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1. Quick Start

"Quick Start" provides the recommended order of actions to be used for setting up "eDocs Online".
To get the most benefit from "eDocs Online" it is highly recommended that you read the entire Manual.
The Manual contains important tips to make your Company’s Website more effective and professional.

1. Enter your Company website through the Login Page:

Foraot Password Usemame I -------- ﬂ D=
“BGlobaleDocs

web solutions for airlines

Home Company Products Demo Pricing & offers Support

Login Area

eMail Password:
P ||

“B6lobaleDocs

Eoraot vour passward

2. Enter Company Site details, Logo and colors:

%ur Logo Documentation management system Search: | E—I 'ﬁ‘

Administrator panel:

Demo Page 1.4 Demo Page 2./| Demo Page 3|

“ng Itd" - Company Site General Settings 182

Company Site Details:
‘Company Name: ng Itd

Plan: Free Trial

Expiration Date: 09-Nov-2011

Title: *
company name|

Site Settings

Company Logo:

Choose File | No file chosen
Maximum file size: 100 MB
Allowed extensions: png gif jpg jpeg

3. Add Roles*:

Documentation management system Search:

Administrator panel: | Company Site Details | Users | Roles |

@ ~dmimshralorpanel. | company Ste Detals | Adduser | Users | Roles |
MANUALS [ Demo Page 183 Demo Page .7 Demo Page & FORMS Legal Docs (@] .

MNT & psP @

Administer Roles

Role Operations
Company Site - Admin System Role
Company Site - Content Editor System Role
Create ‘Read & Sign' Messages System Role
Dispatcher

Flight attendant

Flight service manager
Ground Handling
Maintenance

FILOT

PILOTS AIRBUS
PILOTS ATR

Add New: *

* add as many Roles as required. If necessary, a number of Roles can be assigned to one employee.
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4. Download the "Page Planner”:
Press the "Demo Page 1" button and download the "Page Planner"

———

Administrator panel: | Compan

Demo Page 1.4] Demo Page 2[.4| Demo Page 3.4
Demo Page 1

#]
&

Page Planner w

Helps you plan ahead

e Demo Subtitle 1

Demo file -
Demao file

You can edit or delete the "Demo Pages" as necessary.

5. Add Pages:
Press the "Add Page" button

emo Page 14| De

Demo Page 1

Give the Page a Name and Description.
Press "Save" and a new Page will appear on the "Bar".

6. Add columns:
Use the "Page Planner" to pre-plan the column titles.
Watch the "Full Airline Use" demo, on "globaledocs.com” to get ideas for easy start-up.
Press the "add subjects” button, and start adding columns.

Demo Page 1LJ| Demo Page 2.
Demo Page 2

e
Jt Start Adding Content Here

Comment
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7. Add Documents and links:
READ CAREFULY:

Adding a document is intuitive and easy. Very little guidance is required to upload documents.
Naturally, the creation of detailed and sophisticated pages (containing Titles, Sub titles and Children)

requires some practice. In no time, you will master these tasks with confidence.

To add Document/Link, click the "Add Child" button.
l_DFnD Page 1L¢Jl Demo Page Ml Demd

Demo Page 2

]

L

= add child

El# ait

Elgy order Children
Comment

The "Create a New Document" page will open. Give the document a Name and insert a check mark

in the box to load a Document or Link.

I DemnPage1ng DemoPageM] DemoFageM[ A

Create new Document under "Demo Title 1"

Title: *

Description:

Please note: the descrition has limited space in the rectangle
Check to add a Document or URL to the rectangle

Don'tcheck if you wish to add only a Title - rectangale without content

Complete the Document or Link form. Provide as many details as possible.

Do not put a check mark in the box if you want to create a Title that contains several children,

(see the picture below):

MAMUAL >
]
L] L] L. [
ORG Manuals FLT Manuals Training Manuals MA
oM-A G, omc = ATR-42 FCTM G GMM
Ops Manual Part A Route Manuals Flight Crew Training Manual General Mai
IERP El, oms u ATR-72FCTM u com
Emergency Response Plan Flight Crew Training Manual Ground Opg
(#]
MoM u A320 Annex oM-D u ocem
Manual On Manuals Training Manual Operations
o AHM A320-232 u
QAM Airport Handling Manual 560 SMm
Quality Assurance Manual Security Mar|
ATR-72/42 Annex u
APM u o CABIN
Administrative Procedures Manual (7]
< ATR-72/42 FOLDER
ccom
Cabin Cre;
ATR 42 u
CFsM
ATR 72 d Cabin Flig

8. Change the Order of Pages, Columns and Documents:
Press the edit button wherever you wish to Change Order
—“l'l'l'mgl-_l—

kkd
g add Subject

% Order

Page Planner

Drag and drop the page or Document onto the desired location.

