar o Custom List in Datashest View
B Wiki Page Library = Dizcussion Goard B Tasks B | anguages and Translators
B Picture Library B Project Tazks 8 KPIList
8 Data Connection Library B |zzue Tracking & Lot Performance
B Tranelation Management o Survey B SignificantEvents
oy o GAP Assessment Survey B Incident Types
" Repon Ly o SAM Suppliers and o ExceptionReport
8 Slide Library Governance Teams Links -
a (Open ftems Log
@ Supplier Change Notification
e Onthe “New” page, complete the questionnaire details:

o Name of the survey / Description of the survey

o Inthe Navigation section, select whether or not the survey should be in
the Quick Launch area. Generally, it should be readily available and
accessible, so select Yes.

o Inthe Survey options section, specify whether users' names will appear in
survey results and whether users can respond to the same survey
multiple times
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GPO Procurement Home = Supplier Collaboration = Create = New
New
Name and Description
N '
Ty name as you want it to appear in headings and links throughout the site. Type descriptive text s
that Ip site visitors use this survey lACME
Description:
Selected survey guestions for the ;I
(4CME Corporation
Navigation
Specify whether a link to this survey appears in the Quick Launch 1] Dizply thi= =urvey;onthe Chnck aunah
% VYes ' No
Survey Options Show user names in survey results?
 Yes @ o
Allow multiple responses?
O Yes i No
et | Cancel

e Click Next when completed with this page

e The New Question page is displayed. Complete the responses for each
survey question.

o0 Type the question as it will appear on the survey.

o Determine the type of answer to this question. There are twelve
predetermined choice. The most common choices are Single line of text
(generally for comments), Multiple lines of text, Choice (creates a drop-
down menu, check box, or radio buttons), Number (e.g. 1 to 10, 1 to 100,
etc.), Yes/No (checkbox — however, it is more user-friendly to use
“Choice” to create radio buttons or checkboxes for “Yes” and “No0”)
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New Question: ACME Survey
Use thiz page to edit a question of thiz =urvey
Question and Type Ooeston:
Type your question and select the type of answer. For Hl.ij.'Lung has your company been using ACME Corporation az a d
supplier?

The type of answer to this question is:
{" Single line of text
{0 Multiple ines of text
{¥' Choice (menu to choose from)
" Number (1, 1.0, 100)
{" Currency (5, ¥, €)

™ Date and Time

=

elected.

Additional Question Settings

Specify detailed options for the type of answer you
3

Require a rezponze to thiz question:

= ves {* No

Type each choice on a separate line;

1 year to 2 years

More than 2 years up to 3 years
WMore than 3 years up to 4 years
WMore than 4 vearz up to 5 yearz

Dizplay choices using:
{= Drop-Down Menu

" Radio Buttons

IlI;I_IL

{” Checkboxes (allow multiple selections)

Allow ‘Filkin® choices:

0 Yes {* No

Default value:

{* Choice { Calculated Value

|Lessthan 1 year

0 The Branching logic section is not available at this step. To define
branching logic, add the questions and in the Survey Settings page, edit
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the questions to define the branching logic. Branching logic allows the
survey to skip questions based on the response of a prior question.

Branching Logic

Specify if branching iz enabled for thiz question. Branching can be ugsed To define branching logic, add your questions and then, in the Survey Settings page, edit the
to =kip to a specific question based on the user response. A page break  questions to define the branching logic.

iz automatically inserted after a branching enabled question. Learn about

kranching.

Next Question | Finish Cancel

0 Click Next Question and repeat the above procedure.
e Click Finish when all the questions have been successfully created.

e The sample survey appears as follows:

ACME Survey: Respond to this Survey
Finish Cancel
For How Long has your company been using ACME Corporation as a supplier?
|Less than 1 year ;I
How would you rate their overall product quality?
Lo A High
1 2 3 4 5 NiR
Product conforms to your quality
specifications. o o o o o
Satisfies customers' preferences
and expectations. o o o o o
Minimize retesting or replacing e r e e I e
the product.
How would you rate their customer service?
Low Average High
1 2 3 4 5 HiA
Timely feedback on problems. @ i [ @ @ O
Customer Care Reps are
knowledgeable concerning the [ ® i [ [ ® [ ® O
issue.
Customer Care Reps understand e r e e I e
the issues.
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How does ACME respond when a complaint is filed.

' No response
O Requires muttiple calls.
O Respond immediatehy but they address the izsus at a later date

O Respond immediately and worke out a response plan to solve the problem.

Is ACME Corporation price competive when compared with suppliers of the same/similar product?

C Yes
" No

" Somewhat competitive.
" Not co mpetitive at all

Does ACME operate any Vendor Managed Inventory (WMI) / ship to stock programs?

C Yes
" No

" Do not know

Does ACME provide cost saving initiatives to reduce cost base year on year?

C Yes
o

' Do not know

Please comment about this supplier

Finizh Cancel

2.10.2. Edit Survey

e From Quick launch (or View All Site Content), select the survey that needs
to be modified.
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ﬂ ACME Su Selected survey questions for the ACME Corporation 10 2 hours ago

=] nancy's template

Sites and Workspaces

0 3 weeks ago

ﬁi-ﬁ ACME Corporation - Lake County Workspace for ACME Corporation - Lake County 3 hours ago

e Select Settings and then select Survey Settings. Note that questions can
be added from this same pull-down menu.
ACME Survey
Selected survey questions for the ACME Corporation
= Rezpond to thiz Survey Actions -~ Settingz -
Add Questions
Survey Name: AL Add an additional question to this
Survey Description: Se e
Ti Created: 211 = Survey Settings
ime Created: r.1anag€:":zestiuns and settings for
Humber of Responses: 10 ™ this suri=l.
Show a graphical =ummary of rezponzes

Show

all rezponzes

e The questions appear in the Questions section of the Customize survey
page.
e Each question can be modified by clicking on the question.
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VCR# Y

Questions

A guestion stores information about each item in the survey. The following questions are currently available in this survey:

Question Type of answer Required Branching Logic

For How Long has your company been  Choice

uaina ACHE Curauratiur}j ja 3u§élier?

How would you rate their overall Rating Scale

product quality?

How would you rate their customer Rating Scale

service?

How does ACME re=pond when a Choice

complaint is filed.

l= ACME Corporation price competive Choice
when compared with suppliers of the
samefzimilar product?

Does ACME operate any Vendor Choice
Managed Inventery (WMI) / ship to stock
programs?

Does ACWE provide cost saving Choice
initiatives to reduce cost base year on
year?

Please comment about this supplier Muttiple lines of text

GPO Procurement Home = Supplier Collaboration = ACME Survey = Settings = Edit Question

Edit Question: ACME Survey

Use thiz page to edit a guestion of this survey
Question and Type Question:

Type your guestion and select the type of answer.

The type of answer to this question is;
" Single line of text
" Multiple lines of text
(¥ Choice (menu to choose from)
" Number (1, 1.0, 100)
" Currency (S, ¥, €)

"' Date and Time

e If the survey contains multiple questions, the Branching Logic section is
available. Depending on the answer from the question being modified, the
branching logic has a pull-down menu with all the other questions. This
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allows the user skip the next question(s) or to go to any other question based
on the user’s responses. The default for Branching Logic is No Branching.

Branching Logic Pozzible
Choices Sl
Specify if branching iz enabled for this question. i
Branching can be used to skip to a specific I;;;F ey INU Branching LI
guestion based on the user rezponse. A page - -
break is automatically inserted after a branching 1 yearto2 INU Branching LI
enabled question. Learn about branching. EDE
More than 2
years up to INU Branching LI
3 years
More than 3
years up to INU Branching LI
4 years
More than 4
years up to INu Branching LI
5 years
?;:rr: INU Branching LI
Delete | OK | Cancel |

0 The survey requires a minimum of two questions before “Branching
Logic” is available.

0 Each response has the option to branch to one of the other questions. All
of the possible questions are displayed in the drop-down menu.
Branching occurs whenever the predetermined response is chosen.

e Click OK when the edits to the question are completed.
e This returns the user to the Customize (or Edit) page.

e To add a question, simply click on the Add a question link

year?

Please comment about this supplier Multiple lines of text

= Add a guestio

B8 Change the crder of the questions

e The order of the questions can be changed by clicking on the Change the
order of the questions link

o Add a question

@ Change the order of the questiull@
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GPO Procurement Home = Supplier Collaboration > ACME Survey = Settings > Change Field Order

Change Question Order: ACME Survey

Use this page to change the order of the questions

Question Order Question Hame Position from Top

Choose the order of the guestions by =electing a number for each question under For How Long has your company been using ACME

“Position from Top". Corporation a=s a supplier?

Changing the order of questions that are involved in branching may reset some of the How would you rate their overall product qualiy?

defined branching logic. Learn about branching. How would you rate their customer service?

How does ACME respond when a complaint is filed.

I= ACME Corporation price competive when compared with
suppliers of the same/similar product?

n
4

Does ACME operate any Vendor Managed Inventory (WM} /
ship to stock programs?

Does ACME provide cost gaving initiatives to reduce cost baze
year on year?

Pleaze comment about thiz supplier

¢
.

e Click OK when the editing is complete.

2.10.3. Respond to Survey

e Use the menu bar to navigate to the location of the survey.

SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING
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‘N Create Page
Create a page in thiz site.
T Edit Page
l 2! Add, remove, or update Web Partz on
=7 | thiz page.
]Ilil View All Site Content
View all libraries and lists in t{{t?s'rte.
View Reports
View reports on documents, pages k
and tagks.
Site Settings ,
Manage site zettings on thiz site.
Manage Content and Structure
ﬂ% Reorganize content and structure in
this site collection.
Surveys
=l
[=] BaxterLabs This template has many of the same characteristicsa as the
ACME template.
[#] nancy's template
Sites and Workspaces
:frﬂ ACME Corporation - Lake County Workzpace for ACME Corporation - Lake County
ACME
| =, Respond to this Sur\g‘mlj Actions » | Settings =
el
Respond ko this Surve
Survey Hame: | 2 ﬂ
Survey Description:
Time Created: 211502011 9:03 AM
Number of Responses: 0
[El Show a graphical summary of responses
El Show all rezponzes
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ACME: Respond to this Survey

For How Long has your company been using ACME as a supplier?

ILessthan 1 year ;I

How would you rate their overall product quality?

Low

1 2
Product conforms to your quality e e
specifications.
Satisfies customers' preferences r ~
and expectations.
Minimize retesting or replacing e e

the product.

How would you rate their customer service?

Low
1 2

Timely feedback on problems. [ ® [

Cuztamear Cara Banz ara

ACME

= Respond to this Survey Actions ~

Settings -

C I T

Basic Functions
Surveys

Finizh % Cancel

@

o

O 0 0

=

9 O 0

Survey Hame:
Survey Description:

Time Created:

El Show all responses

211572011 8:03 AM

Humber of Responses: @

El Show a graphical summary of rezponzes
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2.10.4. Create a Survey Template

e Create the survey as described in Section 2.10.1 Create a Survey and
Section 2.10.2 Edit a Survey.

e From Quick launch (or View All Site Content), select the survey that needs
to be saved as a template.

Surveys
ﬂ ACHME Sug;]ﬁ Selected survey questions for the ACME Corporation 10 2 hours ago
ﬂ nancy's template 0 3 weeksago
Sites and Workspaces
ACME Corporation - Lake County Workspace for ACME Corporation - Lake County 3 hours ago
ACME Survey
Selected survey questions for the ACME Corporation
= Respond to thiz Survey Actiong « Settings -
Add Questions
Survey Name: AL Add an additional guestion to this
SUMVEY.
Survey Description: Se i
Ti Created: a1 . Survey Settings
ime Lreated: Manage questicns and ings for
Number of Responses: qp|| T this survey.
Show a graphical summary of rezponses
Show all rezponses
e Inthe Permissions and Management area of the Customize page, select
Save survey as template.
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Customize ACME Survey

List Information

Name: ACME Survey
Web Address: httpadivewr 001 30d: 16787/ SupplierCollab/Lists/ACME Survey/overview.aspx
De=cription: Selected zurvey questions for the ACME Corporation

General Settings Permizzions and Management

@ Title, description and navigation
@ Advanced settings

a Audience targeting =ettings

8 Workflow settings

o Information management policy 2ettings

e The template requires:

o0 A File name: the filename is used for internal tracking of the template.

0 A Template name: the template name is the name used whenever
refering to the template for other applications. The template name and
the file name can be the same.
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GPO Procurement Home > Supplier Collaboration = ACME > Setlings = Save as Template
| Save as Template: ACME
|
Use thiz page to zave your survey as a template. Users can create new surveys from this template.

File Name File name:

Enter the name for thiz template file IACME

Name and Description Template name:

|acue

The name and description of this template will be dizplayed on the Create page.

Template description

The ACME template is to be used for all ;I
customers with similar characteristics
as ACME =

Include Content [7 include Content
Include content in your template if you want new surveys created from this template to
include the tems in thiz survey. Including content can increase the size of your template.

Caution: tem security is not maintained in a template. If you have private content in thiz
survey, enabling thiz option iz not recommended.

OlgL | Cancel |

e Make sure the Include Content box is checked. This will include library and
list content in the template.

| GPO Precurement Home = Supplier Cellaboration » Operation Completed Successfully
I :
Operation Completed Successfully

The template has successfully been saved to the list template gallery. You can now create lists based on this template.

To manage templates in the gallery, go to the list template gall@f.

To return to the list customization page, click OK.

e Click on the list template gallery for all of the templates used in this
SharePoint collection, including the one just created.
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List Template Gallery

Make a template available for use in list creation by adding it to this gallery. The templates in this gallery are available to this site and all sites under it. Default list templates are

not shown.

