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Editing a Procedure
PlanChexx Quick Guide

Before Starting

Editing an approved procedure creates a Draft version that will not supersede the currently approved
procedure until it has been approved. When approved, a draft procedure becomes the new
Approved Procedure; the previously approved procedure automatically adopts the status of
archived.

Note: Translated versions of a procedure are only accessible when the master is approved. When

editing a translated version only the free text fields can be edited, all other areas will be automatically
translated.

Editing a Procedure - Work Flow

Select Procedure Select the Client, Note: If you cannot see
Maintenance from —» and Facility — the rquired Client or
the Procedures Facility ask your
menu administrator to check

your permissions

'

Select the Area and Select the Author, Click in the Display Select either the
Item that the Type and Version check box to reveal Master or a
procedure is linked —> you wish to work —> the available —> Translated version

too with procedures by clicking on the

country abbreviation

v

Edit the procedure Save the procedure Preview the Approve the
— — procedure to review — procedure to update

the content and the document

layout version control

Editing a Procedure

To edit a procedure, select Procedures from the main toolbar and click on Procedure Maintenance.
Select the Client, Facility, Area and Iltem using the filters situated at the top of the screen.
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Administration Procedures Libraries Information User : Beatrix Biren

Procedure Maintenance Add | Library Import | Find & Replace | Print Setup |
Client I l Facwl'rt)l '_&;ﬁﬂJ
Beech Foods ;I —Iﬂ - Wayne ;I Test 1 =l :I
Author Type Werzion
| & = fa =l [Apsroved Procedure B2
- Ecolab Customer 2
T r If /i = Y A e
Procedure Ref Freguency Plant ftem Werszion Latest it Approved Images Active Info
CIP Weekly Traywash Descale 1 Yes es Mo Ma Yes
Allgcate Language Preview Copy il
ENDEES

The Author, Type and Version filters can also be used to further refine your selection. Click in the
Display check box to reveal the available procedures.

The available procedures will be displayed in the Procedure Maintenance table. Select the one you
wish to edit by clicking on the country abbreviation.
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Administration Procedures Libraries Information User : Beatrix Biren

Procedure Maintenance Add | Lbrarympor: | Find & Replace |  Print Setup |
Client Facility Area ltem
I Besch Foods j I 1-Wayne j I_-szt 1 ;I I‘rﬁywﬁah Descale ;I
Author Type Wersion Display
IAII ;I IAII ;I |Apprc\-e:| Procedurs =l 7
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= ; | 7 = o P
Procedure Ref Frequency Plant ftem Version Latest e Images Active Info
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Note: The country abbreviations for Approved procedures are displayed in Green and Draft
procedures are displayed in Red. Click on the language that you want to edit.

‘Edi‘l Procedure (English) Preview | Save Procedure | Cancel
[ ) ( ( )
l Procedure Body Jl lPrucedure Steps ] l Procedure Imagesj I Hiztory ]
* Client: * Facility: * Area:
Beech Foods - I 1-Wayne LI I_eat 1 LI
* ftem: * Procedure Ref: * Bezponzibility:
I Traywaszh Dezcale LI ICIP I Hygiene Operative LI
* Frequency: Type: Extra PPE:
I"a'\"eekly I Procedure Type LI Apron ﬂ
Additional Infermation 1: Check Sheets: god:' Suit
ootz
IREf- No LI I Daity Breathing Apparatus Reguired

Addtional Information 2: Weekly Chemical Gloves
|Proc&:lur& Header ;I | Monthly Chemical Resistant Jacket

Lo

Equipment Reguired:

Spray Applicator, Ringe Hose.

Typical Residues:

H

Special Instructions:

B

Inzpection Peints:

L

K1

In the Edit Procedure screen navigate using the tabs to make the required changes. When

complete save by clicking on the Save Procedure button.

= . f }
[Edit Procedure (English) [|Save Procedure | [ | Cangel
| < J
Procedure Body I Procedure Steps T Procedure Images T History ]
* Client: * Facility- * Area:
| Besch Foods2 ] [1-wayne ] [50-uaTH ]
* Item: * Procedure Ref: * Responsibility-
| Plant UAT 1 [v] [As required | | Hygiene Manager [+]
* Frequency: ) Type: Extra PPE:
|HC 100 | | Food | [Tapron =
Additional Information 1 Check Sheets: W—
[emames oots
[ coSH [ o 721 | I Breathing Apparatus Required
Additional Information 2 Weekly Chemical Gloves
[ Date of Issue [+ ]fo1 102010 | Monthly Chemical Resistant Jackst

Equipment Required:

| This is a test
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‘Edil Procedure (English)

Preview,

Save Procedure

Cancel I

Procedure Body i Emceaure ﬁeps i | Procedure Images |

No Cleaning Procedure Chemicals |% Temp |Time Instructions =
il |solate Power Switch off machine and heater.