To move a document from one column to another, go to the "Edit" page of the document, select the

new Column name, and Save. Learn more in the detailed chapter.
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9. Add users

Press the "Add Users" button on the Administrator Panel.

Complete the Form and Save.

An email with the ‘User Name and Password’ will be sent to the User’s personal email.

10. Search Engine & "Master Revision Status"

The Search Engine is used like any other search engine.
Press the "Master Revision Status" button to get a full revision page. Data can be sorted as needed.

Search: |

o
iz

MANUALS |4

TR Date Paper copies | Owner Publisher

-Feb-2011 10 Smit | Airbus

'--_:..' =
Expiration Dat| uaster Revision Status

2011-10-03 00:00:00

11. Messages

Messages are divided into "Read & Sign" and "Notification" messages.
A message can be sent to either a single employee, or to a group, using the "Roles".

Use the "Home" button to see your Messages.

Use the "Compose Message" button to create messages.
Insert a check mark in the "send as email" check box to send a copy to the employee’s personal

email.
All attachments will be included.

I Demo Page 1L.,4|I Demo Page MI Demo Page MI FORMS L¢|I Legal Docs L¢|I

ORG Ldl FLT

ul MANUALS ul

Welcome eDocs Online

Read And Sign Messages [y llesszges | Status List

&=

From: | 09.10.2011 | 13:27

Welcome to your company website
This is the Messages Page.

&9 Reply E& Forward

w’ Approve

Start working by pressing "Demo Page 1" - There you will receive further instructions

Read the Complete Manual for more effective results, so your
Airline enjoys the full benefits offered by eDocs Online.
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2. Complete Manual

2.1. Login

The registration procedure for the "GLOBALeDOCSs" service creates two accounts:

1. The Administrator’s account — this is used to manage the Company’s account at the
"GLOBALeDOCs" website, to control plans, pricing, and billing information.
The User Name and Password for this account will be sent to your email.
Use them to login as "Account Manager".

ForgotPassword [Ratee N ELEGEI gl Jsername

“BGlobaleDocs
web solutions for airlines Home Company Products Demo Pricing & offers Support

2. The "eDocs Online" Administrator account: this is used to manage your "Company’s Operational
Website".
The User Name and Password will be sent to your email.
The email contains a Link through which you can enter your "Company Website".
You can use the "Go to your Company Site" button as an alternate Link to your Company’s website
(you will be directed to the "eDocs Online" login page).

Go to your company site

2.1.1. "eDocs Online" Login Page

E@GIDbaleDOCS Documentation management system

web solutions for airlines

Welcome to the "EDocs Online” Operational Website

Login

;- Login Area

i eMail: password:

| |

“96lobaleDocs

The "eDocs Online" Login Page will be modified to your Company design after the initial setup procedure.
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2.2. Company Site details, Logo and Colors

The black Administrator Panel is visible only to the Administrator.
Press the "Company Site Details" button.

Your Airline
LOGO

Administrator panel:

| Company Site Details

Demo Page 1.4/ Demo Page 2.4 Demo Page 3.4

"eDocs User" - Company Site General Settings

Company Site Details:
Company Name: eDocs User

Plan:

Maximum Online Computers:
Maximum Offline Computers

Maximum Editors:

Expiration Date: 01-Jan-1970

Title: *
eDocs User

Site Settings

Company Logo:
Your Rirline
LOGO

Logo Size
Max Height: 74px, Max Width: 250px

Login Header Message:

Color:*
Orange

oS

Save

FORMS |4

system

| Add User |

Legal Docs |

Search:

Users

Title — use "Company Name" only!!

Upload your Company Logo.

Insert your “Welcome Message” on the Login Page
Change the color scheme of your Company’s website.

aghrwnhpE

Company site details — Name and Plan details (this can be modified at "globaledocs.com™)

eDocs Online Manual
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2.3. Roles

"eDocs Online" allows you to designate a number of Roles to any employee.
This is particularly helpful in the Message module.