Upload -~  Actions ~ Seftings - View: All Templates -

Name Modified Title Language Product Version  Feature ID

Lot Performance 73 10/5/2010 2:21 PM Lot Performance English 3 ({D0BFEAT1-DE22-43B2-A248-
C0S709800100} |

TPM Master Copy _j TITi2011 8:05 PM TP Master Copy English 3 {00BFEAT1-DE22-43B2-AB48-
CO5705300100}

List Number Master _j TATI2011 8:46 PM List Humber Master English 3 {00BFEAT1-DEZ2-43B2-AB48-
COS709900100}

SupplierComments C3 1182011 10:40PM  SupplierComments English 3 {00BFEAT1-DEZ2-43B2-AB43-
COS709900100}

Suppliers FF 192011820 AN Suppliers English 3 {00BFEAT1-DE22-43B2-A543-
COS702800100}

SRMGAPAzsessmentSurveyTemplates 73 1132011 8:25 AW SRMGAPAssezsmentSurveyTemplates English 3 {00BFEAT1-DE22-43B2-AB48-
CO5709800100}

SupplierSelectionToolComments _j. 11202011 10:30 AM SupplierSelectionToolComments: English 3 {00BFEAT1-DE22-43B2-AB48-
CO5705%00100}

nancy template _j 11252011 10:53 AN nancy template English 3 {00BFEAT1-EBBA-40B1-80CT-
S0EBET590102}

tutorial ! HEW _3 21442011 8:25 AW Assessment Survey English 3 {00BFEAT1-EBBA-40B1-80CT-
S06BET590102}

ACME ! Hew 73 211472011 12:28 PM ACME English 3 {DOBFEAT1-EB8A-40B1-80CT-
S06BET580102}

ACME_template ] rew 73 21142011 3:49 PM ACME English 3 {00BFEAT1-EB2A-40B1-280CT-
S06BE7580102}

d;'startl & (@ ) Lowell R Hauenstsi .. | (5) Instant Messaging ... | /& List Template Gal... ] links - Microsoft word | 4] Supplier Portal Lser... | 81 Sample Questions f. . | ‘« 3:53PM

2.10.5. Copy a Survey Template

o Note: Before attempting to copy a survey template, the source site and the
destination site must be based on the same site template.

¢ Navigate to the site where the survey will be located.

e (o to Site Actions and select View All Site Content

EXTERMNAL SITE Site Actions ~

3

ing feature to
gite.

ing feature to

I'...;

2

Create Page

View Reports

View reportz on documents, pages

and tasks.

Site Settings

Manage =ite settings on this site.

thie site collection.

Create a page in this site.

View All Site Content
Wiew all libraries and listz in thiz =it

Manage Content and Structure
Reorganize content and =tructure in

3

o
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e Onthe All Site Content page, click on Create.

All Site Content

Creal
1l

Name:

Document Libraries

3] Documents
&) Form Templates

@] GPO Terms and Acronyms

@] Images

e On the Create page, go to the Tracking section and select the template to be
copied — in this example, select ACME.

Tracking

B Links

& Calendar

B Taszks

B Project Tazks

B lzzue Tracking

B Survey

B GAP Az=ezzment Survey

8 SHEM Suppliers and
Governance Teams Links

o

nancy template

o ACME

1]

Dell Computers

e This opens the New page. Enter the new template name. For this example,
the new survey template name is Baxter Labs.

e Include a brief description of this new template to avoid confusion in the
future.
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e Select No for the navigation. This template does not need to appear in the
Quick Launch area.

New

Name and Description

hame:

Type a new name ag you want it to appear in headings and links throughout the site. Type descriptive text i

that will help site visitors use this survey. Baxter Labs
De=cription

This template has many of the ;I
=ame characteristics as the ACME

template.
=
Navigation
Specify whether a link to thiz survey appears in the Quick Launch . Lismay i syeronihe ulce Lanch
O ves * No
Next RJ Cancel
e Click Next and the new survey page for Baxter Labs appears.
e (o to Settings and select Survey Settings.
Baxter Lab
This template has many of the same characteristics as the ACME template.
= Respond to this Survey Actions - Settings ~
Add Questions |
Survey Name: Ba Add an additional question to this
Survey Description: Thi e
. . Survey Settings
L SE i Manage questions ﬂntt\ﬂ_n}ttingsfur
Humber of Responses: 0 this survey.
e Make all changes to the new template from this screen.
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| Customize Baxter Labs

List Information
Name: Baxter Labs
Web Address: hitp: /e 004130d: 16787/ SupplierCollabl/Liztz/Baxter Labs/overview aspx
Description: Thiz template has many of the same characterizsticza as the ACME template.
General Settings Permissions and Management
8 Titke, description and navigation 8 Delete thiz survey
8 Advanced settings 8 Save zurvey as template
& Audience targeting settings @ Permissions for this survey
8 Workflow settings
2 Information management policy =ettings
Questions
A guestion stores information about each item in the survey. The following guestions are currently available in thig
Queztion Type of answer Required
For How Long has your company been  Choice
uzing ACKME Corperation as a supplier?

e Select Save Survey as Template

2.10.6. Review Survey Results

e From Quick launch (or View All Site Content), select the survey.

e To take the survey, click on Respond to this Survey link.
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ACME

= Respond to this Survey

Survey Name:
survey Description:
Time Created:

Humber of Responses:

Actions » Seftings ~

ACME

2152011 8:03 AN
10

[= Show a graphical =ummary of res:cnﬁ

E Show all responses

Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Basic Functions
Surveys

¢ Note that the above survey has 10 responses (Number of Responses)
e Click on Show a graphical summary of responses
e Each question shows the graphic results of the survey.
e The results for question number 1 is as follows:
ACME
=, Re=zpond to thiz Survey Actionz - Settings -

(09

1 yearto

£ 1LU Ve

M inoL

L

0 (oes

1. For How Long has your company been usging ACME as a supplier?

Lesg than 1 year

2 years

Maore than 2 years up to 3 years

Maore than 3 years up to 4 years
More than 4 years up to S years

Over 5 years
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e All questions are displayed graphically.
2. How would you rate their overall product quality ?

Product conforme to your gquality =pecifications.
« 0 n

Satisfies customers' preferences and

expectations.
-1 0

Minimize retezting or replacing the product.
1 131

Total: 10
3. How would you rate their customer service?

Timehy feedback on problems.

Customer Care Reps are knowledgeable

cencerning the issue,
s - 01 1

Customer Care Reps understand the izzues.
s - 01

e Click on Show all responses.This will be a view of all users who responded.
Click on the user name and their responses will be displayed.
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= Respond to this Survey Actions - Settings ~
View Response #? - : e
View Response #2 iy
View Hesponse #3 =
View Rezponse #4 ==
View Rezponse #5 T

View Rezponse #

View Response #

View Hesponse #3 e
View Responze #5 e
View Rezponze #10 wii

e All 10 users’ responses are available.

e Select any one of the responses. Note that there is no entry in the Created
By column. This was set during the editing of the survey in Survey General
Settings (Show user names in survey results?)
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ACME: View Response #1

Close |

= Mew Response __} Edit Rezponse }( Delete Responge 3_3 Manage Permizzions | Alert Me

For How Long has your Less than 1 year
company been using ACME
as a supplier?

How would you rate their
overall product quality?

Product conforms to

your quality (@] (@] 8 ol (@] 8

specifications.
Satisfies customers’

preferences and { { o { { e
expectations.
Minimize retesting or e e e I e e

replacing the product.

How would you rate their

L Average High
customer service? . _s
1 2 3 4 5 NIA
Timely feedback on e e I e e e
problems.
Customer Care Reps
are knowledgeable 8 8 ol 8 8 (@]
concerning the issue.
Customer Care Reps
understand the issues. G G @ G G &
Customer Service
solves the issue during
the first contact, ie, no 8 8 ol 8 8 (@]
repeat contacts are
required.
How does ACME respond Requirez multiple callz.
when a complaint is filed.
Is ACME price competive No
when compared with
suppliers of the same/similar
product?
Does ACME operate any No
Vendor Managed Inventory
(VRMI) / ship to stock
programs?
Does ACME provide cost Yes
saving initiatives to reduce
cost base year on year?
Please comment about this ACME iz on probation az a prime contractor.

supplier

Created at 2/16/2011 §:05 AW by ** Close |
Last modified at 216/2011 8:05 AM by **
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Create Additional Sites

e (o to Site Actions and click on Create Page

7
i

2

site Actions

Create Page
Create a page in this site. {"_n}

Edit Page
Add, remove, or update Web Partz on
thiz page.

View All Site Content
View all ibraries and lists in thig site.

View Reports
View reports on documents, pages 3
and tasks.

Site Settings
Manage =ite zettings on thiz site.

Manage Content and Structure
Reorganize content and structure in
this site collection.

e Enter the Title and a comprehensive Description about the site. The URL is
automatically selected based on the title name. However, a different URL
can be used. Note that this URL will always be the location for this site.
Changing it after the site is created can and will cause broken links within

SharePoint.

SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING

PURCHASING EXTERMAL SITES =

QUALITY ASSURANCE —

Site Actions -

GPO Procurement Home = Pages > Create Page

Create Page

Page Title and Description
Enter a URL name, title, and description for thiz page.

Title:

|sharePoint Training

Description:

This site contains all of the SharePoint
training documents and tutorials|

URL Name:

Fages! ISharePUintTraining
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e At the bottom of the Create Page, click Create.

Check Sp-BIIingl Create & I Cancel |

e [Initially, the new site/page is Checked Out (Only the creator can view the
site)

SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE — EXTERNAL SITES ~

Qut Status: Only you can see and modify this page.

Page kfiow | Tools ~ | [ 5 Checkin o Share Dra% @l Publish
@ Remember to check in 0 other people can see your changes. “TDo not show this message again)

Repositories GPO Procurement Home > SharePoint Training
Tools and Templates

Training

Title

=ment

SharePoint Training

rs

SharePoint Training
Documentation

B, Add a Web Part
Lists

FAQ

Lucnts Calendar

e Entier a new title or leave the existing title which was created on the Create
Page.

e Add Web Parts and modify the page until it meets the user’s specifications.
Modifying and adding Web parts were described in Section 2.6 (Web Parts)

e Check In to Share Draft. The site name (SHAREPOINT TRAINING) now
appears on the site bar.

PURCHASING QUALITY ASSURANCE = EXTERMNAL SITES == Site Actions -

e Publish the site.
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AT HOME SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE = EXTERNAL SITES = Site Actions -

ble by authorized users.
&l Publis%

nt Home > SharePoint Training SHAREPOINT TRAINING appears on the site bar

2.12. Remove a Site

e (o to Site Actions and click Edit Page

M~ |

Edit Page {rﬂ
Change the content and Web Parts
thiz page.

4
J Create Page

Create a page in thiz site.

Hide Page Editing Toolbar
Hide the page =tatus and editing

optiens for this page.

View All Site Content
View all libraries and lists in thiz site.

7t

View Reports
View reportz on documents, pages 4
and tasks.

Site Settings
Manage =ite =ettings on this site.

Reorganize content and structure in

% Manage Content and Structure
this site collection.

e Goto Page and select Delete Page
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Verszion: Checked Out  Status: Only you can zee and modify this page.

| =g n -
[Pages=| | Workflow = | Tools ~ | || 4 Checknto Share Oraft | | ¢l Publish

A | Save
"l!_‘ r people can =€ your changes. (Do not show this mes=age again)
= H Save and Stop Editing
He GPO Procurement Home > SharePoint Training
Lig| Checkin...

£y | Discard Check Out

_j' Page Seftings =
x SharePoint Training

Delete F‘ag}%:8
Add Web Parts 4 Z0

Modify Web Pariz __-L Add g

Lists

Message from webpage ﬂ

\‘{) Are wou sure wou wank ko send this page ko the site recyle bin?

Ok [: I Cancel |

e Click OK and the site is removed. Verify that it has also been removed from
the Site bar.

SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE =~ EXTERMAL SITES =~ Site Actions -

2.13. Create External Site

e External sites are created by contacting the business administrator or they
are created by the external third party.

2.14. Create a Simple Wiki Library

e Determine where the Wiki library will be located. Once the location is
established, it will always be located in that particular SharePoint site. For
this example, it is to be placed on the GPO procurement home page.
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/= Home - GPO Procurement Home - Windows Internet Explorer provided by Abbott Laboratories

ey ; 7 = T
@: L4 |g, hitp: { fww00130d: 16787 {def aulk. asp j 4 || X | |&F Live Search
J Fie Edit Wiew Favortes Tooks  Help Jx @ snegt B

J 7 Favorites J 95 @] Web Slice Gallery -

@Home - GPO Procurement Home: | |

GPO Procurement Home

SUNTUILS MANACEVENS  IHIMD CRY MAMIACIUMMNG  TUMCHAING  CUALI

ABAGE T EXIEMMAL FIES T Site Actions -

Reposttorise

ViSTON: crecte s wond sass suppter nstrork

MiSSION: 1o mprovs ptisnts: mvss by snsunng giove suppy
‘of high-quality sourced goods and services thiough retstionship
mansgement and targeting the fowsst total cost of cunsrenip.

Procurement
PPO GPO

< Rescychs Bin

e (o to Site Actions and select View All Site Content.

Create Page
Create a page in thiz site.

—— | Edit Page
l f Add, remove, or update Web Parts on
i

thiz page.

View All Site Content
View all libraries and ligtz in th e.

View Reports
I View reports on documents, pages 3
and tasks.

Site Settings
Manage site =ettings on this site.

Manage Content and Structure
r_ﬁ% Reorganize content and structure in
this site collection.

e Onthe All Site Content page, select Create
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All Site Content

| i Creth-,]J

-,
Name

Document Libraries

3] Documents

e This opens the Create page. Under the Libraries column, select Wiki Page
Library

SUPFPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE ~ EXTERMAL SITES =~

Site Actions ~
GPO Procurement Home = Create
Create

: Wiki Page Library
L3l

Create a Wiki page library when you want to have an interconnected collection of Wiki pages. Wiki page
libraries support pictures, tables, hyperlinks, and wiki linking.

Libraries Communications Tracking Custom Lists Web Pages

8 Document Library 2 Announcements = Links 8 Custom List o Basic Page

8 Form Library @ Contacts @ Calendar @ Custom List in Datashest View 8 Web Part Page
o Wiki Page Library @ o Discussion Board @ Tasks o Languages and Translators @ Publishing Page
8 Picture Library o Project Tasks 8 KPI List

e Type the Name for this Wiki library and a Description. Also, select Yes so
the Wiki library’s link appears in the quick Launch area.
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GPO Procurement Home = Create = New
New

Name and Description

Name:

Type a new name as you want it to appear in headings and links throughout the site. Type descriptive am

text that will help site visitors use this document library. GPO Terms and Acronyms
Dezcription:

This Wiki library containg all of the ;I
GPO terms and acronyms.

[

Navigation
Dizplay thi= document library on the Quick Launch?

]
% ves  No

Specify whether a link to thiz decument library appears in the Quick Launch.

Create Q“J Cancel

e Click Create
e This opens a Welcome screen.
e Also note that the Wiki library link appears in the Quick Launch area.
GPO Procurement Home Yo o

ITms Site: GPO Procurement HomeLI go

SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE Site Actiol

GPO Procurement Home > GPO Terms and Acronyms > Home

Home
_jEdlt History | Incoming Links

Welcome to your wiki library!
You can get started and add content to this page by clicking Edit at the top of this page, or you can learn more about wiki libraries by clicking How To Use This Wiki Library.

Whatis a wiki library?

