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Management of SOPs through Q-Pulse Guide
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1. Introduction

A large number of the functions detailed within the document will be completed centrally by the relevant Quality
Assurance representative. For R&I in general this will be the Quality Assurance Manager and Quality Officer with
delegated authorities within the GCRF and Bio-Repository as an example. For those functions carried out centrally (QA)
will appear in the title of the section, however interaction with staff will still take place to complete the functions within
Q-Pulse.

Specific work instructions will be presented to staff in any instructions they receive from Q-Pulse as well as any Q-Pulse
training they may receive.

2. Creating a new SOP record (QA)

When there is a requirement to create a new document in Q-Pulse which must be signed by the relevant approvers,
this is achieved through the actions detailed within this section. This functionality is carried out by the Quality
Assurance Manage, Quality Officer or appropriate designee. Firstly, to begin the process of creating the relevant
document record you must open the documents module from Q-Pulse. This is achieved by selecting the documents
ribbon in the home screen which will in turn open a new window for the documents module.
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From within the documents module in Q-Pulse, select “File > New > Document > Draft Document”
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This will in turn open a new window which is an individual record for a draft document, this will not be an active
document until appropriate signatures are in place and the document is then made active.
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There are multiple fields to be completed within this document record, the first is to make an appropriate selection
from the available options on the type of document. From the image below it is shown that numerous document types
are available, SOPs, Forms, Guidelines and Work Instructions are contained within the each Chapter listed under the
“Procedures” drop down option.
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When the appropriate selection has been made, the “"Number” field will auto-populate with the appropriate prefix and
select the next number available in the stack. If this number is to be changed, it can be overtyped.

Fim Diiemety - Tlarrenin Dl - D5 T T

Mz Edf Yiew &chons Window  Help
S0 W &= i &
oFx 507 51,04 1

Tvmer '*"F"":';:;:'}_ ==] hilrzans

Authar - i Raywards

Chanmyu DLai
L Apprnval ¥
=
|27 Change Reguests %
Ji'_' Hewiw tibnry %
i Aevien [Eory o
.f Progearties -3

toarfisd

The next fields are the revision number which will default to 1, this must be expanded to include the decimal
point and may not always begin at 1.0. This can be changed if required. The next field is the Title, this is the
name given to the document in question and must be typed in.

Following this, both the “Owner” and “Author” fields can be populated. Generally these names will be the same and will
be reflective of the individual responsible for writing and updating the document in question. In some instances further
into the lifecycle of a document these names may diverge to capture a change of ownership in the event the assigned
author is no longer in post for example. The names for both fields can be selected from the list of all names entered
into Q-Pulse.
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The next field which can be populated is the “Implement By Date”, in the event it is a requirement to meet a deadline
for the release of a document this field can be used to track progress. This is not a mandatory field and if
approval and release of the SOP is not time sensitive then this can be left blank.
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The next field “Filename” is where the document itself is attached to the record, to achieve this select the button with
3 dots beside the field to open the document selection window.
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This will open the following window which can be used to navigate through your local machines file structure and
select the appropriate document. When this has been attached, select OK to add the document to the record. The
filename must be in a standard format of the document number and version number, all extra details such as “final” or
“draft” must be removed, i.e. "SOP XXX — VX", "Form XXX — VX” and not “"SOP XXX — VX — Final copy”. For Forms, as
they will be used to capture information and will commonly form documentation for the TMF or ISF, 2 copies must be
added. One copy with the document history and signature section and the end and one with them removed. They may
be labelled as “with signature page” and “without signature page” at the end. The copy with the signature page
removed must be indexed to the front so that the copy staff download removes this information for them to use for
filing in the TMF/ISF. This is achieved by selecting the document from the list and then pressing the “Set Index” button
at the bottom.
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The final field for completion in this section is “Change Details”, this will become more relevant through the life cycle of
the document and can be used to explain how this document differs from previous versions. In the event of a first
release, used the words “First Release” for example.
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The next section is to then set up the approvals and sign off of the document, before this is achieved you must
save the document record as completed so far. To do this select the save button at the top of the record.

When saved, expand the “Approval” ribbon in Q-Pulse and from here you can add the names of approvers as required.

This is achieved by selecting the button to the right hand side with the picture of the person with the green plus
symbol.
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By selecting this, a new window will open from which you can search for users within Q-Pulse as shown below.
Repeat this process until all required approvers have been added.
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This will add all of the nhamed approvers to the record as shown below, from here you must then select the order
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in which the approvals are conducted by select the workflow order button.