Sample:

An Employee can be a Pilot, an Airbus A320 Pilot and an Instructor.
The sender can send messages directly to that employee, or to all employees sharing the same Role.
Also, Documents can be assigned to employees according to their Roles.

Pre-planning Roles is very important, although Roles can be edited or deleted at any time.

Press the "Roles" button on the Admin Panel.

The first three Roles are System Roles. They are used to assign individual access to employees such as:
"Admin", "Content Editor" and "Create Read & Sign" messages.

Roles may be added or deleted below the "System Roles", as needed.

LQGQ Documentation management system Search:
Administrator panel: | Company Site Details | AddUser | Users | Roles
MANUALS [ Demo Page 1.4 Demo Page 2.4 Demo Page 3.4 FORMS |4 Legal Docs |4
MNT  [d DSP ]
Administer Roles
Role Operations
Company Site - Admin System Role
Company Site - Content Editor System Role
Create ‘Read & Sign’ Messages  System Role
Dispatcher D
Flight attendant
Flight service manager
Ground Handling
Maintenance
PILOT
PILOTS AIRBUS
FILOTS ATR Delete
Add New: * -
Save
Sample list of Roles:
Administration Engineering and System Support Management

Administrative Services/Support

Engineering Customer Support

Marketing and Sales

Aircraft Assembly

Environment Health and Safety

Mechanical and Structural Engineering

Aircraft Engineers

Equipment Technician

Mechanical Engineering

Aircraft Mechanic

Facilities Maintenance

Office & Administrative

Aircraft Technicians

Field Services

Office Administrative

Airline Operations Finance & Accounting Pilot

Avionics Flight Attendant Pilot-A320
Business Analysis Flight Service Manager Pilot-Boeing 777
Business Development Flight Engineering Pilot — ATR72

Business Management

Flight Operations

Project Management

Business Operations Admin IT

General Engineering

Quality Assurance

Call Center Product Support

General Management

Risk Management

Cargo

Ground Handling

Scheduling Security

Computer/Management Information Systems

Human Resources

Security and Fire Protection Services

Customer Relations

Industrial Engineering

Technical Support

Customer Service

Instructor Line Services

Technical Writer

Dispatch Logistics Engineering Temporary or Seasonal
Electrical Engineering Logistics Management Training
Engineering Machinist Training & Development Transportation

Maintenance

eDocs Online Manual
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2.4. Creating and editing the Company Website

The primary benefit of using "eDocs Online" is the ability to hold and share "Control Documents".
"eDocs Online" is designed to be the single location where employees can find the most updated versions of
books, forms, licenses, etc.

For this reason, uploading your Company documentation must be performed meticulously. Each book should
be listed with the information making it "Controlled" — i.e. Revision, Date, Temporary Revision, Document
owner and whatever other data is available.

Watch the "Demo of Full Airline Use" at www.Globaledocs.com for a better understanding of how to do this.

2.4.1. Download the "Page Planner"

Press the "Demo Pagel” button to download the "Page Planner”

—— -

E Administrator panel: | Companj

I Demo Page 1&4]1 Demo Page Ml Demo Page Ml

Demo Page 1
#]
kd
Page Planner & e Demo Subtitle 1
Helps you plan ahead
Demo file “

Demo file

Page Planner — print the number of copies equivalent to the number of web pages required.

Give Your Airline the Advantage of "Cloud" Solution

%GlobaleDocs

WEB PAGE NAME:

[ twe | Te [ twe || Tie
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%GlobaleDocs


http://www.globaledocs.com/

— CHAPTER 2 2-5-
% ' Complete Manual Revision: 0
— EDOCS P - Creating and editing the 15-0CT-2011

Online Company Website

2.4.2. Demo Pages

This is the first screen that appears after clicking the "Demo page 1" button.
This demo page can be edited, deleted or moved to the end of the bar.
We recommend that these pages not be deleted until you can create pages independently, with confidence.