Wikiwiki means quick in Hawaiian. A wiki library is a document library in which users can easily edit any page. The library grows organically by linking existing pages together or by
creating links to new pages. If a user finds a linkto an uncreated page, he or she can follow the link and create the page

In business environments, a wiki library provides a low-maintenance way to record knowledge. Information that is usually traded in e-mail messages, gleaned from hallway
conversations, or written on paper can instead be recorded in a wiki library, in context with similar knowledge.

Other example uses of wiki libraries include brainstorming ideas, collaborating on designs, creating an instruction guide, gathering data from the field, tracking call center knowledg]
and building an encyclopedia of knowledge.

Last modified at 2/4/2011 2:01 PM by Hauw

in, Rick R

| i
~

T T T T T [NJucelntranet “6 e mme -
a8 @ (it Loweell R Hauen... | Instant Messag\‘..l (€ Home - GPOPr... | & GPO Procure... | € Abbott Home - ... I & Inhox (61) - 'at... | @2 Microsoft OF.,. | |« 2:01 P
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e —

Repositories

Tools and Templates
Training

Risk Azsessment
News Letters

SharePoint Training
Documentation

GPO Terms and

Acronyms % ?
Lists

Event=z Calendar

GAP Azsessment
Quick Links

Agk a Question

FAQs=

Sites

{ Recycle Bin

e Click on the navigation link to go to the library that was just created.

SUPPLIER MANAGEMENT THIRD PARTY MA

GPO Procurement Home > GPO Terms and Acrun'.'{n% > Home

Home
_jEd'rt Higtory | Inceming Links

Welcome to your wiki library!
You can get started and add contentto this page by clicking Edit at th

e There should be two or more items currently in the library. Delete all items.
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GPO Procurement Home > GPO Terms and Acronyms

GPO Terms and Acronyms
This Wiki library contains all of the GPO terms and acronyms.

New =~ | Actlions - Settings ~

Type MName

Ej Home ! HEW

ﬂj How T
B

EX® &

B e

View Properties

Edit Properties

Manage Permizzions

Edit in Microzoft Office SharePeint Dezigner
Delete l{}_,.,}

Send To »
Check Out

Verzion History

View Workflow History

Schedule Workflows

Alert Me

e There should now be an empty library page, select New and then New Wiki

Page

GPO Terms and Acronyms

This Wiki library contains all of the GPO terms and acronyms.

New | - | Actions -~ Settings -

— Hew Wiki Page
= Create a new Wiki paéb

Modified By Modified Crea

Terms and Acronyms” wiki page library. To create a new item, click "New"™ above.

e Since the purpose of this Wiki library is for definition of terms and acronyms,
begin adding pages. The first one to add is SharePoint (or whichever
acronym/term the user wants to define)

e The Name is SharePoint. The Wiki Content is the definition of the term.
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= New Wiki Page

GPO Procurement Home = GPO Terms and Acronyms

New Wiki Page

Create I: I Cancel

Hame * iShareF’oim

Wiki Content
By cHE 2 &
AAIB I U = =|i= A B m
Microsoft SharePoint is a family of software products developed by Microsoft for collaboration, file sharing and web publishing. ;I
The current version is [[WSS]] 3.0 and is configured for use with Microsoft Office 2003.

¢ Notice that the term WSS requires a definition. In Wiki pages, links are
created by surrounding the term by straight brackets, [[WSS]]. This makes

WSS a link to another Wiki page called WSS.

Microsoft SharePoint is a family of software products developed by Microsoft for coll
current version is [[WSS]] 3.0 and is configured for use with Microsoft Office 2003.

Click Create. The SharePoint Wiki page is shown below, with WSS

highlighted as a link.

GPO Procurement Home > GPO Terms and Acronyms > SharePoint

SharePoint
AEdit | History | Incoming Links
Microsoft SharePaintis a family of software products developed by Microsoft for collaboration, file sharing and web publishing. The currentversion is WSS 3.0 and is configured for use

with Microsoft Office 2003.

eb publishing. The current version is \_;“_\{_5@ 3.0 and is configured for use

e Notice that there is a broken line under WSS. This means there is no Wiki
page for this entry. In order to make the page, simply double-click on the

highlighted WSS to open a New Wiki Page.
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e The Name field is already filled in. Just add the Wiki Content.
e Click Create and the new entry, WSS, has now been added to the library

GPO Procurement Home » GPO Terms and Acronyms > New Wiki Page

New Wiki Page

Create I Cancel

Name * WSS

Wiki Content
%19 2
AAlB I U E = A 31w
Windows SharePoint Services _‘J
Repositories GPO Procurement Home > GPO Terms and Acripnyms > WSS
R
Tools and Templates
Training Wwss

Risk Assessment = . . .
L& Edit | History | Incoming Links
MNews Letters ) ) ]

) o Windows SharePoint Services
SharePoint Training

Documentation
GPO Terms and Last modified at 2/4/2011 2:19 PM by Hauenstein, Rick R
Acronyms

e Click on the GPO Terms and Acronyms to return to the Wiki library page.
Both new entries are now in the library.

e Repeat this procedure every time a new term/acronym is added. SharePoint
will put the entries in alphabetical order.

GPO Procurement Home > GPO Terms and Acronyms

GPO Terms and Acronyms
This Wiki library contains all of the GPO terms and acronyms.

New =  Actions - Settings ~ View: All Pages -
Type Name Medified By Medified Created By Created
@ SharePoint ! Hew 20412011 217 PN ZH4/2011 2:11 PM
@ WS ! rew 2/412011 2:19 PM 2i4/2011 2:19 PM
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2.15. Executing a Search Query

e Search for content from the Search box near the top of most pages

e The administrator can modify or remove the Search box or its scope list, and
change its appearance on the site.

2.15.1. Add a Simple Search Web Part

e Refer to Section 2.6 Web Parts for editing this web part.
e From the Site Menu bar, select Site Actions and Edit Page

Create Page
Create a page in this site.

Edit Page
Add, remove, or update Web P{f_ﬁjs on
thiz page.

View All Site Content
View all librarie= and lizts in this site.

5| N

View Reports

View reports on documentz, pages »
and tasks.

Site Settings

Manage site settings on this site.

Manage Content and Structure

% Reorganize content and structure in

this site collection.

e The web part edit mode is now available. Click on Add a Web Part in either
the right or left zone.

Exit Edit Mode X

Right

Right

(=, Add a Web Part

|Add a Web Part {opens in new window)i

Test News

Read More...
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VCR#
e The Add Web Parts to Left (or Right) menu appears. Check the search
boxes desired.
e Multiple items may be selected but the most common search box is Search
Box (for simple searches).
g Add Web Parts -- Webpage Dialog 5'

Third Party Manufacturing - Quality Assurance

Add Web Parts to Right

[T | 3] Advanced Search Box
Uzed for parameterized searches bazed on properties and combinations of words.

M | 3] Federated Results

Thizs webpart displays the Federated results from the configured location.

r J People Search Box
Used to search people.

7 | 3] People Search Core Results
Thizs web part dizplays the people search results and the properties as=sociated with them.

7 | 3] search Action Links
Web part to dizplay the search action links.

| _j__l Search Best Bets

Web part to dizplay the special term and high confidence results.

| J Search Box  fff—

Used to search document and items.

7 | 3] search Core Results
Thiz web part dizplays the search resultz and the properties azssociated with them.

Il _;l Search High Confidence Results
Displays keywords, best bets and high confidence results.

[ J Search Paging
Dizplay links for navigating pages containing search resufts.

[ |

Advanced Web Part gallery and options

Add Cancel
by

e The following illustrates the simple Search Box
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| Al sites =] 0

e This web part can be edited by following the procedures in Section 2.6.4
Edit/Modify a Shared Web Part.

2.15.2. Performing a Simple Search Query

e The site collection may already have a search box created by the SharePoint
administrator. By default, an administrator with shared services
administration permissions can administer the site collection that includes the
Search Center, and edit that site as its site owner. These permissions enable
the administrator to change or remove the scope list, and to modify other
search features.

SuranGe u A Promise for L

|This Site: Third Party Manufacturing - Quality Assurance k go

PURCHASING EXTERNAL SITES =

e Adding a Search Web Part can often widen the scope of the search as shown
below:
0 Searches ALL sites in the collection of sites (broadest scope)

0 Searches the current site (narrowest scope)
o Performs a People search from the active directory

All Sites I 0

Thiz Site: Third Party Manufacturing - Quality Azzurance
People

e Select a scope from the drop-down list in the Search Box.
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Search Box

Thiz Site; Third Party Manufacturing - Qualty Assurance LI TFM Investigations -

G0 Search

e Type a query in the Search box. This can include words, quoted phrases,
and terms that use keywords and properties.

e Separate terms with spaces. A query cannot exceed 200 characters.

)

e Click the Go Search icon to display the search results.

e The core search results are sorted by their relevance to the query. To sort
them by date, click View by Modified Date.

e The results of the above query for ONLY the QA/TPM site is shown below:

# Third Party Manufacturing - Quality Assurance

GPO PROCUREMENT HOME SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING

IThis Site: Third Party Manufacturing - Quality As=urance LI TPM Investigations ’O

Result 1-1 of 1. Your 2earch took 0.11 seconds.
&] Shared Documents - TPM Investigations Chart

TPM Investigations Chafigzpx ... TPM Investigations Chart.azpx
hitp:/feew00130d:167 @ ared Documents/TPM Investigations Chart.aspx - 44KB - SYSTEM Al

e The next search is for the same site but a different document.

Search Box

This Site: Third Party Manufacturing - Quality Assurance fi i ERC QI Y ey p

e The scope was too narrow to yield any results. In other words, there was no
document, SharePoint user’s Guide, in the QA/TPM site.
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# Third Party Manufacturing - Quality Assl

GPO PROCUREMENT HOME SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING

IThis Site: Third Party Manufacturing - Quality Assursnce;l Sharepoint User's Guide p

Mo results matching your search were found.

1. Check your peling. Are the words in your query spelled correcthy?

2. Try using synonyms. Maybe what you're looking for uses slightly different words.
3. Make your =earch more general. Try more general terms in place of =pecific ones.
4. Try your search in a different scope. Different scopes can have different results.
[ ]

Change the scope and perform the same query. Note that the query term is in
quotation marks. This will return anything that matches the entire string,
SharePoint User’s Guide.

Search Box

IAII Sites LI "Sharepoint Users Guide” |

Go Search

e The query returns the document(s) being searched.

Resultzs 1-2 of 2. Your search took 0.08 seconds.
! SharePoint Users Guide
SharePoint Uzers Guide SharePoint Uzer's Guide Training Hauenztein, Rick R Supplier Management

hitp:ihww00130d:16787/SM/Lists/SupplierSelectionToolCriteriaMaster/DizpForm.aspx?ID=53 - Hauenstein, Rick R - 1/28/2011
(51 Open ltem : SPO001
SharePoint ... SharePoint User's Guide Mod 1
hitp:ihww00130d:16787/SupplierCollab/Lists/OpenltemsLog/DispForm.aspx?I0=35 - Hauenstein, Rick R - 1/25/2011
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e Without the quotation marks, the query returns items that include the words
(or portions of the words) SharePoint, User’s, or Guide, in no particular order.
Refer to the sample query result below. For example, the words Guidelines
or User will be returned as a valid search result.

Results 1-4 of 4. Your search took 0.14 seconds.

B SYSTEM ARCHITECTURE DESCRIPTION

USER GUIDE ... Sub-sites are user-defined pages created for any of the sites listed on the site bar. ... Whenever a SharePoint page iz modified, a web part can|
these zone ...

http:ffeew00130d:16787/5hare Point Training Documentation/Latest Revized User Guide/Supplier Portal User Guide.doc - 4ME - Hauenstein, Rick R - 1/28/20

1 SharePoint User's Guide
SharePoint User's Guide SharePeint User's Guide Training Hauenstein, Rick R Supplier Management

M/Lists/SupplierSelectionToolCriteriaM aster/Dis pForm.aspx ?I0=53 - Hauenstein, Rick R - 1/28/20

|21 Exception Report - test - test
User Characterigticz & ... 4.4.1 SharePoint O0B Permizzion Map to Site Settings 48 ... 4.4.2 SharePoint O0B Permizzion Map to User Groups 48

http:fww00130d: 16737/ TPMCollab/Lists/ExceptionReport/DizpForm.azpx ?ID=178 - Thikkavarapu, Sundeep R - 1/24/20

1 Open Item - SP0001
SharePoint ... SharePoint User's Guide Mod 1

http:/fww00130d:16787/SupplierCollab/Lists/0 pentemzLog/DispForm.azpx?I0=36 - Hauenztsin, Rick R - 1/25/20

2.15.3. Basics for a SharePoint Search Query

e A query includes words, quoted phrases, and terms that use keywords and
properties. Separate terms with spaces.

e Text boxes for queries permit a maximum of 200 characters. Commonly used
words such as "the," it," and "by," and single-digit numbers, are ignored.

e When a phrase is enclosed in quotation marks, the search returns content
that contains the exact phrase within the quotation marks.

e When words are entered that are separated by spaces, the search returns
content that contains all of the words, in any order. For example, to find both
"apples" and "oranges," type apples oranges.

e Type properties with values to match in the form property:value. Values are
not case-sensitive.

e Enclose a property value in quotation marks to find an exact match, or leave
the value unquoted to find partial matches that begin with the letters that are
typed. For example, for filename:"Budget" (with quotation marks), the
search returns a file named "Budget.xIsx." A search for filename:budget
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(without quotation marks) returns that file, as well as the files
Budget_Current.xIsx and Budget_Next.xIsx.

To exclude content that is marked with a certain property value from a search
results, place a minus sign (-) before the name of the property. For example,
if a technology property is available, appending -technology:mobile to the
guery excludes content about mobile technologies from the search results.

A query must include a term to find. Queries that consist only of terms to
exclude will produce an error message.

Searches on a term that is defined by the site collection administrator as a
keyword or one of its synonyms, the definition of that keyword and its Best
Bet links (if any) are featured at the beginning of the search results.

Attachments to list items are not included in search results.

2.16. Security and Permissions

2.17. Using Windows Explorer to Manage Directories/Files

Navigate to the desired SharePoint Document/Picture (Image) directory.

ype Name

(o] Latest Revised User Guide

SharePoint Training Documentation
This library consists of all available GPO SharePoint training materials.

New - Upload =~ Actions ~

% SharePoint Procedures Part 1 2/3/2011 11:01 AM Hauenstein, Rick R
ﬂﬂ SharePoint Procedures Part 2 12712011 216 PR Hauenstein, Rick R
ﬂ_ﬂ SharePoint Procedures Part 3 1/24/2011 4:35 PM Hauenstein, Rick R
ﬂj SharePoint Procedures Part 4 1/24/2011 4:35 PW Hauenstein, Rick R

Settings ~ View: All Documents -

All Documents

Modified

112872011 1:48 P Hauenstein, Rick R xplorer View

Select Explorer View in the View drop-down menu.
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SharePoint Training Documentation
This library consists of all available GPO SharePoint training materials.