SOP 51037 (10 - Eoasmesty Dt - G-P e 2 = o |
kil e iy Bt it Helg
- - o
= o b F &P
iy ECR 51.027 a
Tite Dt
> e bmplemsent |2 ons mE | Tesdrg
Overeer | Lomie, PG Oy Dt g L b ) N B Fllzpame |Tesdeg
Al | SR, MG & riee Keyaurds

hange Detalls | "7 Rozme

| e 000909090
i A
Mot sshmsdtted 'i:#
SATDILIET  Lammmiil =
Apreneer = B ate s
X Gnbbur, Sl [
& Acmin PG
1
|"-| Change Requests ¥
o Mevisien Histary ¥
3 Propsidne. %
=
Kacifisa

This will then open the following window, you can stagger the approval order for those assigned by
selecting the name and using the side arrow as shown below to change the order of approvals.
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In the example shown, this has changed the 2" approval to have a number 2 beside the name which means they will
be the 2™ to sign after number 1 has completed their approval. This can be expanded as required to as many

approvers as required.
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When the appropriate approvers and workflow have been assigned, you can then return to the document record
and release the document for approvals. This is achieved by selecting the green play button to open the

approval wizard. Once opened, select next to progress.
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Cancel
Guideline 50.023A version 2.0 Page 9 of 57

R&I Guideline template version 1.0



Glasgow Clinical Trials Unit Guideline

The next window then confirms the version number of the document and room for comment to the approvers, in this
case you can add “first release” or any relevant details for the approvers. Select Next to continue.

Submit For Approval Wizard - SOP 51.037, Title, Rev 1.0 3

Submit Draft for Approval

Confirm the details of the submission:

Revision No. 1.0

Comment [ First Release

< Back Mext = Cancel

The final page will provide a summary of what the actions will be in relation to the approvals, if this is all correct then
select “Finish” to begin the approval process.
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Once the approval process has begun, it shows as a statement that it has been submitted for approval and the
approvers will be colour coded. Yellow shows that the approval action is with the individual, red shows it is pending
and they have not yet been notified and green shows they have submitted their approval response. This can be
misleading as it will appear as green even if the decision was to reject so must be reviewed.
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When an assigned approver has been notified of an approval action, Q-Pulse will send them an E-Mail to detail the
required action. An example of this is detailed below.

This E-Mail will contain some basic instructions and a link to a how to guide to complete the required actions.
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The following guide is provided to users to show them how to complete the required actions in either the application or
the web client.

https://www.nhsggc.scot/downloads/approving-a-document/

When all approvers have responded, the record will update to show all have responded and their icon will appear as
green.
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When all approvals have been returned, if they have all accepted then the document will be made active by selecting
the “Activate Document” button which appears at the top of the window, and also under the “Actions” button at the

top.
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If anyone has rejected the document then the reasons for their rejection should be addressed and an updated version
of the document added. They may give the reasons for the rejection in the comments section of the approval or failing
this they can be contacted by E-Mail. When the issues have been addressed and the new document added, the
approval cycle can then be restarted. To do this, selection “Actions > Withdraw Draft from Approval”.

The author and QA will both be notified in the event of a rejection, QA will contact the author to make sure they are
aware and ask that they address the issues highlighted.
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Then follow the previous steps to send the document back through approvals, the list of names should still be present
and it is just required to select “Submit Draft for Approval”. At this time you can add a comment to state the issues
have been addressed and can also email the approvers to let them know.
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Assuming the document has been accepted in the previous steps and you have selected “Activate Draft”, this will then
open the following wizard to make the document active, to continue select the “"Next” button.

Activate Document Wizard - SOP 51.037, Title, Rev 1.0 e

Welcome to the Activate
Document Wizard

This wizard will assist in activating a Draft Revision

®) Q-Pulse’

Cancel

The next window will then confirm several details, the “Active Date” field will default to the current date but can be
overtyped to reflect a different date if required, when completed, select “"Next".

Activate Document Wizard - SOP 51,037, Title, Rey 1.0 3
Confirm Revision Detzils

This revisionwill become active. Please confirm the details below:

Revision | _ ActiveDate | 18/11/2021 s

Change Details

| First Release
< Back Mext = Cancel
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The next section is to then assign the appropriate hames for the "Read and Comprehend” and “Notification” process
for documents detailed in section 7. The option to automatically distribute is not selected so this action must be

completed manually after, select "Next” to continue.