' T
Your Rirline &
LOG o Documentation management system i Search: ;
Administrator panel: | Comp
Demo Page 104 | Demo Page 21| Demo Page 3| FORMS || Legal Docs | ORG [ FU (4 MANUALS ||
Demo Page 1 1B
L] L] L]
Demo Title 1 Demo Title 2 Demo Title 3 Demo Title 4
Page Planner ud o Demo Subtitle 1 - a Demo Subtitle 2 L
Helps you plan shesd
Demo file L4
Demo file
Comment

E Welcom to your company website editor.

As you can see, we created Demo Pages for you
You can Delete or edit them, for your needs

The black bar on top, is your "Administrator Panel"

For easy start, use this steps

Step 1:

Edit your "Company Site Details" - put your company logo. set colors and more

Step 2:

Add "Roles" like "Pilots". "Flight Aftendants" efc. you can make as many Roles you need
you can assign any USER, to have one or multiple Roles

Step 3:
Now you can "Add Users" or you can start building your own Pages
For building your own Pages , press on the Gray icon (&) on the left side of the "Administrator Panel”

You can give the Paae any name, and you can give the Page description. as shown in this Demo
Use the Gray icon (LH-.. where ever it's there, 1o edit and add more things

Dr?wrh\oad and Print the "Page Planner" (the firs book below "Demo Title 1") - this Planner will help you plan
ahead

Demo pages - can be edited or deleted as necessary.
Demo columns - can be edited or deleted.

Demo documents and titles — can be edited or deleted.
Helpful first steps.

e
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2.4.3. Menus and Symbols
2.4.3.1. Gray button:
&

Press on the Gray buttons to open the Menus:

¥ AddP =% Add child
L age

= Bl eait 7]

% Order

pl s Order Children

2.4.3.2. Symbols:

L
M

Home and Messages center button

1. Compose new Message
2. Master Revision Status
3. Professional Book editor

ORG Manuals S ERELS Training Manuals

Demo Book 1 Subject 1 Demo Book 4
Book for Demo
Demo Book 2 Z Pl- Demo Subtitle u [Jo Demo subtite .
Book for Demo 2 =
— Demo book 2 7
Demo Book 3 & Book under subtitle

Column Title — this cannot contain a Document.

Document.

Title - cannot contain a Document! This serves to place documents under the same Title.
Subtitle ("child") — cannot contain a Document!

Book under Subtitle.

Press the button to open the List of Documents below.

ogukrwnE

These symbols represent Title actions (clicking a button will open the Documents below).

@ | O b

eDocs Online Manual
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2.5. Creating a new Page:

1. Press the Gray button on the Admin Panel and select "Add Page"

. Administrator panel: | C
% Add Page - Demo Page 2L41 Demo Page 3./
% Order
MANVALS

2. Give the Page a Title and Description, and Save.

Edit Category "MANUALS" M B
Title: *
MANUALS
Description:
[E] source el TR A HE: He BOEESO
B I U = X, X2 = = EY EE=E==E w1 B =
~| || Font ~| | Size' ™ " AT @ R Al

» This is the place to put every note or explanation about this page.

« you can also insert Pictures by copy paste.

Tip !

You can use the "Description" area to insert information about the page, or insert photos using Copy-Paste.
Inserting photos can be done only in a "Firefox" Browser, but once inserted, they appear on any
browser.

Decrease the photo resolution to speed up browsing.

3. "Order" — click the "Order" button to Drag and Drop the pages into their new order.

Main Category Edit
Name

4 Demo Page 1

4+ Demo Page 2

4+ Demo Page 3

4+ FORMS

&4 Legal Docs

4 ORG

4 FLT

4+ MANUALS

Remember — when you delete a Page, all the contents of that page will be lost, including all
Documents!
It is advised to download and save all documents to your computer prior to deleting an entire Page!

eDocs Online Manual %GIOIJ&'EDOCS
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2.6. Add Columns:

Every Page can contain four Columns.

Demo Page 3

7]

4( Start Adding Content Here

[

H a

Elg Add Subject

% order

ntent Here

B

b

Press the Gray button.

Press “Add Subject”.

Provide the Column name (e.g. "Manuals").

"Order" — organize the Columns into the order required.

PwnNPE

Remember — when you delete a Column, all the content of the Column will be lost, including all
Documents!

It is advised to download and save all documents to your computer before deleting a Column.