0@ oW om om @

Farms Latest Revised  SharePoint SharePaink ShatePaink SharePoink
ser Guide Procedu... Procedu. . Procedu. . Procedu...

Actions « Settings -

-3

Other Places

8 web Falders
[} My Documents
\3 My Mekwork Places

e Open a separate instance of Windows Explorer (Programs->Accessories ->
Windows Explorer)

Accessibility 3 H
| Cikrix 4 Cormmunications 3
Supy 1B6M Lotus Sametime Connect  # Entertainment 3
3:;‘ ] Lotus Applications ¥ ) Address Book
q Mchfes » | caleulstor
s Microsoft Office » B Command Prompt
Th Microsaft Siverlight 3 _a Motepad
A( Startup L4 E Paint
Symantec » @) Program Compatibility Wizard “
WRO Reflection » ‘n. Remote Deskhop Connection
n Adobe Reader & @ Synchronize
/& Internet Explarer &) Tour Windows xP
£5 PowerDVD DX
PP Commaon Pragrams 3 \é Printer Manager 3 WordPad
.. Remaote Assistance System Tools 3
Software Installation System @ windows Media Player
Snaglt 9 b
' Microsaft Press 3
4:'- Documents 3
E Settings 3
2
% /_) Search 4 Section Break (Next Page)
B
& 9/] Help and Suppart
% 4=] Run...
z
-g L_] Log Off hauenlr. ..
T H4c@EA O - L-A-===ad) |
= E’] SR (00 ln4 ol REC TRK EXT ovR 13X
IEStart @—@ 15ir) Lowell R Hauen, .. | Instant Messagi...l '_r,éwss 4.D-Bing-...| '_r,éHome-GPO =i | @S
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e Navigate to the desired location for either uploading a file to the SharePoint
directory or downloading a file from the SharePoint directory. In this
example, upload the file link.doc to the SharePoint directory.

]
B T
J File  Edit View Favorites Tools Help | r'
J GBack - J - ? /..-\' Search H__ Folders El'
JAddress I@ H:ilinks j e

Folders x @ links
@ Deskkop - Microsoft Word Document

= uD My Documents 25 KB
12 legal
|2 Microsaft Press
My Daka Sources
|20 My HYE Repositary
d My Music
.ﬂ My Pictures
.;ﬂ My Shapes
lg My Videos
I Reflection
i SharePoint Drafts
= _J My Computer
% Local Disk ()
i DVD/CD-RW Drive (D)
Bl 2% Hauenlr on 'LCHome0LUsersss$ (H)
|0 backup esshase docs
=] |
1) My Dotuments
I sharePaint:
I wip esshase
Z# Gpo_data$ on Metdpp (Loppafile03) (K
2% Gpo_dept$ on "NetApp (Leppgfileds) (L:)
2 Pcapps on ‘Leppgfilenl’ (M2
2 Ppdoapps on ‘Leppgfilenl’ (P
2 PPG App Data (\NORTHAMERICALADFSS) (W)
2 PPG Applications (\\PPDAPMODESSrvapps) () - -

e The file can be uploaded by:

o Dragging and dropping as illustrated below.
o0 Copy and paste
o Cut and paste

e The user must have the proper permissions to move files to or from
SharePoint. If the user does not have permissions, then there will be an error
displayed when a file is trying to be moved.
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SharePoint Training Documentation
This library consists of all available GPO SharePoint training materials.
Actions - Seftings ~ View: Explorer View -
3 = = @ﬂ E~]
Otherplaces Forms  LatestRevised SharePoint  SharePoint  SharePoint  SharsPoint
8 web Folders User Guide  Procedu...  Procedu..  Procedu..  Procedu... P&
53 My Documents
W My Hetwork Places
=101
| Fie Edt vew Favorites Took  Help | ar
J Qrad + () - (T D searh [ ok | /
JAddress IE Hiilinks / j o
7
Folders x ks
(& Desktop - Microsoft Word Document
I— 2BKEB
= @ MMy Documents
(22 legal
il (22 Micrasoft Press
My Data Sources
Done 5 M AN Dermcitors
m’startl @ (Eh )2 1BM Lotus Mates, ., -I (€ 3 Internet Explorer -I 1 links - Microsaft Yard | 9] supplier Partal User .. "E? links | links « Li6FM
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2.18. Work Flows

2.18.1. What is a Work Flow

2.18.2.

Set of steps applied to a library or list to make sure that it follows the
company business processes

Controls how items in a library/list are released to appropriate personnel for
disposition or review.

Automated (or manual) mechanism in place to make sure that the process
flows as specified

Alerts personnel that there is a task to be performed

General Work Flow Process — Setting Parameters

Work Flows must be enabled for the process

Work Flows are generally either Approval or Collect Data Work Flows
Approvers must be determined for each Approval step

Assign tasks so users can be alerted to a pending task

Set a due date which triggers a reminder email

Set Notify Others so they can review the on-going work flow status

Note: The following sample screen shots are for informational purposes only. The Business
Administrator develops the work flow for the specific processes.

Set general workflow parameters

Select the required library or list

Suppliers

MNew

GPO PROCUREMENT HOME THIRD PARTY MANUFACTURING Pl

GPO Procurement Home > Supplier Management > Suppliers

Actions * Settings :\”n]
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e Go to List Settings

| T

Create Column
Add a column to store additional
information about each item

Create View
Create a view to select columns, filters
and other display settings

List Settings
Manage settings such as permis%if;}ns,
columns, views, and policy.

Manage Workflows
Edit or delete workflows in this list or
library

Create Workflow
Create a new workflow using the Mintex
Workflow designer

e Select Workflow settings

Basic Functions
Work Flows

List Information

Name
Web Address:

Description

General Settings

Customize Suppliers

Suppliers

http/iww00130d:16787/SM/Lists/Suppliers/Alllterns.aspx

Permissions and Management

@ Title, description and navigation g Delete this list

8 Versioning settings
a8 Advanced settings

a8 Audience targeting settings

B Save list as template

a

=]

=]

Permissions for this list

Workflow settin

Information management policy

settings

e Select the parameters for the workflow
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o Workflow template

o Workflow name

0 Select the task list

0 Select a history list

0 Select start options (workflows can be started manually or automatically)
7 Add a Workflow - Windows Internet Explorer provided by Abbott Laboratories =18 x|
':‘ - |g hittp: jfwwD0L30d: 16727150 _layouts) Addwrkfl, aspatList="7EC | 682F5 2920306 0% 204 BEE %, 208042 % 2DTEC j 49| % | |EF sharepoint warkflaws 2

Fle Edt Wiew Favortes Tools Help J % @ osnagl B

7 Favaries J 95 @] Web Slice Gallery -

= o o»
%8| -| Sharepaint workflows - Bing | & Add a Workflow x | | J T - Bl - ) s - Page- Safety - Toos - (@~

|

lanagement

THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE = EXTERMAL SITES = PUB = GPO SAP TEAM Site Actions

GPO Procurement Home > Supplier Management > Suppliers > Settings » Workflow settings > Add or Change a Workflow

Add a Workflow: Suppliers

Use this page to set up a workflow for this list.

Workflow

Select a workflow to add to this list. If the workflow template
you want does not appear, contact your administrator to get
it added to your site collection or workspace

Select a workflow template Description

Routes a document for approval. Approvers
can approve or reject the document, reassign
the approval task, or request changes to the
document

Collect Feedback
Collect Signatures
Disposition Approval

Name Type a unique name for this workflow: o

Type a name for this workflow. The name will be used to
identify this workflow to users of this list

Task List Select a task list: Description

Select a task list to use with this workflow. You can select Tasks ;l Use the Tasks list to keep track of work that
an existing task list or request that a new task list be you or your team needs to complete.
created.

History List Select a history list Description

Select a history list to use with this workflow. You can select Waorkflow History ;I History list for workflow.

an existing history list or request that a new history list be

created.

Start Options

. [Z Allow this workflow to be manually started by an authenticated user with Edit ltems Permissions.
Specify how this workflow can be started

| Require Manage Lists Permissions to start the workflow.
[T start this workflow to approve publishing a major version of an item
[ Start this workflow when a new item is created.

[ Start this workflow when an item is changed.

Next | Cancel

e The Next page includes additional parameters as shown below.
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Customize Workflow: Hospira

Warkflaw Tasks

Detault Workflow Start Values

Complete the Workilow

Pestcomplation Workflow Activites

OK| Cancal

Ok] | Cancel |
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e The following screen allows the user to view the workflow settings. ONLY the
business administrator (or IT administrator) can make changes to a workflow.

Change Workflow Settings: Suppliers

Use this page to view or change the workflow settings for this list. You can also add or remove workflows. Changes to existing workflows will not be applied to workflows
already in progress

Workflows

Waorkflow Mame (click to change settings) Waorkflows in Progress

Hospira 0

8 Add a workflow
8 Remove a workflow

8 View workflow reports

2.18.3. General Work Flow Process — Creating a Workflow

e ONLY the business administrator or IT administrator can modify or create a
workflow.

Exception Report

New -~ Actionz - iSEl‘tingE.v i

Type Tile ] ﬂj Create Column
. 111 Add a column to store additional
-..j ELXCE"I]_I'UF A |- information about each item
eport : tez
- test Create View
) [Ty | Create a view to =elect columnz
| Exception [/ L ) s e e T A
et test fiterz, and other dizplay settings.
-test List Settings

Manage settings such as
permissiong, columns, views, and

policy
policy

4 Exception 7]
Report : test
- test

| Exception [} ?.. Manage Workflows

Report : test Edit or delete workflows in this list or
_test likrary,
B Exception Create Workflow
Report : test Create a new workflow using the {h_"}
- test Nintex Workflow designer.
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e |[f the user is NOT authorized to create or modify a workflow, the following
screen appears.

Nintex Workflow Designer: New Workflow

Commonly used

You have not been allowed as a workflow designer on this teamsite. Contact your Administrator for access. )

7 Actions = Settings =

<

@

Set a condition

oV J

Request approval

<

Send a notification
Integration
Libraries and lists
Logic and flow
Operations
Publishing
SharePoint profiles
Sites and workspaces

User interaction
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e |[f the user is authorized, the workflow creator appears.

e The details for creating a SharePoint workflow is not discussed in this guide.

,j%, " Select a workflow template Ql

: ! Blank
Blank 3 5 ] 5 :
| I Design a new workflow from a|
E(ﬁtw dIb diﬁ blank page. Alternatively, sele
Business Project Budget Projectlssue Project Team i;teemglr?éi from one of the
yi:r:‘?;mentf Approval Escalation Site gores.

Human Resources
Operations and IT

Project Tracking /
Product
Management

Sales | Marketing

¥ Show template page when creating a new workflow Create | Cancel |
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2.18.4. Tracking Work Flow Status

Repositories

Shared Documents

Lists
Delivery Performance
Exception Rsai
Lot Performance
Open tems Log
Batch Release
People and Groups

Sites

5| Recycle Bin

e The Exception Report pages shows the history and status of all active
Exception Reports.

Exception Report
New =~  Actions = Settings ~
Type Title I TPM Tracking Number  High Impact Date of Event Date of Notification  Date 1st Draft Rec'd by TPM QA
B Exception 0 test No 1/24/2011 1/24/2011 1/24/2011
Report : test -
test
Date Approved by TPM QA Motification Time  Notification in Timely Manner?  Routing Time  Draft Rec'd less than 30 days
testq V] Yes Routing Yes
Routing less than 30 days? Status Link D TPMID Exception Report Approval
Routing Submitted View/Update 164 USPRTPMO01 Failed on Start (retrying) test
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View: | All ltems -
List Number Incident Type TPM Name TPM TPM Location TPM Region
test 4505 Expired test12345 test12345-  test Biologics
materials test

The following screens display the running status of the workflow for the
specified business process.

Exception Report: Exception Report : TPM9807

(=i New ltem _;Edit ltem | X Delete ltem '—ji_,}fﬂanage Permissions | (& Workflows | Alert Me )] Version History | &% Workflow Histaﬁ'

Close |

Running Workflows

TPM Tracking Number Vindal
High Impact Yes
Date of Event 1/24/2011
Date of Notification 1/25/2011
Date 1st Draft Rec’d by TPM 1/25/2011
QA

Workflow Status

Nintex workflows that are running for this list item

Mame Started by Started Idle time
Exception Report Appraval Hauenstein, Rick R 2/23/2011 418 PM 1 day 22 hours 45 minutes
Exception Report Approval Thikkavarapu, Sundeep R 1/25/2011 9:55 AM 31 days 4 hours 52 minutes

Completed Workflows

Name Started by Started Completed

Cancelled & Errored Workflows

Mame Started by Started Ended
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2.18.5. Reviewing Work Flows
o All workflows can be reviewed using the procedure below. Any library or list

that has a workflow can be checked.

e Select the document or other item as appropriate.

Exception Report

New =~ | Actions = Settings ~

Type Title @ TPM Tracking Number  Highlmpact Date of Event

"{“_"} Exception Vinda1 Yes 1/24/2011
Report :

|Exception Report : TPM9E07 |

e From the document or item screen, select Workflow

Exception Report: Exception Report : TPM9807

Close |

(o= New ltem _} Edit ftem | X Delete ltem —l_j Manage Permissions | (¥ 'v"-.-'urkﬂo‘gk_,‘.) Alert Me -'.‘)]\-'ersion History | 4% Workflow History

TPM Tracking Number Vindal
High Impact Yes
Date of Event 1/24/2011
Date of Notification 1/25/2011
Date 1st Draft Rec’d by TPM 1/25/2011
QA

Date Approved by TPM QA
CAPA ldentified

o The Workflows reporting screen appears. In the section titted Running
Workflows, check the current status.

e There may be multiple versions listed. Select the current version — the one
shown first in the list.
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Workflows: Exception Report : TPM9807

Use this page to start a new workflow an the current item or to view the status of a running or completed warkflow
Start a New Workflow

There are no workflows currently available to start on this item.

Workflows
Select a workflow far maore details on the current status or history

Name Started Ended Status
Running Workflows

Exception Report Agpm@ 2/23/2011 4:16 PM In Progress
Exception Report Approval (Previous Version:1/23/2011 3:05:21 PM) 1/25/2011 9:55 AM In Progress
Completed Workflows

There are no completed workflows on this item.

e The Workflow Status screen give more details about the current (or past)
status of the workflow.