Activate Document Wizard - SOP 51.037, Title, Rev 1.0 e
Confirm Distribution
Add people who must acknowledge the fact that this new revision has been
created:
Copyholders | Notify Only | 8g
Copy Mo = | Copyholder | Department/Organisation 3
»

| Automatically distribute record on activation.

< Back Mext = Cancel

The final page will be a confirmation of the actions to be taken, if correct select “Finish”.

Activate Document Wizard - SOP 51,037, Title, Rey 1.0 3

Results Summary

Please review the wizard summary before finishing.

| Reev 1.0 will be made Active
A place holder has been spedfied for the currently Active
revision, no mave required,
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| iafter Finish - Display Details of the Document:

< Back Einish Cancel

Guideline 50.023A version 2.0 Page 16 of 57

R&I Guideline template version 1.0



Glasgow Clinical Trials Unit Guideline

This will then result in an active copy of the document being available on Q-Pulse, the “Implement By” date will now
have changed to an “Active Date” and “"Review Date”. The review date must then be changed to the last day of
the year shown, i.e. "31/12/XXXX"” where XXXX represents the year already present in the review date
field.
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Once this is complete, the document will be downloaded and the “"Document History” section at the end
will have the active date added for the relevant version nhumber and the file replaced with this copy in Q-
Pulse. To do this, press the button with the 3 dots beside the filename field, select the document and press “remove”,
then select “add file” and attach the copy with the active date now added and then save the document record.

For Chapters 17, 21-23, 50-59 & 61 (SOPs, Forms and Guidelines only)

Once complete, the approvals record of the document must be printed by selecting “File>Print” and then
selecting “Document Approvals” from the drop down, select “Print” and then using PDF writer to save a PDF file. Use
the name “Document Approvals - <Doc Number> - <Doc Version>. A copy of the document with the active date
added and the approvals will be sent to RCB for release on the CTU website (rcbdoco@glasgowctu.org). The document
must then also be saved as a PDF if an SOP or the original file format for all others, removing the signature page if a
Form, and uploaded to the R&I website as detailed in Section 9.

For SOPs, the document references must also be updated to link the document to all other relevant documents and
highlight if an Investigator relevant SOP as detailed in Section 8.

2.1. Multiple Documents

In the event multiple documents associated to the same SOP (i.e. share a base number) are going through approval at
once, all documents should be released at the same time. To this end, approvals for all of the documents must be
completed before any of them are made active.
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3. Creating a new Version of SOP record (QA)

To create a new revision of a document in Q-Pulse, the first step is to locate the record of the document in question. If
it is @ known or specific document, it can be searched for under the document tab from the front launch screen. To
achieve this, expand the document tab and search for the document using either its number or title.
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This will open a new window with a list of the returned documents. When the document record has been located, there
are a number of ways to then create a new revision of the document.
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The first option, when the record has been located you can right click on the line listing and select “Revise Document
>Draft (Using Approval)”. Do not select “Active” or it will be released without approvals.
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File Edit View Actions Window Help

Distribute Document...

e 2% [ I — | — B ] = [ P
B EES B e T CEHEE IEES 5
My Actions ” | Document Number ~ | Document Title | Revision Active Date
: : i0P60.001 : it : 11 14/02/2022
NoActionsto display. | | &} OpenDocument Record... Ctrl+0
View Document...
Mew Document Based On...
EadCh Add Change Request...
e - @ Wiew Change Request History...
| Any = = [ ,
Owner _ S R ;
[Any T+] | @ Revise Document » | Draft(Using Approval).. |
Keywards i £  Add Copyholders Active...
50.001 2. Add Notified Only

Advanced ' Search E;] X

. i
Deactivate Docurnent

& My Searches Add Note

Qe @

View/Edit Properties...

,: My Folders

::' Related Documents

| 3 Delete r

Record(s) Found: 1
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Alternatively, from the same location when the document in question is highlighted you can select “File > New >
Revision > Draft (Using Approval). Do not select “Active” or it will be released without approvals.

=5/ Custom Filter - Documents List - Q-Pulse = =

.l'-_LleeEdft View Actions Window Help

5 H e | mmE R a

(¥} Open Document Record...  Ctrl+0 Il Revision  » |I| Draft (Using Approval)... |

—-—

: Rewision Acﬁ;\te Date

View Document... SOP Tit Active... B 14/02/2022

= Prnt Ctrl+P
l:'lj Preview

Report Designer

150P 60.007 (1.1)

2 S0P 60,001 (1.0)

3 S0P 51.037 (1.0)

4 FNT (1.0)

550P 51.035 (1.0)

[ Close Window

Advanced  J.) Search EI;JT
(-4 My Searches
:; My Folders

=% Related Documents

Record(s) Found: 1
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The final option is to first open the record for the document question, from here select “File > New> Revision > Draft
(Using Approval). Do not select “Active” or it will be released without approvals.