It is also possible to transfer documents from one Column to another. See paragraph 2.8.

eDocs Online Manual %GIOIJ&'EDOCS
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2.7.

oukwhpE

Add Document and Links

-

-‘ = Add Child H

Bl Edit
Elg order Children

Create new Document under "Column 1"

Title: *
Document Initials

Description:
Document Full Name

Please note: the descrition has limited space in the rectangle

[F] Check to add a Document or URL to the rectangle
Don't check if you wish to add only a Title - rectangale without content

Title: *
Document Initials

Description:
Document Full Name

Please note: the descrition has limited space in the rectangle

Check to add a Decument or URL to the rectangle
Don't check if you wish to add only a Title - rectangale without content
Document Content

Please Choose the Type of this Document

Press the Gray button to "Add Child"

Give the Document a Name or Initials.

Provide the document with a full name.

“Save”™ - do it at this stage only if you want to Add Title without Content!

Click the check box to add a Document or Link.
Choose to add File or Link.

*Save” will create a rectangle for use as a Title that cannot contain a File or Link — this is very useful when
placing more than one File under the same Title — Watch the "Demo of Full Airline Use" on the
GLOBALeDOCs website to get an impression of how this works.

Continued on the next Page
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File:

Choose File | Mo file chosen Upload

Maximum file size: 100 MB

=

Zipped file:

. Choose File | Mo file chosen Upload
Maximum file size: 100 MB
Allowed extensions: zip

Description:
Document Full Name

. [ Show in offline mode

Rev:

revDate:

2011, Movember 6
Format: 2011, November 6

TR:
TR Date:

Format: 2011, November 6

No. of Paper copy:

Owner:

Publisher:

Expiration Date:

Format: 2011, November 6
E Grant Access:

[ Dispatcher

[ Flight attendant

[ Flight service manager

[ Ground Handling

[[1Maintenance

F]PILOT

[ PILOTS AIRBUS

[ PILOTS ATR

Select All
Select Roles to grant Access.

Choose file to upload.

Choose ZIP file — use this option only after reading the chapter relating to Special Files.

Revision number — this is a legal requirement for "Controlled Documents".

Revision Date — click the window to open Date List.

Book Owner — who is in charge of the book within the company — Person or Department.

Grant Access — click on the check boxes to allocate Access to the Document for selected Roles.
Save.

Show in offline mode — use this option only for operational Files that are required for Offline use!!
Selecting this option unnecessarily will extend the sync time for the "Offline" computers.

ONoO~WNE
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2.8.

Change the Order of Pages, Columns and Documents

MANUALS L] t Library )

Administratci panel:

Company Site Details

Add User

GRH ]

CGO

B

MANUALS

2 ?
OR< Manuals 3

OoM-A wJ
Ops Manugf Part A

IERP -
Emergerfcy Response Plan

MoM =
Manual Manuals

QAM J
Quality Assifance Manual

APM w

Administrative P! OCEES Manual

FLT Manuals

o OM-C

Route Manuals

o OM-B & AR72FCTM
Flight Crew Training Manual
(7
A320 ghnex —
Training Manual
AHM A320-232 e
Airpdrt Handling Manual 560
ATR 214innex L
» ATR-72/42 FOLDER =

- ATR-42 FCTM

Flight Crew Training Manual

Training Manuals

Roles

o

Offline settings

L 4 ?
MANUALS
[ GMM -

w27

General Maintenance Manual

GOM s
Ground Operating Manual

ocem .
Operations Control Center Manual

sM B

Security Manual
2

CABIN MANUALS

1. Page order — Press the Gray button, select "Order" - drag and drop.

Eal SN

Name

4 MANUALS
Fleet Library
FORMS
Legal Docs
ORG

FLT

DSP

MNT

R N e

w0
g
©

Column Order — Press the Gray button, select "Order" — drag and drop.
Document Order in the same Column — Press the Gray button on the Column Title — drag and drop.
Document Order, between Columns — Press the Gray button, select "Edit".

"Document Edit Page” will open. Select the new Column name from the drop box (5).

Title: *
CABIN MANUALS

Description:

Move Rectangle to be under another subject

Current subject:

MANUALS -
To move - Select a new subject

Note — Documents cannot be transferred between Pages.
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CHAPTER 2

Add users

2.9. Addusers

Administrator panel:

MANUALS || Fleet Library| -

| Company Site Details 1 Add user |

FORMS |4

CAB d GRH |

CGO #

[0

Bl N

Add User

Password:

Confirm password:

Note: Leave the "Password" fields empty to generate random password.