Workflow Status: Exception Report Approval

Wiorkflow Information

Initiator: tein, Rick R Item: Exceplion Report - TPM

Started: 11 4:18 PM Status: In Progres=

Last run: 2232011 418 PM

If an error occurs or this workfl stops rezponding, it can be terminated. Terminating the workflow wil =&t itz status to Canceled and will delete all tazks created by the workflow

B Terminate this workflow now

Tasks

Thikkavarapu, Sundeep R Excepticn - Rejina Mot Started Pending

Workflow History

occurred in this workflow

There are no items te =show in thiz view of the "NintexWorkflowHistory™ list. To create a new item, click "New™ above.
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Exception Report - View Workflow Reports

Use these reports to monitor how your business processes are running based on the history information of those workflows.
& Go Back to Exception Report

= Exception Report Approval
i35 Activity Duration Report
U=e this report to =e& how long it is taking for each activity within thiz workflow to complete, a= well as how long it takes each instance to complete.

@ Cancellation & Error Report
Use thiz report to =ee which workflows are being canceled or encounter errors before completion.

= Exception Report Approval (Previous Version:1/23/2011 3:05:21 PM)
2§  Activity Duration Report
Uze this report to =ee how long it iz taking for each activity within this workflow to complete, az well a= how long it takes each instance to complete.

5] Ccancellation & Error Report
Use this report to see which workflows are being canceled or encounter errors before completion.

Exception Report: Exception Report : TPM9807

Close |

(e Mew ltem | | & Edit ltem Delete Item | @8 Manage Permissions | (&%) Workflows | Alert Me | 53] Version History A% Waorkflow Higkary
g Y | <8

TPM Tracking Number Vindal

High Impact Yes

Date of Event 1/24/2011

Date of Notification 1/25/2011

Date 1st Draft Rec’d by TPM 1/25/2011

QA
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Workflow Status

Nintex workflows that are running for this list item

Running Workflows

MName Started by Started
Exception Report Agjgrgg\{ri‘j Hauenstein, Rick R 2/23/2011 418 PM
Exception Report Approval Thikkavarapu, Sundeep R 1/25/2011 9:55 AM

Completed Workflows
MName Started by Started
Cancelled & Errored Workflows

MName Started by Started

Idle time
1 day 22 hours 45 minutes

31 days 4 hours 52 minutes

Completed

Ended

View statistics
(i) Workflow Information
Itenc Exception Report : TPM9807
Wo rkflow: Exception Report Approval
Initiator: Hauenstein, Rick R
Started: 27U2011 418 PM Run if
Status: Running 2723/2011 418PM
Click here to show detail vifw m
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Detailed history of this workflow.
Show grauhic@ew

Action History

Action Start End Duration

Primary Q4 Approval Reminder 21232011 418 PM incomplete
Primary QLA Approval 2/23/2011 418 PM incomplete
Primary CLA Approval with Reminder 2/23/2011 418 PM incomplete
Clear Primary Attachment 21232011 £:18 PM 20232011 418 PN 0 minutes
Go to Primary QLA 2/23/2011 413 PM 22312011 413 PN 0 minutes
Draft Submitted / Exception Re-Submitted 212312011 4:18 PM 21232011 418 PM 0 minutes
Next Stage 2232011 418 PM 20232011 418 PN 0 minutes
Draft Attached 7 2/23/2011 413 PM 22312011 413 PN 0 minutes
Primary Approver Found ? 21232011 £:18 PM 20232011 418 PN 0 minutes
Get Primary &Approver 2/23/2011 418 PM 212312011 418 PM 0 minutes
Exception Report Approval 202372011 418 PM incomplete
Build Update Link for External 21232011 £:18 PM 20232011 418 PN 0 minutes
Set Link 2/23/2011 413 PM 22312011 413 PN 0 minutes
Build Update Link for External 2/23/2011 418 PM 2/23/2011 418 PM 0 minutes
Run if 22372011 418 PM incomplete

Task History
Task: Primary QA Approval. Started at: 223/2011 418 PM

User Azsigned Time Completed Time Qutcome Comments
Thikkavarapu, Sundeep R 212372011 £18 PN incomplete Pending
Workflow Messages

e Click on Show graphical view to return to the workflow process diagram
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Content Specific Details

3. GPO PROCUREMENT

3.1. Content Specific Details
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4. SUPPLIER MANAGEMENT

4.1. SRM Suppliers and Governance Teams
4.1.1. View SRM Suppliers Governance Teams

e On the Navigation Bar, select Supplier Management

GPO PROCUREMENT HOME —IF THIRD PARTY MANUFACTURING  PURCHASING  QUALITY ASSURANCE ¥  EXTERNAL SITES
-

e Inthe Quick Launch area, select Suppliers Governance Teams

Repositories

Archive Documents
Projects
References

SRM Toolz
Templates

3RM Dashboard
Lists

Project Status

Suppliers Governanc
JEeams

Suppliers

e The Supplier Governance Teams page is displayed showing the current
Suppliers
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Suppliers Governance Teams
New = | Actlions - Settings ~

0 Supplier URL Team

H Supplier : Alcan Packaging (2)

& Supplier : Balchem Corp. (2)

H Supplier : BASF (2}

e Expand the desired Supplier for details.

GPO PROCUREMENT HOME THIRD PARTY MANUFACTURING ~ PURCHASING ~ QUALITY ASSURANCE =  EXTERNAL SITES = Site Actions

GPO Procurement Home > Supplier Management > Suppliers Governance Teams

Suppliers Governance Teams
New ~ Actions ~ Settings ~ View: All tems -
@ Supplier URL Team Member Role Type]

(=) Supplier : Alcan Packaging (2)

w.alcanpackaging.com  Connie Savovich, GPO, ADD, Sr. Abbott Top-to-top relationship mgmt

Presence in supplier negotiations as __;3 J

Director, Corp. Purchasing Executive & SRMW program sponsorship appropriate
& Review and oversight of SRM ® Commitment of resources required to
strategy maintain effective relationships
& Presence in executive reviews s Communication of divestitures or
(e.g. quarterly reviews) discontinuations to supplier
« Final point for escalation resolution
www.alcanpackaging.com Dennis Wiliams, GPO, ADD, V.P./ Executivex * Top-to-top relatienship mgmt = Presence in supplier negotiations as _j 4
Sales * SAM program spensorship appropriate
* Review and oversight of SRM « Commitment of resources reguired to
strategy maintain effective relationships
® Presence in execulive reviews * Communication of divestitures or

(e.g. quarterly reviews) discontinuations to supplier
Final peint for escalation resolution

e This page includes:

Supplier name
Supplier URL

Team Member

Role

Key Responsibilities
Summary

O O0OO0OO0O0O0

4.1.2. Add to Suppliers Governance Teams

e From the Suppliers Governance Teams page shown above, select New
Item
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Suppliers Governance Teams

New |~ Actionz - Settingz -

New tem I
= Add & new itd ko this list.
e The Suppliers Governance Teams : New ltem page is displayed.
Suppliers Governance Teams: New ltem
oK Cancel

[Iﬂ Attach File 'Z? Speling... " indicates a required field

Supplier * |&ican Packaging

Supplier URL * Iwx-.'x-.'.alcanpacksging.cum

Role IAbbuﬁ Executive
Key Responsibilities

Top-to-top relationship mgmt ;I
SRM program sponsorship

Review and oversight of SRM strategy

Presence in executive reviews (e.q. quarterly reviews)

=
Summary

# Presence in supplier negotiations as appropriate o
* Commitment of resources required to maintain
effective relationships
# Communication of divestitures or discontinuations to
supplier
» Final point for escalation resolution :[

Team Member Connie Savovich, GPO, ADD, Sr. Director, Corp. Purchasing

Created at 10415/2010 2:20 AN by Thikkavarapu, Sundeep R oK | Cancel |
Lastmodified af 111852010 11.03 Al _bv Thikkavargoy Sundecn B

e Complete the form. Only two items are mandatory:

o0 Supplier
0 Supplier URL

e Click OK when the page is completed.
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e Expand the supplier in order to view the details. Refer to Section 4.1.1 above.

e Select Edit next to the appropriate area to be edited (see illustration below).

ippliers Governance Teams
w - Actions -+ Seftings -
| Supplier URL Team Member Role
lipplier : Alcan Packaging (2)
www alcanpackaging.com  Connie Savovich, GPQ, ADD, Sr. Abbott « Top-to-top relationship mgmt .
Director, Corp. Purchasing Executive « SRM program sponsorship
* Review and oversight of SRM .
strategy
* Presence in executive reviews L
(e.g. quarterly reviews)
.
v.alcanpackaging.com  Dennis Wiliams, GPO, ADD, V.P./ Executivex « Top-te-top relationship mgmt .
Sales * SRM program sponsorship
= Review and oversight of SRM )
strategy
® Presence in executive reviews .
(e.g. quarterly reviews)
.

View:| All tems

Presence in supplier negotiations as
appropriate

Commitment of resources required to
maintain effective relationships
Communication of divestitures or
discontinuations to supplier

Final point for escalation resolution

Presence in supplier negotiations as
appropriate

Commitment of resources required to
maintain effective relationships
Communication of divestitures or
discontinuations to supplier

Final point for escalation resolution

e The Suppliers Governance Teams edit window is displayed.

Suppliers Governance Teams: www.alcanpackaging.com

OK | Cancel

1 Attach File | K Delete tem | 67 Speling...

“indicates a required field

Supplier * IAIc:an Packaging

Supplier URL * I\-.'\-.'\-.'.alcanpackaging.Cclm

Role |mbbott Executive

Key Responsibilities

effective relationships

supplier
® Final point for escalation resclution

» Top-to-top relationship mgmt

» SRM program sponsorship

# Review and oversight of SRM strategy

» Presence in executive reviews (e.g. quarterly reviews)

2

Summary

» Presence in supplier negotiations as appropriate -

* Commitment of resources required to maintain

* Communication of divestitures or discontinuations to

=l

||

Team Member

ICunnie Savovich, GPO, ADD, Sr. Director, Corp. Purchasing

e Make all changes from this screen.
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e Click OK when completed.

4.2.  Supplier Selection Tool

e Click on the Supplier Management Link

Supplier Management
Supplier Selection Tool

GPO Procurement Home

| SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING

———
Beposiforie k

IThis Site: GPO Procurement HnmeLI

QUALITY ASSURANCE = EXTERMAL SITES =

e Click on the Supplier Selection link in the Quick Launch area

Repositories
Archive Documents
Projects
References
SRM Tools
Templates

SRM Dashboard

Lists
Project Status

Suppliers Governance
Teams

Suppliers
Quick Links
Update Supplier Selettion

Supplier Selection
Reportz

e The Supplier Selection Tool page is displayed.
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Supplier Selection Tool

r.|ater|al:| Date ;| 1/26/2011 Project Name:

Please ente pplier name e textboxes belo
Quality Quality Manual (| [m] | [} O n r
Quality Material Specification o u u ml r u r
Financial Financial Stability O [m] [m] O O ] O

Scored Criteria

Results of Must
Have Criteria:

iﬂazrnlnsibilrty Gobal Crizenshi [+ = [+ = [+ = [+ =l [+ = [+ =l [+ =l
= [ = [ | [ [ =
Francal | g | [ H E= [ [ = = [
= = = =l = = =l
Comments:
= = = = = = =
Subm\tl

e This screen is divided into several sections. Modifications to each section are
described below. These sections consist of:
o Category
o Criteria

o Must Have Criteria
0 Scored Criteria

e The addition/modification feature is reserved ONLY for the Business
Administrators.

4.2.1. Add/Modify a new Category

e On the Supplier Management site, click Manage Content and Structure in
the Site Actions drop down menu. Or View All Site Content, also on the
Site Actions drop-down menu.
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ITES =  SHAREPOINT TRAINING Site Actions ~ SHAREPOINT TRAINING
——— | Edit Page —— | Edit Page
| / Change the content and Web Parts on | / Change the content and Web Parts on
- thiz page. e thiz page.
d Create Page - Create Page
— L Create a page in this site. Create a page in this site.
Show Page Editing Toolbar Show Page Editing Toolbar
Dizplay the page status and editing Dizplay the page status and editing
options for this page. options for this page.
ﬂ]]'l View All Site Content £|]]J View All Site Content
U=s| | Wiew alllibraries and lists in this site. ] 1= wiew all libraries and lists in thisls{tj I
View Reports View Reports
View reports on documents, pages 4 View reportz on documents, pages P
|| and tasks. and tasks.
Site Settings » or Site Settings »
F— Manage site settings on this site. Manage site gettings on this site.
Manage Content and Structure Manage Content and Structure
| % ! Reorganize content and structure § ﬂ% Reorganize content and structure in
thiz =ite collection. {b this =site collection.
r r r r
r r ~ ~
r r u u
O O
TABLE  NOT ACCEPTABLE | NOT ACCEPTABLE - LE | LIUAEEEGULE | OB hd
] au

e Click the SupplierSelectionToolCategoryMaster link.

e Click the down arrow on the SupplierSelectionToolCategoryMaster link.
Select New and ltem

m |SuppIiErSeIecﬁunTDUICategnr\,rMaster ~ |1/26/2011
[  supplierselectionToolChartData Open Link in Mew Window leB
m SupplierSelectionToolComments =i New {E’?

m SupplierselectionToalCriteriaMaster K Delete

[ SupplierSelectionToalMustHaveCriteria _j Edit Properties 1/28f2011
[0  supplierselectiorToolScoredCriteria 1/28/2011

e This opens the SupplierSelectionToolCategoryMaster: New Item page.
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SupplierSelectionToolCategoryMaster: New ltem

QK [ | Cancel

Lm Attach File ’f? Speling... " indicates a required field

CategoryName * ITrﬂining

Weightage * ISU o

0K Cancel

e Specify the desired name for the CategoryName field. For this example,
Training is the new category.

e |[f calculation is required, specify the desired % in the Weightage field,
otherwise, leave the field blank.
e Click OK.

e This added a new category to the Supplier Selection Tool. However, before
there is any visible change to the Supplier Selection Tool, a criteria has to
be created for that particular category.

e The new category, Training, now appears on all category drop-down menus.

Category NHame * Financial ;I

Financial

Innovation

QOther

CQuality

Service

SharePoint Training
Social Rezponzibility

Caktegory Name

e All categories are displayed by clicking on the
SupplierToolSelectionCategoryMaster link.
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SupplierSelectionToolCategoryMaster - All Items

4 up Mew  Actions = Settings - Show Related Resources  View:  All Ttems -

[ Attachments CategoryMame Weightage
O False Quality 30 %

O False Service 30 %%

il Falze Financial 30 %

[~ False Innovation 3 %

[ False Sodal Responsibility 2 %

O False Other 3%

[ False SharePaint Training 10 %

[ False Trainng fe— New category just created. Lt

e To edit or delete a category, go to the
SupplierSelectionToolCategoryMaster link. Hover the pointer over the
required category and click on the down arrow.