' S0P 0,001 (1,1) - Doasments Desmls -+ -Pubs = @ m®

I-E Niew Docurnenl
B S Cirls s
B save and Close
i - Primt &L
@ Frirt Previes
Eepars Dasigner
150#5::.1:'(-:1 -:|.i1-
250P s0001 {1.0¢
3 50F 31037 {1.0¢
AFNT .0
5 50F 51.03% (1.0}

8 Close Window

All of these options will result in the following window being opened to start the wizard which will guide you through
the process. Select Next to continue.

Revise with Approval Wizard - SOP 60,001, SOP Title 2
Welcome to the Revise with

® Approval Wizard

— This wizard will assistin revising the selecied
: Document Revision by following the Q-Pulse Draft
n Approval Process

]
< Badk '. Dext = Cancel
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The next page will present you with a new window in which the details for the document can be updated, this includes
the revision number and the title. Increase the revision number to the next in sequence. Select Next to continue.

Revise with Approval Wizard - SOF 60,001, S0P Title 2

Confirm Draft Document Details
Confirm the details of the new draft document:

Type :'DF'S Number [SOP 80,001

Revision _1-2

Title | S0P Title

< Back Mext = Cancel

If any change requests are raised against the document which are still pending implementation a window will appear
asking if you wish to implement them in this revision. Select any that are appropriate at this stage and select Next, this
is covered in more detail in Section 5. Ideally, all pending change requests will be addressed when the
document is released, if any have not been go back to the author and request it is addressed.

Rewise with Approval Wizard - SOF 60.001, SOP Title EZ
Identify Change Requests o Implement
Check those change requests which you intend to implement in this new
draft:
.Number - .Details ' Implement
(CR115 Enter the details of the change reguest here
< Back Mext = Cancel
Guideline 50.023A version 2.0 Page 22 of 57

R&I Guideline template version 1.0



Glasgow Clinical Trials Unit Guideline

The next page will contain the list of assigned approvers for the document, if no change requests were present the
previous section would have been skipped directly to this. If approvers have already been assigned to the existing
version of the document they will be carried forward, they may no longer be accurate due to changes in staff.

Revee with Approval Wissrd - S0P 80.001, S0P Title

Confirm Approvers

Select the people who will be respansible for sppraving this draft

Approwves -

y & B

¥ When oeated, sutomatically submit the new draft to soprovess

The list of approvers can be updated by using the add and remove approver buttons on the right hand side. The
workflow must be set appropriately to ensure the approvals happen in sequence. The left and right arrows can be

used when a name is highlighted to ensure they are stacked appropriately.

©) Edit Workflow B 3=

1. Approver 1
2. Approver 2
3. Approver 3

When the approvers have been appropriately assigned, select Next to continue the process. At the bottom of the page
there is an option to automatically submit for approval when created, if this is selected the approvers will be contacted
as soon as the document is created to approve. Otherwise this must be completed manual at the end of this process.
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The next page will allow you to upload the appropriate updated document, this is achieved by selecting the button with
the 3 dots to the right of the field. This will open a standard document selection window, locate the document and
attach. Make sure the file name is in the format of "<Doc Number> - <Version Number> and all

extraneous details are removed, such as “final”, “draft” or “track changes” etc. Also ensure it is a clean

version of the document with ho comments or track changes.

Revise with Approval Wizard - SOP 60,001, SOP Title 35

Specify New File
Specify the controlled files forthis new revision:

Browse to select the newfile(s) orleave blank to assign later.

< Back Next > Cancel

When the document is attached, select “Next” to continue.

The final page will act as a confirmation of all the details entered, if all correct then select “Finish”

Revise with Approval Wizard - SOP 60,001, SOP Title 35

Results Summary
Please review the wizard summary before finishing.

A new Draft atrev 1.2 will be ceated

3 Person(s) must approver this document; the document will
be automatically submitted for approval,

Mo attachment is specified for the new Draft revision, no
move reguired.