First Name: *

Last Name: *

eMail Address: *

Status:

@ Blocked

@ Active

Roles: *

[[] Company Site - Book Editor
[F] Company Site - Content Editor
[[] Create ‘Read & Sign" Messages
[ Flight attendant

[F] Maintenance

[ Pilots

[ Pilots Airbus

[ Pilots ATR

[ Pilots Boieng

Select All

Note: If you cant find an appropriate role create it in the Administration panel - "Roles" Add New Role

PwnPE

Press the "Add User" button.
Select Password (or leave the field empty for random password).
Name of employee.
email — valid email Address for every employee; this is the only User Name approved by the system.

Information and messages will be sent to the employee’s personal or organization email.
You do not need to contact the employee with registry information, as this will be sent
AUTOMATICALLY to the employee’s email.

5. Status — the Employee’s entry into the system can be blocked without the need for Data to be

deleted.

6. Roles — assign the employee with one or Multiple Roles, as necessary.
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2.10. Search Engine & "Master Revision Status"

The Search Engine will try to anticipate the Document you are searching for, and will provide a list of
Documents that match the keywords.

"Master Revision Status"

g ST e —
Master Revision Status(1 - 20 OF 25) a2
Root Title Hame Rev Rev Date TR TR Date Paper copies Owner Publisher Expiration Date
Fleet Library | A320 NCL LOADSHEET Ret R32 | 13-3ep-2011
MANUALS APM demo file.pdf RO 13-Sep-2011 23 Smith ORG
MANUALS ATR 42 R1 13-Sep-2011 Johanson | shlomi
MAMUALS ATR T2 d r2 04-Sep-2011  TR2  16-Sep-2008 Smith Johanson
MANUALS ATR-42 FCTM pdf R1 07-Sep-2010 | TR1 | 04-Sep-2011 Smith Johanson
MANUALS ATR-T2FCTM RO 13-Sep-2011 Johanson  ATR
MAMUALS CCOM d d R1 13-Sep-2011 | TR4 34 Smith Johanson
MANUALS CFSM demo file.pdf R3 13-Sep-2011 Johanson  shlomi
FleetLibrary | FCOM 0 FCOM.rar RS | 13-Sep-2011
FleetLibrary | FCTM demo file.pdf RO 13-Sep-2011 45 Johanson  shlomi 2012-09-18 00:00:00
MANUALS GMM LOADSHEET Record.pdf R3 13-Sep-2011 Johanson | shlomi
MANUALS GOM demao file.pdf R5 13-Sep-2011 Smith Johanson
MANUALS IERP demo file.pdf R3 13-Sep-2011 TR1 | 04-Sep-2011 12 Smith Johanson
MANUALS Jeppesen 13-Sep-2011
MANUALS MOM demo file.pdf RS 13-Sep-2011 TR2 | 05-Sep-2011 10 Smith Johanson
MANUALS QCCM demo file.pdf R3 13-Sep-2011  TRG6  04-Sep-2011 2011-09-04 00:00:00
MAMUALS Ol-A dema file pdf R1 05-Sep-2011 | TR2 | 04-Sep-2011 10 Smith Johanson | 2011-09-23 00:00:00
FORMS OM-C LOADSHEET Record. pdf 21-Sep-2011
MANUALS OM-D demo file.pdf R2 13-Sep-2011 TRE 34 Johanson | shlomi
1.2 b b

1. "Master Revision Status" button.
2. List of all the Documents — Press on any Document to open it.
3. Sort — every Column can be sorted by clicking on the Column Name.
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2.11. Messages

Messages operate in a way similar to regular email.
Messages are divided to "Read & sign" and "Notify" messages.
The "Read & Sign" module provides the main benefit of the message center.

When the option is selected, a copy of the message will be sent to the employee’s personal email. This
message will include attached Files, if any.

The employee must be logged into the system in order to Sign his messages.
Every employee can send a Notification Message to any other employee.