SupplierSelectionToolCategoryMaster - All Items

3 up Mew  Actions - Settings - Show Related Resources . view:  All Items -

Ll Attachments CategoryMame Weightage
| Falze Quality 30 %o
i False Service 30 %
[ False Financial 30 %
[ False Innavation 5%
[~ False Social Responsibility 2%
i False Other 3%
[ False SharePaint Training 10 %
il False Training - |30 %
Open Link in New Window
¥ Delete
53 Copy...
23 Move...
_j' View Properties
A EditProperties {b
;;J Manage Permissions
—::.‘] Version History
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e Double-clicking the required category also displays the edit window.

SupplierSelectionToolCategoryMaster: Training

Close |

=i New tem _j' Edit tem >( Delete tem 3i?_|l.1anaag5 Permissions | Alert Me | &% Workflow History

CategoryName Training
Weightage 30%
Created at 1/28/2011 1:07 PM by Hauenstein, Rick R Close |

Last modified at 1/28/2011 1:07 PM by Hauenstein, Rick R

4.2.2. Add/Modify a new Criteria

e On the Supplier Management site, click Manage Content and Structure in
the Site Actions drop down menu. Or View All Site Content, also on the
Site Actions drop-down menu.
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ITES +

2
| ]

SHAREPOINT TRAINING Site Actions -

Edit Page

Change the content and Web Partz on
thiz page.

Create Page

Create a page in this site.

Show Page Editing Toolbar
Dizplay the page status and editing
options for this page.

=

SHAREPOINT TRAIMING

Edit Page

Change the content and Web Parts on
thiz page.

Create Page

Create a page in thiz site.

Show Page Editing Toolbar
Di=play the page =status and editing
options for this page.

ﬂ]]'l View All Site Content View All Site Content
U=s| | Wiew alllibraries and lists in this site. 1= wiew all libraries and lists in thisls{tj
View Reports View Reports
View reports on documents, pages 4 View reports on documents, pages
|| and tasks. and tasks.
Site Settings » or Site Settings »
1 Manage =site settings on this site. Manage site =ettings on this site.
Manage Content and Structure Manage Content and Structure
— ﬂ% Reorganize content and structure § ﬂ% Reorganize content and structure in
thiz =ite collection. ‘{b this site collection.
I I | I |
O O r r
r r L L

LE | NOT ACCEPTABLE

NOT ACCEPTABLE

NOT ACCEPTABLE | NOT ACCEPTABLE

TABLE

lL

e Click the SupplierSelectionToolCriterialMaster link.

e Click the down arrow on the SupplierSelectionToolCriteriaMaster link.
Select New and ltem

[ supplierselectionToolCategaryMaster 1/26/2011
[  supplierselectionToolChartData 1/25/2011
m SupplierSelectionToolComments 1282011
m |SupplierSeIEcﬁnnTnDICriteriaMaster - | 1/28/2011
[  supplierselectionToolMustHayeCriteria Open Link in New Window 1/28/2011
m SupplierSelectionToolScoredCriteria =i MNew ‘[h_w} M= Item
E  Tasks ¥ Delete 9/30/2010
&l Templates 4 Edit Properties 12/30/2010
2l WlerlBeus Taolo 12/5/2010
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e This opens the SupplierSelectionToolCriteriaMaster: New Item page.

SupplierselectionToolCriteriaMaster: New ltem
0K Cancel
[[] Attach File | 5 Speling... *indicates a required field
criteria Mame * IShareF‘uint CET
Weightage I o
Rate1 I
Rate2 I
Rate3 I
MustHave Ir2
Category Hame * Training ;I
Financial
Innowvation K Cancel
QOther
Quality
Service
SharePoint Training
Su cial Rezponzibility
Training o % J LocH

e The new criteria name is SharePoint CBT. Note that it will be associated
with the newly created category, Training.

e Specify the desired information for the new list item. Note: Leave
Weightage, Ratel, Rate2 and Rate3 field blank.
e MustHave is optional

o If the MustHave box is checked, then this criteria appears in the Must
Have section of the Supplier Selection Tool.
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VCR# PP
SupplierSelectionToalCriteriaMaster: New ltem
QK Cancel
[} Attach File | 57 Speling... * indicates a required field
AL |shareoint CBT
Weightage I g
Rate1 I
Rate2 I
Rate3 I
MustHave Ird
Category Name * m
Financial
Innovation 0K Cancel
Other
Quality
Service
SharePoint Training
Social Responzibility
I O O =
o If the MustHave box is not checked, the criteria will appear in the Scored
Criteria of the Supplier Selection Tool.
Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 172 of 217

Material All Rights Reserved"



a

Supplier Portal
System Version 1.0
VCR#

Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier Management
Supplier Selection Tool

[l Attach File | ¥ Delete ttem | g% Speling. .

SupplierSelectionToolCriteriaMaster: SharePoint User Guide

0K Cancel

* indicatez a required field

criteria Hame *

%

IShareF‘uint User Guide

Weightage 35
Rate1 IE_
Ratel |3
Ratel |1
MustHave O

Category Hame * Training

Financial
Created at 1/31/2011 3:45 AN by Syztem |Innovation
Last modified at 2/17/2011 2:47 PM by Liu| Other
Quuality
Service

SharePoint Training
Social Rezponsibility

OK Cancel

e Click OK.

e SharePoint CBT/Training is in the Must Have Criteria section of the Supplier

Selection Tool

e SharePoint User’s Guide/Training is in the Scored Criteria section (MustHave

was deselected) of the Supplier Selection Tool.

e Ratel, Rate2, and Rate3 must be filled in so these ratings can be applied to
the Scored Criteria in the pull-down menu. Rate3 is the default value.

Results of Must
Have Criteria:

Scored Criteria

HOT ACCEPTABLE | NOT ACCEPTABLE

- SharePoint User
Training Guide 1 'E |1 'I
L
Social i . 3
Responsibiity Globkal Citizenship m I 1 vl
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Supplier Management
Supplier Selection Tool

Supplier Selection Tool

Material :I Date ;| 1/26/2011 Project Name:

Training S — ew nlterla wit MustH?ye selected - r - . r
Quality Quslity Manual ] o u u u I ul
e NOT ACCEPTABLE | NOT ACCEPTABLE
Have Criteria:
Scored Criteria
1
ey |G o = = [ [ =
Social SR
Re::mih“w Global Citizenship [T =] [T =] [T =] [T =] [T =] [ =l [T =]
Delivers / Agrees t
S peiverpr Coss | [ = [ H [ H [ [ [H =
S test criteria added b
Financial ﬁa:;:”“ Y [ =l || [ =l [+ =l [ =] [ =l ||
H H H H | E =
Comments:
E = E = [ [ | =
Subm\tl
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5. SUPPLIER COLLABORATION

5.1.

Create New Supplier

Select Supplier Management from the site bar.

Supplier Collaboration
Create New Supplier

Supplier Management

PURCHASING

QUALITY ASSURANCE +

Thie Site: Supplier Management ¥

EXTERNAL SITES =

GPO PROCUREMENT HOME

'{b THIRD PARTY MANUFACTURING

GPO Procurement Home > Supplier Management

L sronisoior e
90

Site Actions ~

Select Suppliers from the Quick Launch area.

Repositories
Archive Documents
Projectz
References
SRM Tools
Templatez

SRAM Dashboard

Lists
Project Status

Suppliers Governance
Teams

Supplie

Quick Links

Supplier Selection

To add a new supplier, select New, and then Supplier. This opens the New

Supplier page.
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1.0

Supplier Collaboration
Create New Supplier

Create Site

Last modified at 1

Suppliers
Mew |+ Actons - Settings =
Supplier Supplier Location Supplier Region Supplier URL
=" Create anew Suph_gr . ) .
Test Location1 USPR Test Supplier! - Test Location1

LACSUOO0 TEST12 TEST12 LAC TEST12 - TEST12

SUPP45TE Sudheer LA EU Sudheer - LA

SUPPO2E3 Rejina Woodstock LAC Rejina - Woodstock

NancyD Supplier Nancy LC USPR Supplier Nancy - LC

e Fill out the Suppliers: New Item form
Suppliers: New ltem
0K Cancel

|ﬂ Afttach File }( Delete tem ? Speling... indicates a required field
Supplier Hame * ISharePuint
Supplier Location * ILake County

Supplier Region * ILISF‘F. 'I

v

Created at 1/25/2011 2:00 PM by
12572011 2:00 PM by

QK Cancel

e The Supplier Region must be chosen from one of the items in the drop-
down menu. If a region is not listed, notify the business administrator.

Supplier Region *

Create Site
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System Version 1.0 Supplier Collaboratio

Create New Supplier

VCR#
e The Create Site box must be checked if the supplier wants a workspace.
Otherwise, the workspace is optional and can be added later. Refer to
Section 5.1.1 Edit an Existing Supplier.
e A supplier workspace can include, but not limted to, the following
o Documents
o Calendar
o New Open ltems
0 Add an Open ltem
o Open Items Log
o0 Change Natification
5.1.1. Edit an Existing Supplier
e Goto Supplier Management on the site bar.
e Select Suppliers on the Quick Launch area. This opens the Suppliers page.
Suppliers
MNew ~ Actions « Settings - View: All ltems -
Supplier 1D Supplier Name Supplier Location Supplier Region Supplier URL
USPRSU0001 Test Suppliert Test Locationt USPR Test Supplier? - Test Location! _j
LACSUOOO TEST12 TEST12 LAC TEST12 - TEST12 73
SUPP45TS Sudheer LA EU Sudheer - LA _j
SUPP0229 Rejina Woodstock Lac Rejina - Woodstock 73
NancylD Supplier Nancy Lc USPR Supplier Nancy - LC _j
SPO0O1 SharePoint Lake County UsSPR SharePoint - Lake County 73
e Click on the Edit icon for the required supplier. For this example, the
supplier just created (SharePoint) is the supplier to edit.
Suppliers
New =~  Actions « Settings - View: Allltems -
Supplier 1D Supplier Hame Supplier Location Supplier Region Supplier URL
USPRSU0001 Test Suppliert Test Locationt USPR Test Supplier? - Test Location!
LACSUOOO01 TEST12 TEST12 Lac TEST12 - TEST12
SUPP4576 Sudheer LA EU Sudheer - LA
SUPP0229 Rejina Woodstock Lac Rejina - Woodstock
NancylD Supplier Nancy Lc USPR Supplier Nancy - LC
SPO0O1 SharePoint Lake County UsSPR SharePoint - Lake County
USPRSU0039 Airgas Inc Bozrah, CT, USA USPR Airgas Inc - Bozrah, CT, USA
e This opens the Suppliers: SharePoint — Lake County page.
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gssg:sr\;;?:g:] 10 Supplier Collaboration
VCR# Create New Supplier
Suppliers: SharePoint - Lake County
oK Cancel
lﬂ Attach File X Delete tem ’:fff' Speling... " indicates a required field
Supplier ID* ISF’UU[H
Supplier Name * IShareF‘uint
Supplier Location * ILﬂke County
Supplier Region * IUSPR vl
Create Site ¥
Created at 1/25/2011 2:00 PM by oK Cancel
Last modified at 1/25/2011 2:00 PM by

o Make the appropriate edits. Some of the common edits from this page are:

o the supplier site can be created if the Create Site was not originally
checked

o the supplier site can be omitted by deselecting the Create Site checkbox.

New attachments can be added or removed

0 The supplier can be deleted.

o

5.1.2. View the Supplier Site

e Goto Supplier Management on the site bar.
e Select Suppliers on the Quick Launch area. This opens the Suppliers page.

Suppliers
Mew =~ | Actions = | Seftings ~ Wiew: | All ltems -
Supplier 1D Supplier Name Supplier Location Supplier Region Supplier URL
USPRSU0001 Test Suppliert Test Locationt USPR Test Supplier? - Test Location! _j
LACSUDDO1 TEST12 TEST12 LAC TEST12 - TEST12 73
SUPP4576 Sudheer LA EU Sudheer - LA _j
SUPP0229 Rejina Woodstock Lac Rejina - Woodstock 73
NancylD Supplier Nancy Lc USPR Supplier Nancy - LC _j
SPO0O1 SharePoint Lake County UsSPR SharePoint - Lake County 73
e The Supplier URL is automatically created when the supplier was added.
This is the link to the supplier’s workspace. Click on the URL as shown in the
example below:
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SRM Open Item Log

VCR#
Suppliers
Mew = | Actions = Setlings -
Supplier ID Supplier Name Supplier Location Supplier Region Supplier URL
USPRSUOOOM Test Supplier! Test Location1 USPR Test Supplier! - Test Location1
LACSU0001 TEST12 TEST12 LAC TEST12 - TEST12
SUPP45TE Sudheer L& EU Sudheer - LA
SUPPOBES Rejina Woodstock LAC Rejina - Woodstock
NancylD Supplier Nancy LG USPR Supplier Nancy - LC
SPO001 SharePoint Lake County USPR SharePoint - Lake QT&
Hoppollonan Licoas lo Bosrab CT llo s Lepn Licoas o Bozrab LT llos

e This opens the supplier's workspace.

e The page is initially empty. Use the procedures in Section 2.6 Web Parts to
add the required content for this supplier.

SharePoint - Lake County [ prantae
[This Site: SharePoint - Lake County =] g0
SUPPPLIER COLLABORATION site Actions ~
. Create Page
J Create a page in this site.

Workspace for SharePoint - Lake County o
it Page

Add, r&lg}:.)e, or update Web Paris on
this page:

| /
JJ.DJ View All Site Content
i

View all libraries and lists in this site.

View Reports
View reports on documents, pages 3
and tasks.

Site Settings
Manage site settings on this site.

Manage Content and Structure
Reorganize content and structure in
this site collection.

8

5.2. SRM Open Item Log

e Go to the Supplier Collaboration under the External Sites menu item.

GPO PROCUREMENT HOME SUPPLIER MAMAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASS5URANCE ~ EXTERMAL SITES =

GPO Procurement Home > Supplier Collaboration

TPM COLLABORATION

e Select Open Items Log from the Quick Launch area.

Global Pharmaceutical Operations Abbott Laboratories Proprietary Page 179 of 217
Material All Rights Reserved"



‘ a Abbott Laboratories — Global Pharmaceutical Operations (GPO — IT)

Supplier Portal
System Version 1.0
VCR#

Supplier Collaboration
SRM Open Item Log

Surveys
Repositories

Shared Documents
Lists

Open ttems Lc%

Supplier Chang'=

MNetification

SRM GAP Assessment
Comments

SRM GAP Assessment
Rezultz

GAP Aszezzment Survey
Templates

Quick Links

SRM GAP Aszessment
sSurvey

Sites

People and Groups

'-': Recycle Bin

e Inthe Open Items Log screen, select New, and New Item as shown.