®) Q-Pulse’

| fter Finish - Display Details of the Document:

< Back Einish Cancel

This will open a new window with updated document record.
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=] S0P 60.001 (1.2) - Documents Details - Q-Pulse = B R

BE-EHSBeB &rdeELHe 00

F Warning: Where this icon appears, refer to the tooltip for more information,

Il

Ll s0P&0.001 Revision

Status
Owner | |"|| mp;:‘;:’t: | |! Filename | ||
Author | ] Keywords |test |

When the new revision window is opened, enter the appropriate “"Change Details” with an explanation of
the difference from the previous version. This is contained in the document history section of the

document.

When an updated document has been created, the previous version history is visible from the “Revision History” tab.

| Revison = | Status | Change Detals Active Date 1 @]=
1.0 Obsolete First Release 14/02f2022 i &

e Actve 14/02/2022 '

| L2 Draft

|
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If the box to automatically submit the document for approvals was not selected during set up, it may be submitted at
this stage. To submit a document for approval, expand the approval tab from within the document record and select
the submit for approval button on the right hand side. This also appears at the top of the document window.

When submitted for approvals, the icon beside the names will change colour as it moves through the process. The first
user will appear as yellow to show the action is with them, the other will remain red as they cannot yet complete an
action. Once an approver completes their approval action the icon will change to green.

] S0P 60.001 (1.0) - Documents Detals - Q-Pulse = B =
File Edit Yiew Actions Window Help

':a -EH&R B &> 5899200

Warning: Where this icon appears, refer to the tooltlp formare information. | View Approval History...

2 Approverl ¥
L Approver2 __q
X Approver3
&
i
”

Guideline 50.023A version 2.0 Page 26 of 57

R&I Guideline template version 1.0



Glasgow Clinical Trials Unit Guideline

When a user has been requested to complete an approval action they will get an E-Mail notification which contains a

how to guide on completing.

|Em-ew—nﬁn|-hrq-ﬁmw- Shatioecks - Work - Wirrpaah Edige
Blank
&y Raply o B Detete skl Bisek

M ATTOOO0N.bar [ ATTOO002 bir M Locsts Hecond qpodu

Lats rasrd o G-Puine jed

e e Approval of New Document
Greater Glasgow
and Clyde

You ain receving B E-Mal a3 you arw o nominated approver foc a dooumant on O-Pulss which has
bmen colsaned for appraval

T g yosar sppravel for this documend yow can lolicw the ks aached in Sy E-Mail

For detaled gosdance. step by step instructons can be fousd hare

ottt 11k commae - O wreanor Daalgy O Polie Gidin Devosaed Agoretil
Mwrniber S0P 80001

Tieks S0P T

Haviskon id

Chaiei

Chasge Detnils  Find Relaase

Faply Fosward

—|:|=-:|

When all approvals have been completed, follow the same process as detailed in Section 2, page 13-16, to make the

document active or resubmit if rejected.

3.1. Multiple Documents

In the event multiple documents associated to the same SOP (i.e. share a base number) are going through approval at

once, all documents should be released at the same time. To this end, approvals for all of the documents must be

completed before any of them are made active.
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4, Make Document Obsolete (QA)

During the review of documents it may be required to remove a document from Active status as it is no longer
required. Before a document is removed, its links to other documents must be considered, this can be done by
reviewing the document links as detailed in Section 8. Making the document obsolete is achieved by completing Form
01.006C and actioned by the Quality Assurance Manager or appropriate designee. To carry out this action, navigate to

the record in question and select “Actions >Deactivate Document”, this will then launch a wizard to guide you through
this process.

| SOPS0.012 100 - Documents Detads - CPulse

o = =B
Ede Bt e SECHRRG | Window  Help
Tk E T Add Copyholdess. s oa B o Fa
R e i B M. f
i o I * O e @ - @
e Sodd Motfied Cmlyi,
B | i v SOF SLO1R L.0
E . [ L]
Owreer | B Beactinete Document. v Daste 07)10020L7 [ e Fileiamie | SOPOL00A y100 draf] .. o=
Authar | ew Date 07)10{70E] [k Eryworde
Chiitnge D4 1'% Auld Thangs Regueati,
U= Distribatig R *
:.:gl El“""ﬂ"'“' |ﬂ M ey, "
Ny z
: . & At Mot
i‘r_‘i Revisin K g ViewyEdit Propertias, ¥
J._., Approved by u
C.ll‘ ik Ly ¥

The first page of the wizard is a confirmation of the action to be taken, to proceed with this process select “"Next”.
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Deactivation Wizerd - S0P 50,013, Tesk S0P, Reyv 1.0 i}

Welcome to the Deactivation
Wizard

This wezard wil assst i deactivating the selected
Documeant Fewvision

Maxlk = Canced

The next page is to select whether the document is to become Obsolete or Inactive and state the reasons for this.

