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Importing Library Procedures
PlanChexx Quick Guide

Before Starting

Procedures copied from a Library do not need to be linked to an Area. A new Area will automatically
be created if an existing Area is not selected as the import location. The name of the new Area will
be the same as the Library Area that the procedures were copied from. To Import procedures into an
existing Area, select the Area from the drop down menu.

Plant Items are automatically created during the import process using the name of the Library Item.

Plant Item names can be edited after importing in the Area and Item Setup screen. Please refer to
the Quick Guide on Managing Areas and ltems.
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Importing Library Procedures

To Import Library procedures, select Procedures from the main toolbar and click on Procedure
Maintenance. From within the Procedure Maintenance screen, click on Library Import.
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From the Import Library Items screen use the Client and Facility filters to select the destination of
the imported procedures.

Note: Selecting a destination Area is optional. If you do not select an Area one will be created
during the import process using the Area name from the Library.

Import Library Items.

To Import Library [tems.
® Step 1 - Select the Client / Facility To Import To [Area Is Optional]

Client :[ Beech Foods [~] ] Faclity - [ - Wayne Tl ] Aueme S'P AT 2 = ]
e Step 2 : Using the filters provided, select the Library ltems you wish to import.
Import From : | Select Import Location v: Client - Facility -
Area- ftem Type -
Author -
e Step 3 : Press the Import’ button to finish. (Use the 'Preview’ button to view a Library ltem). Display Records -
Note : A blue row colour indi that not all Chemicals / Headil may be ilable for your selected import Facility.
Select  |Procedure Ref Item Frequency Type Author

No Results Returned.

Select the Library you wish to Import from. Depending on your permissions the following options may
be available, Procedure, Ecolab or Client.

Note: The Ecolab and Client Libraries are true Libraries; the Procedure option allows the copying
of multiple procedures from one Facility to another within the same Client.

Import Library Items.

To Import Library Items.

= Step 1: Select the Client / Facility To Import To [Area |s Optional].

Client - | Beech Foods [~] Facility - | 1 - Wayne [l Area:| 5.0-UAT2 [v]
# Step 2 : Using the filters provided, select the Library ftems you wish to import.
Import From - | Select Import Location | il Client - Facility :

Author {'Client Library

Select Import Location
Ared| Procedure lerai Item Type :

Select the Library, Category and Area you wish to import from.

Import Library Items.

To Import Library ltems.

® Step 1: Select the Client / Facility To Import To [Area |s Optional].

Client : | Beech Foods | > Facility : | 1-Wayne v Area:| 5.0-UAT2 [+
# Step 2 - Using the filters provided, select the Library tems you wish to import
Import From - | Ecolab Library [~ Library -| United Kingdom ]V Category - [and }
Area | Meat - Processing |]V Item - | All V' Type - | All B2
Author - | Al Ta |

Click in the Display Records check box to review the available procedures.

e ECOLAB



PlanChexX.Net

e Step 3 : Press the Import” button to finish. (Use the Preview’ button to view a Library ltem).

—
Import Library Items. [L_mpot | [| cancel
-—
To Import Library ltems.
# Step 1: Select the Client / Facility To Import To [Area Is Optional].
Client - | Beech Foods [ Facilty - | 1- Wayne (>l Area | 5.0- UAT 2 [~]
e Step 2 : Using the filters provided, select the Library ltems you wish to import.
Import From ;| Ecolab Library | v: Library - | United Kingdom v Category : | Food v
Area: Environment | V Item - | All v | Type :| All gal
Author - | All V

Note : A blue row colour indi that not all Chemicals / Headi may be i for your selected import Facility.
Select | Procedure Ref ltem Frequency Type Author _A
E] Launder Preview Air Socks As Required Food Howard Charlesworth
Manual Preview Air Vents As required Food Howard Charlesworth
Foam Preview Ceiling As Required Food Howard Charlesworth

isplay Records © ]

Use the Select check boxes to identify the procedures you wish to Import. Making no
selection will allow All procedures to be imported. When complete click on the Import

button.

The Imported procedures will now be visible in the Procedure Maintenance screen.

Procedure Maintenance Add | [ Library Import_| [ Find & Replace | [ _Print Setup
Client Facility Area Item

Beech Foods [~] 1 - Wayne [v] 5.0-UAT3 [ |0 [
Author Type Version Display

Al | ¥ All v All |+

Procedure Ref Frequency Plant ltem Version Latest ekl & Images Active Info

q i Approved Approved 9 )

After Use After Use Ceiling and Air-systems 1 Yes No No No Yes

Praview Copy @
Ceiling reqular Ceiling and Air-systems 1 Yes No No No No

cIp Weekly Traywash Descale 1 Yes Mo Mo No Yes

Preview Copy
EN

Previewing Imported Procedures

To Preview the Imported procedures click on the Preview link located below the procedure name.

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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u remave side plate. Fig 2 and Fig 3

3 ’, Remow Gross Manualty hese IMensr 1o TEmove gross cebns
| Detris
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Approving the Procedure

To approve the 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.
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PlanChexX.Net ECOLAB
Administration Procedures Libraries Information User : Wayne Ducker

Procedure Maintenance Add | [ Library Import | [ Find & Replace | [ Print Setup |
Client - | Bsech Faods [+]  Faciity: 1-Wayne [v|  aea: 50-uaT2 (2] tem: [ li2]
Author - | Al !V] Type : | Al [V! Version: | All \"] Display -

Procedure Ref Frequency Plant item Version Latest E;E‘:’;Bd g:;‘[sj};z[ Images Active Info

Launder As Required Air Socks 1 Yes ND ND No Yes

Preview Copy

EN

Manual As required Air Vents 1 Yes No No No Yes

Preview Copy

EN

Periodic Monthly Chill Unit 1 Yes Mo Mo Mo Yes

Preview Copy

EN

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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