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Chapter 1 : MGS Policy and Procedure Management for Creatio - Login  
 

1. Log in to the system and enter your username and password. 

 

 
 

2. On the Desktop Page, you will find a summary of all metadata related to the Policy and Procedure 

system. 
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Chapter 2 : MGS Policy and Procedure Management for Creatio – Home Page 
 

1. In the top left corner of the page, click the navigation panel to go to "My Applications," where 

you will find the "Home" section. 
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2. Click on the "Home" section on the left side, and the main page will open directly. 
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2.1 MGS Policy and Procedure Management for Creatio - Home Page: 
 

From the home page of MGS Policy and Procedure Management for Creatio, you will find two folders 

one for “Standard Management” and “Quality Documentation”. 

 

 
 

Chapter 3: MGS Policy and Procedure Management for Creatio - Standard 

Management: 
 

1. To create a new standard, click on the "Add New Standard Set" button located on the Left side. 
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1. A new page will open, you can then start filling in the metadata for this standard. 

 

 

3.1 General Information tab 
 

2. In the General Information tab, enter the standard code and full name, then click Save. 

3. After saving, start adding the standard set rounds and attachments if needed. 
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3.2 Content tab 
 

4. In the Content tab, you can add chapters, standards, sub-standards, and measurable elements. 

 

 

 
 

5. To add a chapter, click the 'Add Chapter' button. A mini page will appear, where you can fill in 

the chapter’s metadata. 
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6. To add a chapter, click the 'Add Standard' button. A mini page will appear, where you can fill 

in the Standard’s metadata. 

 

 
 

7. To add a chapter, click the 'Add Sub-Standard' button. A mini page will appear, where you can 

fill in the sub-standard’s metadata. 
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8. To add a chapter, click the 'Add Measurable Element’ button. A page will appear, where you 

can fill in the chapter’s metadata. 

 

 

 Measurable Element General Info: 

 

9. In the General Info section, link the created measurable to its parent chapter, parent standard, 

and parent sub-standard (if applicable). Enter its statement and interpretation, then click Save. 
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 Measurable Element Responsible Units: 

 

10. In the Responsible Units section, link the created measurable to the list of related units. 

 

 
 

 Measurable Element Evidences: 

 

11. In the Evidences section, add the relevant evidences to the created measurable. 
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12. All created content will be displayed in the 'Content' tab of the page. 

 

 
 

13. When you highlight a chapter, all its related items will be displayed accordingly. 
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14. When you highlight a Standard of a Chapter, all its related items will be displayed accordingly. 
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15. When you highlight a Sub-Standard of a Chapter, all its related items will be displayed 

accordingly. 

 

 
 

Chapter 4: MGS Policy and Procedure Management for Creatio - Quality 

Documentation  
 

1. From the home page of MGS Policy and Procedure Management for Creatio, navigate to 

the ‘Quality Documentation’ folder. 
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2. On the Policy & Procedure log page, you will find a list of all policies created in the system. 

You can filter this list by ‘Status,’ ‘Department,’ ‘Next Revision Date,’ and policies marked as 

merged. Additionally, metrics related to the total number of policies and procedures, 

‘Published,’ ‘Rejected,’ and ‘New Revisit’ are also displayed. 

 

 
 

3. On the right side of the page, click the ‘Create’ button to start a new policy. A mini page will 

open—fill in the required metadata and then click ‘Request’. 
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4. Open the created record and begin adding the contributors (Owners, Stakeholders, and Final 

Approvers), as well as the related departments (Policy Related Departments). The process will 

start at the 'Initial Request' stage, and an approval request will be sent to the responsible 

parties. 

 

 
 

After approval, the stage will automatically move to ‘Draft,’ and the ‘Start Approval Process’ button 

will appear. 
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5. Once the approval process starts, the stage will advance to ‘Owner Approval. 

 

 
 

6. After the Owner approves the policy, the stage will advance to ‘Stockholders Review’ for 

further evaluation. 
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7. After the Stockholders’ review, the record will be sent for final approval to determine the next 

required steps 

 
 

8. After final approval, the stage will advance to ‘Ready to Publish,’ and a ‘Publish’ button will 

appear. 
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9. To publish the policy, click the ‘Publish’ button to publish it automatically. Alternatively, you 

can change the policy’s stage to ‘Obsolete,’ ‘Marked for Merge,’ or ‘Rejected’ as needed. 

 

 

Chapter 5: MGS Policy and Procedure Management for Creatio – Dashboard  
 

1. Navigate to the Desktop page to access all dashboards related to Policy and Procedure. 

 

 