Either option will remove the document from Active status and can be selected dependent on the circumstances. Once
this is completed, select Next.

Deactivation Wizard - SOP 50,019, Test SOP, Rev 1.0

De-Activate D ocument
Choose the new skatus of the docurnent to be de-activated:

De-ackivate this docurment by making it

' Ohsolete

™ Inactive

[De-activate reason:

Reason For making document Obsalete/Inactivel

< Back Mext = Cancel

The final page is a confirmation of the action to be taken, if this is correct then select Finish to confirm.
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Deactivation Wizard - S0P 50,019, Test SOF, Rev 1.0 b4

Results Summary
Flease review H‘ue.w_izard'.'summary héﬁbrﬁfirli_s_hing.

Rev 1,0 will be made Obsolste: a

®) Q-Pulse

|| i8fter Finish - Display Details of the Document:

= Back H Finish || Cancel

Once this has been completed, the status of the document will be changed to reflect. The record itself will still be
accessible to act as evidence if ever required.

=] RS L - Dopimerts Dekals - - Pulse: s L 32
Eie - Ecit Wiew  Sctices Window Lelp

B-EHSHe" B30 700
e v CETN

1 Cheaee

Onmer Grisken, Fad Active Date  EFLDEOIS i e Thename |

Thisalele wajniznTs wiz Keywords |

Author Grban, Fad [

Change Dot |7 feka
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The document must then be removed from the R&I website and a copy of Form 01.006C sent to RCB for it to be
removed from the GCTU website also.
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5. Change Requests

A Change Request is a record held against a document within Q-Pulse to act as a reminder for actions to be taken
during its review, as a notification process for issues with a document by a stakeholder or for the purpose of seeking
clarification. All Q-Pulse users with access to the document module will have the ability to raise Change Requests
against a document.

5.1. Raising a Change Request
A change request can be raised against an SOP, Form, Guideline or Work Instruction by any Q-Pulse user with access
to that document.

The following How To Guide can be used to raise a Change Request, all users are given a link to this when they first
get a Q-Pulse Account.

https://www.nhsggc.scot/downloads/creating-a-change-request/
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5.2. Review a Change Request

When a change request has been created, the document owner will get a notification with a basic overview of the
details as seen below.

[ Waw crznge raquas: - Gnnhon, Faul - Subleak - Wark - Microsatt Sogs

sonif:blank

3 Reply gl Bl Defele &5 Jurk  Slock

Mew change reguest

T Gk, Faul

o VEQ pulsel va @ gge-appsscot- nhsuk

T ATTIHKI Ein [ ATTOOOOREin ™ |ocar Feoardqpube

L &

NHS
N— !

Greater Glasgow
and Clyde

Change Request Raised

Yo are racleing this E-Mal &5 yow ane the ragizlerad owner Tor the docoment dedafied balow,
i Change Heguest has boen mised aganst the document for you o revicw and prosde: @ mesponse

weEtrucions on o 1 complels fhie sohon are daladed in T lnk Deliow

o : [— n ild' ':EI'II Jm

|u_...ﬁf.iar SOF 0 001

Tk ERT

Hewision tn

Cremar (Ensbon Paul
SR e T L
el I =3 ater the details of the changs sequest hers |i.v£u7n..=§

I

Reply Forveard

This will contain a link to a How To Guide on responding to the change request.

https://www.nhsggc.scot/downloads/Responding-to-a-change-request/
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6. Document Review

6.1. Creating a Document Review (QA)

Q-Pulse has the functionality to record the review of a document, this is not essential if the document is known to
require an update as the document being updated will act as the evidence of this process. However, in the event an
update of the document is not required this process can be used to record the fact that the document has been
reviewed and its content are acceptable. To update a document without using this functionality, refer to section 6.4.

To create a document review record in Q-Pulse, the first step is to locate the record of the document in question. If it
is a known or specific document, it can be searched for under the document tab from the front launch screen. To
achieve this, expand the document tab and search for the document using either its number or title.