Open ltems Log

MNew | ~| Actions - Settings -
New ltem

= add anew temto thi@t.

® SupplierlD : LACSUO0M (2}

H SupplierlD : LACSUDDE (1)

# SupplierlD : QuickBase (12)

H SupplierlD : SPO001 (1)

H SupplierlD : SUD2 (1)

# SupplieriD : SUPP0BSY (4)

# SupplierlD : USPRSU0001 (1)
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Supplier Collaboration
SRM Open Item Log

e The Open Items Log: New Item form is displayed.

Open ltems Log: New [tem
0K Cancel |

‘ LEI Attach File ?Spelling... *indicates a required field |

SupplieriD *

Supplier Name

Supplier Location

Supplier Region

Open Hem *

Category I vI

Description

Work Stream *

Priority * I_L[

Owner

Status I Open vI

DueDate

L]

8 @

[

Notes

DateLogged * Jer7iz011 iz

OK Cancel

e Enter the following:
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SupplierID (Required)
Supplier name

Supplier Location

Supplier Region

Open Item (Required)
Category — no default value.

O O0OO0OO0OO0O0

Category

Description p
lzzue

Cpportunity

0 Description
0 WorkStream (Required) — no default value.

WorkStream *

Priority Systems Integration

Owner Eilﬂ;tﬂsuu o
Process

Status Benchmarking

S Training H
Communications
Governance

Hotes PMO
All

o0 Priority (Required) — no default value.

Priority *
Owner

Status

o Owner — Click on the Browse icon to search the employee database.

Owner &
Status Igpen vl Browse

0 Status — The default Value is Open.
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VCR# P N

Status

DueDate

- Deferred

o DueDate — Click on the calendar icon to select a date.

DuelDate I

4 February, 2011 ¥
Notes - : " [Select a date From the calendar. |

57)
=l

o0
[1=]
—
=
—
=
=
()

13 14 15 16 (17|18 19

20 21 22 23 24 25 26
DateLogged * 27 28

Today is

Thurzday, February 17, 2011 oK

o Notes
o Date Logged (Required) — Defaults to today’s date. It can be changed by
clicking on the calendar icon and selecting another date.

DateLogged * [r7r201s %
F| February, 2011 3

1 2 3 4 5
&8 7 8 8§ 10 11 12
13 14 15 16 (17|18 19 |M
20 21 22 23 24 25 26
27 28
Today iz

Thursday, February 17, 2011

e Sample Open Item Log
o0 New Open Item form
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Supplier Collaboration
SRM Open Item Log

WorkStream *
Priority *
Owner

Status
DueDate

Hotes

DateLogged *

Open ltems Log: New ltem

oK Cancel
[m Attach File ’?Spelling... * indicates a required field

SupplierlD * |De|l68-69
Supplier Name IDeII Computers
Supplier Location IRUund Rock, T
Supplier Region |u5
Open Item * |1|JD GB HDD
Category Im
Description

System down, waiting on replacement parti(s) ;I

I Systems Integration ;I

Ir.1edium 'l

8
IDeferred vl
|ziz2i2011 i
Dell contact: Roger Taylor, 512-555-2800x2525 ;I
[ -
2(17/2011 i

OK I Cancel I

o0 View current Open Item Log. The new open item is now shown.
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VCR# P N

Open ltems Log

# SupplieriD : LACSU0001 (2)

= SupplieriD : LACSU006 (1)

New ~ Actions = Settings ~ View:  All ltems -
Category  Title Status WorkStream Priority Qwner DueDate DateLogged  Supplier Name  Supplier Location  Supplier Region  Open ltem
= SupplierlD : Dell6869 (1)
& Status : Deferred (1)
lssue Open ftems Deferred Systems Medium Smith, System down, 2222011 2172011 Dell Round Rock, TX us 100 GB
Log Trew Integration James T waiting on Computers HDD
replacement part
(s}

5.2.1. Submit a New Change Notification

e Under External Sites, selct Supplier Collaboration.

SUPPLIER MANAGEMENT  THIRD PARTY MANUFACTURING  PURCHASING  QUALITY ASSURANCE =

TPM COLLASORATION lights & Events

e Click Supplier Change Notification under the Quick Launch area.

Site Actions -
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Supplier Collaboration
SRM Open Item Log

Repositories

Shared Documents

Lists
Open temz Log

Supplier Chanpaoe
Motification i ?

Comments

SRM GAP Azzezzment
Rezultz

GAP Azsezament Survey
Templatez

Quick Links

SRM GAP Aszezsment
survey

Sites

People and Groups

: Recycle Bin

e Select New item under the New tab.

Supplier Change Notification
New | ='| Actiong Settings -
Hew Itam upplier Name  Supplier Location  Supplier Region  Supplier Centact Email
‘ = g a@}v item to this list.
EST TEST TESTBY
Change NANCY
Notification
Supplier In Progress Nancy Le USPR test
Change
Notification
Supplier In Progress SharePuoint Lake County USGPO lowell hauenstein@abbott.com  SharePoint Added detai
Change Users manual SCN.
Notification
e Specify the desired information for the supplier new change notification.
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Supplier Collaboration
SRM Open Item Log

[ attach File | “5% Speling...

ok | Cancel

* indicates a required field

SupplierlD *

Supplier Name

Supplier Location

Supplier Region

Abbott Code

Supplier Part Number *

Part Description

Change Description

Change Date *

Supplier Contact Email I

Supplier Contact Phone I

e Click Submit.

5.2.2. Add Attachment to the Supplier Change notification

e Repeat Section 5.2.1 from above to return to the Supplier Change

Notification: New item page.

Supplier Change Motification: New ltem

] AttachE E’} o Speling...

0K

Cancel

“ indicates a required field

SupplieriD *
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e Click on Attach File. The contents of the file can contain any information that
clarifies the change.

e Browse to the appropriate file’s location to select the file.
e Click OK to attach the file.

Supplier Change Motification: New ltem
Uze thiz page to add attachments to an item.

Name I Browse... |

oK I Cancel |
5.2.3. View All Change Notifications
e Click Change Notifications under Quick Links.
Supplier Change Notification
New = | Actions - Settings -
o Tite Supplier Change Notification  Supplier Name  Supplier Location  Supplier Region  Supplier Contact Email
Supplier In Progress TEST TEST TEST BY
Change NANCY
Notification
Suppler In Progress Nancy LC USPR test
Cha
Notification
Supplier In Progress SharePoint Lake County USGPO lowell. hauenstein@abbott.com  SharePoint Added detai
Change User's manual SCN.
Notification
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VCR#

Supplier Collaboration
Open Item

Supplier Change Mofification: Supplier Change Notification
Close |

=i New ftem :}Ed'rt item | ‘¥ Delete ltem n—'i-__=,='_'| Manage Permizsions Gj Viorkflows | Alert Me | &F Workflow History

SupplierlD MNancylD
Supplier Name MNancy
Supplier Location LC
Supplier Region USPR
Abbott Code

Supplier Part Number test
Part Description test

Change Description
Change Date 14252010
Supplier Contact Email

Supplier Contact Phone

Created at 1/25/2011 9:49 AM by Liu, M.nancy N Cloze |

Last modified at 1/25/2011 9:48 AN by Liu, N.nancy N

5.3.  Open ltem
5.3.1. Submit a New Open Item

e Click New Open Item under Quick Links.
e Specifiy the desired information for the new open item.
e Click Submit.

Site Actions ~

SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE =~

SUFPLIER COLLAB

TFM COLLABORATION lights & Events =
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Repositories

Shared Documents
Lists

Open tems Lo

Supplier Chanij

Notificaticn

SEM GAP Assessment
Comments

SEM GAP Assessment
Resultz

GAP Assesement Survey
Templates

Quick Links

SEM GAP Aszessment
Survey

Sites

People and Groups

fE Recycle Bin

QOpen ltems Log

MNew | = | Actions - Settings ~

- Hew ltem

Supplier Collaboration
Open Item

== Add a new item ta this list. {t’)

# supplierld : LACSUD001 (2)
[H SupplierlD : LACSU006 (1)
[® SupplierlD : QuickBase (12)
[# SupplierlD : SPO001 (1)

@ SupplierlD : SUD2 (1)

# SupplierlD : SUPP0389 (4)

@ SupplieriD : USPRSUD00 (1)

Priority

' Owner

DueDate

DateLogged

Supplier Name Supplier Location £
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Open ltems Log: New ltem

Supplier Collaboration

Ok

Open Item

Cancel |

‘ [ij Attach File | 6% Speling...

* indicates a required field |

SupplieriD *
Supplier Name
Supplier Location
Supplier Region
Open tem *
Category

Description

WorkStream *
Priority *
Owner

Status

Duelate

Notes

DatelLogged *

L]

8, @

IDpen vl

[

27142011 =

0K

Cancel
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Open ltems Log: New ltem

] Attach F'rf %7 Speliing. .

Supplier Collaboration
Open Item

OK Cancel

* indicates a required field

SupplieriD*

Open ltems Log: New ltem
U=z thiz page to add attachments to an item.

Hame I

5.3.2. View All Open ltems

e Click Open Items Log under Quick Links.

Repositories

Shared Documents
Lists

Open ltems Lo

Supplier Chaniz

Notificatien

SAM GAP Azzessment
Comments

SAM GAP Azzessment
Results

GAP Azsezement Survey
Templates

Quick Links

SEM GAP Aszsessment
Survey

Sites

People and Groups

fE Recycle Bin

Ok
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Supplier Collaboration
Open Item

Open ltems Log
New =~  Actions ~ Settings ~ View: | All ltems -

Category Title Status  WorkStream Priority Qwner DueDate DateLogged  Supplier Name  Supplier Location  Supplier Region  Open ftem
(@ SupplieriD : LACSU0001 (2)
(= SupplieriD : LACSU00G (1)
= SupplieriD : QuickBase (12)
H SupplieriD : SPO001 (1)
i SupplieriD : SUD2 (1)

=l SupplieriD : SUPP0G3Y (4) e Expand to view the details and the status of this open item.

3 Status : Oper

Opportunity  Open ftem : Open Communicatiens  High desc 172572011 Rejina ‘Woodstock LAC testing
SUPPO22

Issue Open ttem: Open Process Low descr 142572011 Rejina ‘Woodstock LAC gssim
SUPP022S

Issue Open ttem: Open Data Quality Medium Test 172612011 Rejina ‘Woodstock Lac tem Log1
SUPP0OEES

Opportunity  Open ftem : Open Training High Thisisa 172612011 Rejina ‘Woodstock LacC Test
SUPPOBES test opportunity

=l SupplieriD : USPRSU0001 (1)

H SupplieriD : SUDZ (1}
= SupplieriD : SUPP0889 (4)

= Status : Open (4)

Opportunity  Open ftem : Open  Communications  High desc 12572011 Rejina Woodstock
SUPPO32S

lzsus Open fem : Open Process Low descr /252011 Rejina Woodstock
SUPPOB8S

lzzUEe [ Open tem.: Open Data Quality Medium Test 112612011 Rejina Woodstock
suppusg T

Opportunity  Open ltem : Open Training High Thisiz a 1/28/2011 Rejina Woodstock
SUPP0BES test

@ SupplieriD : USPRSU0001 (1)
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VCR#

Supplier Collaboration
SRM GAP Assessment

Open ltems Log: Open ltem : SUPP0889

Close |

=i New ftem _:-3' Edit tem }( Delete tem 3_3 Manage Permizsicns | Alert Me | 43 Workflow History

SupplieriD SUPPO&ES
Supplier Name Rejina
Supplier Location Woodstock
Supplier Region LAC
Open ltem tem Log1
Category lzzue
Description Teszt
WorkStream Data Quality
Priority WMedium
Owner

Status Open
DueDate

Notes

Datel ogged 102802011

Created at 1/26/2011 7:41 AM by Jalazutram, Aravinda ‘3\5 Cloze |

Last medified at 1/28/2011 7:41 AM by Thikkavarapu, Sundeep R

5.4. SRM GAP Assessment
5.4.1. Create a GAP Assessment Survey

e Preliminary requirements before a supplier can have a GAP Assessment
Survey

0 Make sure the supplier is in the supplier list. Refer to Section 4.1.2 and
4.1.3 Supplier Governance Teams to verify/add suppliers.

o Verify that there is a survey template available for the supplier. Refer to
Section Error! Reference source not found. Create Survey Template

o]

e Goto the Eternal Sites drop-down menu and select Supplier Collaboration.
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System Version 1.0 Supplier Collaboration

SRM GAP Assessment

VCR#
PURCHASING QUALITY ASSURANCE = EXTERMAL SITES =~
TPM COLLABORATION
e The Supplier Collaboration page opens. Inthe Quick Links section, select
SRM GAP Assessment Survey as shown below.
GPO PROCUREMENT HOME ~ SUFPLIER MANAGEMENT 1
it GPO Procurement Home > Supplier Collaboration
Shared Documents
Lists
Qpen ltems Log
Supplier Change
Notification
SRM GAP Assezsment
Comments
SRM GAP A=zezzment
Results
GAP Assessment Survey
Templatez
Quick Links
SEM GAP Asszezsment
Survey i ;
e Inthe SRM GAP Assessment Survey Management window, select Create
Survey.
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SRM GAP Assessment Survey Management

* Required fislds

Select an Option : lr;'[:\%rn?.atn?. Survey 1 Refrieve Survey Results

e As shown in the following three illustrations, select:

o0 Select a Supplier from the drop-down menu

0 Select a unigue name and enter it in the Enter a Survey Name text box
o0 From the drop-down menu, select a template used for this survey

o0 Select Create Survey

Select A Supplier J T | =] B S W= e T= |1 =N 100
Test Supplier! - Test Location1 - USPRSUO001 Velcome Hauenatein Rid
TEST12 - TEST12 - LACSUO001
Sudheer - LA - SUPP45YS

Rejina - Woodstock - SUPPD88%
Supplier Nancy - LC - NancylD
SharePoint - Lake County - SP0001
Airgas Inc - Bozrah, CT, USA - USPRSU003S This Site: Supplier Collaboration LI
Airgas Inc. - Billerica MA, USA - USPRSUO040

Aizan Chemical Co. Ltd. - Inazawa, Aichi, Japan - PAASUD014
Aizan Chemical Co. Ltd. - Inazawa, Aichi, Japan - PAASUD01S  [SUEEUSELC RN AR L QUALITY ASSURANCE =~ EXTERMAL SITES =
Ajay Europe 2.a.r.i. - Evron, France - EUSU0019
Ajay-Sgm Chile - Santiage, Chile - LACSU000S
test - test - LACSUO0G

Sudheer1 - NY - SUD

Sudheer22 - NY - SUD2

Test - TEst 123 - TESTSME

testt - test1321 - TESTSME

test - test - TESTSMEZ

test - test - TESTSMES

Test - Test - SME4

SMES - test- SMES =
ACME Corporation - Lake County - LRHOOT
Dell Computer - Austin, TX - DELLEEES

Enter a Survey Name * Select a Survey Template *

Select A Supplier - Select & Template ;I Create Survey
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SRM GAP Assessment Survey Management

* Required fiskds

Select an Option: % Create Survey  Retrieve Survey Results

Select a Supplier * Enter a Survey Hame *

Select a Survey Template *
IHuspira. Inc. - Lake Forrest, IL - HO51502 LI IHOSUU1

Select A Template =l Create Survey I

Select A Template

GAP Azseszsment Survey
nancy template

Regulated Substances
Dell Computers

|ACHE

e Click Create Survey

If the survey has been created, the message Survey Created Successfully for

(survey name). Click here to open the survey. Click on here to open the
survey.