Only authorized employees can send a "Read & Sign" Message

Your ARirline
LOGO

Documentation management system Search: |

MANUALS Fleet Library FORMS Legal Docs ORG FLT DSP MNT
CAB GRH CGO SEC
Welcome Johnson Johnson [EER=N=

Read And Sign Messages Iy lessages

/ From: Airline Demo | 19.09.2011 [ 14:21 =

test 5
gdfgdg 1

m

o’ Approve |9 Reply |G Forward | # %5 LOADSHEET Recorddoc ‘

j From: Smith Smith | 13.09.2011 [ 11:11

This is a Demo Message 7

The primary objective of this procedure is to define a list of actions and responsibilities, to be executed in case of a
major aircraft accident or other operational incident that results in fatalities, serious injuries or damage, involving a
flight of GlobaleDocs.

o’ Approve | &4 Reply | @ Forward

F 1 Crama: Crnith Crnith | 472 A0 3044 144004

View all

Notify Messages Iy llessages | Sentliems

Demo Notify Message 1

Now you can "Add Users" or you can start building your own Pages. For building your own Pages , press on the Gray
icon () on the left side of the "Administrator Panel". You can give the Page any name, and you can give the Page
description, as shown in this Demo. Use the Gray icon (), where ever it's there, to edit and add more things.
Download and Print the "Page Planner” (the firs book below "Demo Title 1") - this Planner will help you plan ahead

i Delete & Reply | &3 Forward

@ i From: Demo Demo | 17.10.2011 | 15:49 ‘

@ | From:|17.10.2011 | 15:39

"Home & Messages" button
"Read & Sign" Messages.
Notification Messages.
Compose message.

E
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2.11.1. Compose Message:

Compose Message

Select message type: *

N

(@ Read and Sign

@ Motify
TO: (AddEdIt
Subject: *
Message:
E| source 3 G R | A A e He @BOHOEDSO
B I U == X x* iZ = Emw E==EE ner B [
Forma ~|| Fo =| | size'™ - A~ a1

Add Attachment:

Choose File | Mo file chosen

[ Send as Email

6]

=

1. Compose message
2. Select the type of message (only for authorized employees)
3. To - choose from the list and Add to the target list.
Use the +/- buttons to view the entire List.
You can choose any combination of Roles and employees Names.
R
@ Read and Sign
@ Notify
TO: (Add/Edit]
Roles: +|- Users: +|-
Subject: * Company Site - Admin | | Mary Mary -
Company Site - Book Editc =| | Collins Collins ¥
Company Site - Content Et | |Edwards Edwards
Message: Create ‘Read & Sign' Mess Parker Parker
Flight attendant = | |Airline Demo -
Rl =
BIU 10 a
Format Users: Mone selected
Work Stations: None selected
4. Subject.

5. Add attachment.
6. Send as email — a copy of the message will be sent to the employee’s personal email.
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2.11.2. List of emails
Welcome eDocs Online Bg =
Read And Sign Messages [y lles=ages | Status List
.;/"’ From: | 09.10.2011 | 13:27 %
. Welcome to your company website
This is the Messages Page.
. Start working by pressing "Demeo Page 1" - There you will receive further instructions
&9 Reply | && Forward
1. “My messages” — click to view a List of all received messages.
"Read and Sign" Messages can be read directly from this List.
2. “Status List” — click to view all outgoing Messages.
Click on any Message in the "list" section, to see the "Sign" status.
Qutbox -> My Read & Sign 18 7
Subjet Addressee List Created Date
This is a Demo read&sign Messa Read& Sign Status 17-0ct-2011|15:47 Delete
&sign Messa.. Read& Sign Status 17-0ct-2011|15:45 Delete
d&sign Messa... Read& Sign Status 17-0ct-2011[15:44 Delete
&sign Messa.. Read& Sign Status 17-0ct-2011[15:37 Delete
read&sign Messa... close -0ct-2011]15:35 Delete
This is a Demo read&sign Messa... Name Status 1-Oct-2011/15.34 Delete
This is a Demo read&sign Messa L 06-Nov- -Oct-2011[15:33 Delete
Johnson 2011|19:37
Training Manuals - . -0ct-2011]13:24 Delete
Airlinge Demo Not Signed
VOLMET - - )-Sep-2011]13:33 Delete
Collins Not Signed
IN FLIGHT AIC HANDOVER Colline »-Sep-2011]13:31 Delete
ECAI EXCEPTIONS Williams Not Signed }-Sep-2011113:28 Delete
Williams

David David Not Signed
Young Young Hot Signed
Demo Demo Not Signed

goffer ofir Mot Signed
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