9 LaunchPad <Admin, PG:= = E23

“)ideagen
workos s

“F CA/PA .
=

; Audit and Monitoring ¥
.__."-15 Documents
JE men A
L= |

m;:_g‘]New

% Recently Viewed

E. Folders

S0P 60,001 | |
a*”-‘; Sponsors 2
—

J: People 3

~

'@ Training Courses 3
ﬂ Sites =
gl Assets s
=

o
@ OCccurrences S
J , Incidents 3
" -
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When the required documents have been identified there are 3 different options for creating a new review. The first is
to right click on the document record from the search list and select "New Review”.

-} Custom Filter - Dacuments List - Q-Pulse =GR
File Edit Miew Actions Window Help
L =5 3 = o = s E= i —=
i -5 B B (D) e [pone )| FERMNE-HE ® -3 &
My Actio < Document Number - |Doc1.|ment'|’1ﬂe | Revision |Ac13've Date
; disol S0P £0.001 S0P Title 1 14/02/2022
e AInsD ey . Open Document Recard... Ctrl+0
View Document...
New Document Based On...
Search Add Change Request...
|:yn;:|e | | @ View Change Reguest History...
Y =7 = =
Owner - &
|Any | 4 | @  Revise Document 3
Keywords Tk £ Add Copyholders
|60.001 | £, Add Notified Only
Advanced ;f) Search Eﬂ X ZE Distribute Document...
E Acknowledge
M@ search =
@ Deactivate Document
®
B 1 Searches lal Add Note
(am My Folders €} View/Edit Properties...
Related Docaments Add Bocuments to 'My Folder'
Remove Documents from 'My Folder'
@ Delete 3

The 2"¢ option is to open the document record and select “Actions > New Review”

2. 308 BIO0 (4 1) - Doments Deta - G o [EH B

:-T:n Eit \rmr-a.wlmw Heip

[ % e RASABE OO0

m Sl Mogified Only— e
iR Distibuse Docusnent

tip For mare informsation.

Acinowledge

Desctivate Document..
Sirstatn Do ueit b Dt |l'l.m22 =HEA Filasams |
Add Change REquest. b pate 140329 ME  merwonds s !

b fctinn.,

Commplete Actrar

Add Apprereers

ab  Add Note..
L ViewEdil Properies..
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The 3™ option is to expand the “Review History” tab in the document record and select the “New Review” button on
the right hand side.

&

=] SOP £0.001 (1. 1) - Documents Details - Q-Pulse
File Edit View Actions Window Help

B-EH&0&8°PEAL230 HOOO

& Warning: Where this icon appears, refer to the tooltip for more information.

| sOoPE0.001 Revision

Status
Owmner |Gribbon, Paul [=|=|  Active Date |14/02/2022 [=l=] Flename | =
| =]  Review Date |14/02/2023 =] Keywords |test |

Revision Reviewsd On = | Performed By Dutcome Comment
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All of these options will result in a new window being opened from which users can be tasked with reviewing the
document. The review owner tab will be prepopulated based on the account creating the review, this can be changed
and should be the document owner. The bottom of this window will have details of all existing change requests which
can be considered by all the reviewers when conducting the review, the review owner should update the Change
Request status as appropriate if this has not already been completed.

=] Add/Edit Review - S0P £0.001, SOP Title (1.1) B2z

Reviewed On = B
Outcome >

Review Owner | Admin, PG -

Comment

Reviewers

Target Date [ Reviewer [ Action [ Comment Outcome [ Review On :%
Current Change requests against document

Mumber Raised By Details Raised Date Status E_%

CR113 Admin, PG List the details relevant to the cha... 14/02/2022 Accepted
|CR115 Admin, PG Enter the details of the change re... 14/02/2022 Mew L_ﬂ:

Cancel

6.1.1. Adding Reviewers

Named individuals can be added to the review to act as a record that they have fed in to the process, the actual
method for conducting this review may vary for each scenario. A group meeting to review the SOP may work best, or
users to feed in remotely and individually can also be used. Alternatively the review can be left with just the review
owner and details of those involved listed in the comment section. If each individual involved is to be recorded in this
review record to act as evidence of their involvement, click the “add new reviewer” button on the right to add each of

them.
e

iy

This action can be completed by the Quality Assurance Manager or designated Authority if they are informed of the
required names, or by the individual responsible for the review.
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This will open a new window in which the details of a reviewer can be added. A target date can be set in the top field
which is the required date for any responses by the reviewer. The reviewers name can be selected from the
“Reviewer” tab by either typing and selecting from the drop down or searching by pressing the button with 3 dots to
open a search window. The text in the “Action Required” field is default but can be updated with specifics of what is
required from the reviewer. The remaining fields should be left blank and are for the Reviewer to complete.