SRM GAP Assessment Survey Management

Survey Created Successfully for Hospira, Inc. - Lake Forrest, IL. Click hefg to open the survey

* Required fields {b

Selectan Option: ¥ Create Survey 1 Retrieve Survey Results

Select a Supplier * Enter a Survey Name *

Select a Survey Template *
Select A Supplier LI I

Select A Template x| Create Survey |

e Select Respond to this Survey.

e The survey templates are unique to various suppliers. However, some of the

surveys for similar suppliers may be very similar or identical.
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Supplier Collaboration
SRM GAP Assessment

Hospira, Inc. - Lake Forrest, IL

SUPPPLIER COLLABORATION

Hospira, Inc. - Lake Forrest, IL = HOS001

HOS001
| =, Respond to this Suw Actions » | Settings -

[Respond to this Survey]
survey Name: ilercilin]

Survey Description:
Time Created: 21812011 1:38 PM

Humber of Responzes: 0

[ Show a graphical eummary of responses

E Show all rezponzes

When the survey opens, respond to the questions/comments. Refer to

Section 2.10.3
Click Finish when the survey is completed.

The supplier survey summary is displayed.

There is only one survey per supplier. The links Show a graphical
summary of responses and Show all responses are of little interest.
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Hospira, Inc. - Lake Forrest, IL

SUPPPLIER COLLABORATION

Hospira, Inc. - Lake Forrest, IL > HOS001

HOS001

= Rezpond to this Survey Actionzs - Seftings -

Survey Hame: HOS001
Survey Description:

Time Created: 21812011 1:35 PM

Number of Responses: @

[El Show a graphical summary of rezponses

E Show all rezponges

5.4.2. Retrieve Gap Assessment Survey Results

e Go to the Eternal Sites drop-down menu and select Supplier Collaboration.

PURCHASING QUALITY ASSURANCE <~ EXTERMAL SITES <

TPM COLLABORATION

e The Supplier Collaboration page opens. Inthe Quick Links section, select
SRM GAP Assessment Survey as shown below.
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Supplier Collaboration

GPO PROCUREMENT HOME SUPPLIER MANAGEMENT 1

R itori . )
Ll GPO Procurement Home > Supplier Collaboration

Shared Documents
Lists
Open ltems Log

Supplier Change
Notification

SRM GAP Azseszsment
Comments

SRM GAP Assessment
Results

GAP Azzezzment Survey
Templates

Quick Links

e Inthe SRM GAP Assessment Survey Management window, select Retrieve
Survey Results.

SRM GAP Assessment Survey Management

* Required fields

Selectan Option: (' Create Survey * Retrieve Survey Results

Select a Supplier * Select a Survey *
Hospira, Inc. - Lake Forrest, IL - HO51502 ;l b ¥ Close Survey Retrieve Sur\rerl\ResultE I

e Select the supplier whose results are required.

e Select a Survey from the drop-down menu. The unique name for the survey
will be one of the options.

e Click Retrieve Survey Results
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SRM GAP Assessment

SRM GAP Assessment Survey Management

@ts retrieved Successfully

Rl ey

Selectan Option: (7 Create Survey ™ Retrieve Survey Results

Select a Supplier*
Select & Supplier x|

H GPO PROCUREMENT HOME SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING

Repositories GPO Procurement Home = Supplier Collaboration > SRM GAP Assessment R

Shared Documents

SRM GAP Assessment Results

Lists
Open tems Log Mew +  Actions - Settings -~
Supplier Change CGluesztion Strongly Disagree
Notification
SEM GAP Assessment + Survey : Hancy Test - Supplier Hancy - LC - NancylD - 1/25/2011 (2)
Comments
C.___"—Iﬂ-.—_SLI_T\E.' : Rejina - Rejina - Woodstock - SUPPOSES - 2111/2011 (4
GAP Azzezement Survey  Survey : test - Test Supplier! - Test Locationt - USPRSUOOOT - 1/25/2041 (2}
Templatez
. . 4 Survey : Test survey Rejina - Rejina - Woodstock - SUPP0S8Y - 1/26/2011 (2)
Quick Links
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SRM GAP Assessment Results
New ~  Actions » Settings -

Question Strongly Dizagree Dizagree Neutral Agree
# Survey : Hancy Test - Supplier Nancy - LC - NancylD - 1/25/2011 (2)

= Sﬂi;'ex : Rejina - Rejina - Woodstock - SUPP0S39 - 2111/2011 (4)

EF Test2 0 0 1 0
A Test 0 0 0 1
A Test2 0 0 1 0
T4 Test 0 0 0 1

H Survey : test - Test Supplier! - Test Location1 - USPRSU00O - 1/25/2011 (2}

H Survey : Test survey Rejina - Rejina - Woodstock - SUPPOSS9 - 1/26/2011 (2)

5.4.3. Create SRM GAP Template

e Navigate to the Supplier Collaboration site under External Sites.

Supplier Collaboration

Thiz Site: Supplier Collaboration j

GPO PROCUREMENT HOME SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE = EXTERMAL SITES =

GPO Procurement Home > Supplier Collaboration

TPM COLLABORATIO

e Create an SRM GAP template using the procedure in Section 2.10.4 Create a
Survey Template.

e Inthe Quick Launch, add the new SRM GAP Template by clicking on GAP
Assessment Templates.
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Surveys
Repositories

Shared Documents

Lists
QOpen kemz Log
Supplier Change
Notification
SAM GAP Aszessment
Comments
SAM GAP Aszessment
Reszults
GAP Assessment Survey
Templates

Quick Links

SRM GAP Assessment
Survey

Sites

People and Groups

: Recycle Bin

Supplier Collaboration
SRM GAP Assessment

o Note: Make sure that the template to be added was actually saved as a
template. If saved as a survey, then the assessment will not function

properly.

GAP Assessment Survey Templates

New | | Actions = Seftings ~

— Hew tgm
= add w ttem to this list.

nancy template
@ Regulated Substances
Dell Computers ! HEw

ACME ! HEW

e Inthe New Item page, type the template name. NOT the file name of the

template.
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GAP Assessment Survey Templates: New ltem
OK Cancel
IEI Attach File ’:f?' Speling... " indicates a required field
Template Hame * IHuspira|
D|'<\ | Cancel
L)

e The new template is now shown on the GAP Assessment Survey
Templates list.

GAP Assessment Survey Templates
Mew =+  Actions - Settings -
I Template Name
GAP Assessment Survey
nancy template
0 Regulated Substances
Dell Computers

ACME

Hospira ! HEwW V[E]

5.4.4. Copy SRM GAP Template

e Follow the same procedure as shown in Section 2.10.5.

5.4.5. View SRM GAP Assessment Results

5.4.6. SRM GAP Assessment Comments

e Select Supplier Collaboration under the External Sites tab.
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Supplier Collaboration

Thiz Site: Supplier Collaberation LI

GPO PROCUREMENT HOME SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE = EXTERMAL SITES =

GPO Procurement Home = Supplier Collaboration

e In the Quick Launch area, select SRM GAP Assessment Comments

Repositories

Shared Documents

Lists
Open kemz Log

Supplier Change
Maotification

Comments

SRM GAP Aszsesszment
Reszults

GAP Azsezement Survey
Templates

Quick Links

SREM GAP Assessment
Survey

Sites

People and Groups

f: Recycle Bin

e The SRM GAP Assessment Comments screen opens. Under the New tab,
select New Item.

SEM GAP Assessment Comments

Mew | = | Actions - Settings -

New Item
= Add a new itemto ligt.
GAR
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e Enter the Survey name

e Enter the Question

SRM GAP Assessment Comments: New ltem
0K Cancel
LII] Attach File ? Speling... “ indicates a required field
Survey * I
Question * I
Answers - Abbott
Answers - Supplier
0K I Cancel I

e Enter the appropriate comment(s) as an Abbott respondent to the question.

e Enter the appropriate comment(s) as a supplier respondent to the question.
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5.5. SCN Workflow

SUPPLIER - QA
SUPPLIER CHANGE NOTIFICATION WORKFLOW
=
S <€
O |Receive an Email . .
= 5 Indicating a Revlew the Notify Site QA mpotisboikong ISend Results (via
== Change - Change i For Impact i ;q;;‘:a Ni’il‘-:e #| Email) to tha
v & Naotification Has Motification Form Assessment ;‘ Iani"I_ng Supplier
E 3] | Been Created e
= W
' A
LowiSignificant
r
é IanIa::III:: Enr:l:jalct Finalize Impact Impact Level
:'a::‘ Assessment pEue b
w
Significant
3 r
5
Receive Email
(3 Notification ithh'::“ ke
+ ncieaing:the Notifications
8. Impact Level -
o
L
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6. TPM COLLABORATION

6.1. Exception Report Without Attachment

6.1.1. External TPM Responsibility

e Create an exception report by selecting TPM Collaboration under the
External Sites pull down menu.

TPM Collaboration

This Site: TPM Collaboration LI

GPO PROCUREMENT HOME SUPPLIER MANAGEMENT THIRD PARTY MANUFACTURING PURCHASING QUALITY ASSURANCE < EXTERMAL SITES =

SUPPLIER COLLABORATION
GPO Procurement Home > TPM Collaboration

e Select Exception Report from the Quick Launch area.

Repositories

Shared Documents

Lists

Delivery Performance
Exception REEEH

Lot Performanis=
Open tems Log
Batch Release

People and Groups

Sites

'-': Recycle Bin
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e Atthe Exception Report screen, click on New and then New item.

Exception Report

MNew |~/ Actions - Settings -

New ltem High Impact Date of Event Date of Notification  Date 1st Draft Rec'd by TPM Q4  Date Approved by TPM QA
=1 Add a new item to this |ist.{b ‘
No 112412011 1/24/2011 112412011
Report : test
- test
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Exception Report Without

Attachment

Exception Report: New ltem

[ Attach File | % Speling...
TPM Tracking Humber *
High Impact *
Date of Event *
Date of Notification *
Date 1st Draft Rec'd by TPM QA
Date Approved by TPM QA

CAPA Identified

CAPA Due Date (Critical ltems Only)

CAPA Completion Date (Critical ltems Only)
Effectivity Check Due Date (Critical ltems Only)
Effectivty Check Completion Date (Critical ltems Only)

Comments

Status *
TRMID

Lot Numbers

Short Description

Planned

Date of Event Recognition
List Humber

Incident Type

TPM Name

TPM Location

TPM Region

oK Cancel

* indicates a required field

J1
No =

[ir27r2011 B
[1rz7i2011 iz
—

El
El
El
=

JLacTrroar

1 El
=

test email ;I
=

Ho =

|1r’27."201 1 T
| 4505 v[
IAQL Failure vl

IHUspira - Montreal

ITuwn of Mount Royal, Canada

JLac

<
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e Complete the required fields:

o TPM tracking number
0 High Impact (yes/No)
o Date of Event (use the calendar icon)
o Date of Notification (defaults to the present date)
o Status
Status * | Initiated x|

niiated

Sent Back for Review
Approved
Rejected

¢ Email notification is sent to the TPM

e Sample email indicating that the exception report will follow.

Workflow 2007

Workflow Notification
TPMnarneTest has submitted an Exception Event notification for Lot 1-18-001. Exception Report number Track1-18-001

Short description:
Issue 74 Test

Notification only-Draft Report will be submitted later.  Click link to view event details:

http: S0 130d: 16787 TPMCollab/Lists/ExceptionReport/DispForm.aspx?10=163

e Another email is sent when the exception report is released to the TPM.

Subject: Draft of Exception Report from Hospira - Montreal, LAC is ready for your review

Workflow 2007

Workflow Notification
First Draft of Exception Report 1 from Hospira - Montreal, LAC is now ready for your review.

Short description:
test email.

To cornplete the task, please follow these steps
1. Click link below to review report:

Exception Report . LACTERO41
2. After report is reviewed, click here to take action (Approve, delegate, provide feedback).

Mote: You may also click here to view the workflow status

e The TPM can do one of three things:
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o View the workflow status
0 View the Exception Report
o Take action.

To complete the task, please follow these steps:
1. Click link below to review report:

Exception Report : LACTPMO41
2. After report is reviewed, click here to take action (Approve, delegate, provide feedhback).

Mote: You may also click here to view the workflow status.

6.1.2. Secondary Approver Responsibility
6.2. Exception Report With Attachment
6.2.1. External TPM Responsibility
e Complete exception Report as shown in Section 6.1.1

e Attach the supporting document(s) by clicking on Attach File

Ok | Cancel
1] ’—-.Hachﬁ'e X Delete tem | “5F Speliing... “indicates a required field
TPM Tracking Number * |1
High Impact * Lo o1

e Browse to the location of the required document.

Exception Report: Exception Report : LACTPMO41
Use this page to add attachments to an item.
Hame I Browse... |
0K | Cancel |
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e Click OK and an email notification is sent to the TPM QA

Subject; Draft of Exception Report from Hospira - Montreal, LAC iz ready for your review

Workflow 2007

Workflow Motification
First Draft of Exception Repaort 1 from Hospira - Montreal, LAC is now ready for your review.

Short description
test email.

To complete the task, please follow these steps:
1. Click link below to review report:

Exception Report © LACTPRMO41
2. After report is reviewed, click here to take action (Approve, delegate, provide feedback).

Mote: You may also click here to view the workflow status.

e The TPM can do one of three things:

o View the workflow status
o0 View the Exception Report
o Take action.

To complete the task, please follow these steps:
1. Click link below to review report:

Exception Report : LACTPIMO41
2. After report is reviewed, click here to take action (Approve, delegate, provide feedback).

Mote: ¥ou rmay alzo click here to view the workflow status,

e Send to primary TPM for approval
e If not approved, sent back to the external TPM for changes/comments

e Complete exception report

6.2.2. Secondary Approver Responsibility
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7. THIRD PARTY MANUFACTURER
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Quality Assurance
TPM Exception Report Workflow

8. QUALITY ASSURANCE
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