Edit Delete Insert Move Up Move Down
2 Step Instruction Open side door of traywash and unscrew black knobs to remave side

plate. Fig Z and Fig 3.

Edit Delete Insert Move Up Move Down
3 Remove Gross Debris Manually hose interior to remove gross debriz.

Edit Delete Insert Move Up Move Down &
Step Details Cancel | Save Step

Step & Library IInfUrmatiUn j  New Picto Select ||
INU Results Returned LI I No Results Returned j Refl % I Temp I Time I
[ And [a ar I Mo Rezults Returned LI I Mo Rezultz Returned LI Refl % I Temp I Time I
€ ang € or Mo Results Returned [=] | Mo Resutts Returned =l Ref | % | Temp | Time |
[ And Lo ar I Mo Results Returned LI I Mo Results Returned LI Refl % I Temp I Time I
* Step Instructions:
‘Edl'l Procedure (Engllsh} Preview Save Brocedure Cancel |

Procedure Body |

Procedure Steps | |Prucanurelmages l | History

Image Description

Edit Delete Move Up Move Down

Dezcale
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Saving the Procedure

On completing the save you will be returned to the Procedure Maintenance screen which will display

the latest version of your procedure.

Administration

Procedures

Libraries

Information

User : Wayne Ducker

Procedure Maintenance Add ] l Library Import ] l Find & Replace ] l Print Setup
Client Facility Area Item

Beech Foods | 1-Wayne 5.0-UATH 1") Plant UAT 1 lie |
Author i Type Version Display

Procedure Ref Frequency Plant ltem Version Latest EEEEEEU 2;?;‘;\;? Images Active Info
12345 Daily Plant UAT 1 2 Yes Yes No Yes Yes

Allocate Language Preview Copy
EN

As required HC 100 Plant UAT 1 4 Yes No No Yes Yes

Preview Copy @
EN

Previewing a Procedure

To review the completed procedure click on the Preview link located below the procedure name.

User : Wayne Ducker

Administration Procedures Libraries Information

Procedure Maintenance Add ] l Library Import ] l Find & Replace ] l Print Setup
Client Facility Area Item

Beech Foods | 1-Wayne 5.0-UATH 1”; Plant UAT 1 li|
Author Type Version i Display

Al x| A =2 Latest Version =

o Ecolab Customer =

Procedure Ref Frequency Plant ltem Version Latest B e Images Active Info
12345 Daily Plant UAT 1 2 Yes Yes No Yes Yes

Allocate Language Preview Copy
EN

As required HC 100 Plant UAT 1 4 Yes No No Yes Yes
.

The preview link generates a partially formatted version of the procedure providing an opportunity to
review the content. This is not an exact copy of the final document and should only be used for

verifying the data.

Note: The fully formatted and printable version of the procedure can be accessed from within the
Print Maintenance area. To locate this, click on the Procedure menu and select Print Maintenance.
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ECOLAB »

1-WAYNE / TEST 1/ TRAYWASH DESCALE

Froduct Hazard Symbols Chemical Symbaol Personal Protective Equipment

= [] (1)

Erequency Equipment
Weekly Spray Applicstor, Rinse Hose
Responsibility Ref. Ho

Hygiene Operatrve

Mo | Cleaning Procedurs Chemicals % Temp Time Instructions
T[] tsotate Pawer Swatch of machine and heater
=]
2 Step Instruction Open side door of iraywash and unscrirw black knobs 10
u remave side plate. Fig 2 and Fig 3
3 ’, Remow Gross Manualty hese IMensr 1o TEmove gross cebns
| Detris
4 ||n] Step Instruction Open deain vabw and omgty wash tank
s f'" Rins Rinse wash tank
i

Approving a Procedure

To approve a procedure, click on the NO link situated in either the Ecolab or Customer Approved
column of the Procedure Maintenance table. Your access to either the Ecolab or Customer approval
option will be dependent on your user profile.

Note: A draft procedure approved by either Ecolab or a Customer becomes the new Approved

Procedure and displays the latest version number. The old approved procedure automatically
adopts the status of Archived and displays the previous version number.
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