_;._,: Add/Edit Review Action - S0P 60.001, SOP Title (1.1)

B &R

Target Date = B
Reviewed On | EE
Reviewer | Admin, PG
Outcome [

Action Required Please review this document.

Comment |

O

Cancel

When you have entered the details for the reviewer, select Ok on this window and repeat this process as required to
add the relevant reviewers. Once this is complete, select Ok to close the review window and save the document

record.

All reviewers named will then receive an automated e-mail message to notify them that they have been added as a

reviewer.
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6.1.2. Responding to a Document Review

Each reviewer will receive an E-Mail notification which will contain a link to a How To Guide on completing the
required actions.

https://www.nhsggc.scot/downloads/Responding-to-a-Document-Review
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6.2. Scheduled and Unscheduled Review
Document can be reviewed on a Scheduled and Unscheduled basis. For scheduled reviews, this is linked to the
“Review Date” held for each document, a central report is generated and distributed to all departments informing
them of what documents require a review in that given year, an email will be sent to the author, approver and any
relevant members of staff for that area on a quarterly basis and then monthly in the final quarter of the year.

Progress on this activity will be monitored in Monthly reports sent to each department and an overview sent to the
Director and Senior Manager. In addition the SOP Committee will maintain oversight on a Quarterly basis and
reported annually to GHSP RAG.

All document reviews will be led by the Author for the SOP, it is their responsibility to review the contents of the
documents (SOPs and all associated documents) and ensure that the appropriate stakeholders feed into the process.
The stakeholders can be identified from the RACI for the SOP. If the document is updated, this will act as evidence of
the review and section 6.1 is not required. This can be managed in several different ways and will depend on the
document itself, the stakeholders and the complexity. Some options include:

e Group Meeting — Virtual or in Person
e E-Mail Distribution
e Sharepoint/Teams

The use of track changes to record any updates and comments should be used and the input of all stakeholders

considered. No action should be given to any group of staff without their agreement and buy in. The
ultimate decision on content falls to the Author and Approver and areas of conflict or disagreement may be escalated
to the appropriate level to agree a resolution.

Clear timelines should be given of when responses are required to ensure timely progress is made, in the event you do
not receive feedback from a group of stakeholders you may ask again for them to feed in but are not required to wait
for this feedback as long as they have been given the opportunity to reply.

If an unscheduled review is required, the same process will be followed but it will not be time dependent as with the
scheduled reviews.
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7. Read and Comprehend (QA)

As described in SOP 50.023, the requirement for Staff to Read and Comprehend certain SOPs associated to their Staff
Category is detailed within each SOP. This is reflected and recorded in Q-Pulse as each staff member will be issued
with the relevant SOPs to Read and acknowledge they comprehend its contents through Q-Pulse.

This has been mentioned previously in Section 2 and 3 and only appears as an option for Active documents or when
documents are being made active. The records relating to this for Active documents can be found under the
“Distribution” tab.

_:._f S0P 51.037 (1.0} - Documents Detalls - Q-Pulse = [ S

File Edit View Actions Window Help

FEHH2Ba0RAL IO 4P

Warning: Where this icon appears, refer to the tooltip for more information.

i if

S0OPs T (S0P 51.037 1.0
Active
Owner - |- Active Date 03/03/2022 = Filename S0P 51.037v1.0
Author |. v |ee- Review Date .03,.“03,"2!]25 = Keywords .

Change Details First Release

5= Distribution i &
Copyholders | Motified Cnly %

MNumber &« | Name . Dept/Qrganisation - Comment Distribution Date - Acknowledged Date ‘:4!-

Ei AEN 24/03/2022 03:41 -l &

=] & 24/03/2022 0%:41 ':K

= AL 24/03/2022 09:41 s =

=1 BL 24032022 09:41 i =

= K5 24/03/2022 09:41  06/04/2022 10:28

=1 & 24/03/2022 09:41

[=f ﬂ, 24/03/202209:41 | 08/06/2022 20:54

= 4L 24/03/2027 09:41  06/04/2022 10:52 -

2= Change Requests = -

As can be seen in the example above, a list of staff will have a record of the document having been distributed to them
and a record of when they have acknowledged they have read this document.

Reports are run centrally by the Quality Assurance Manager or the appropriate designated authority to ensure staff are
responding in a timely manner as well as automated reminders being sent.

In the event a document is to be added as new or updated which changes the staff groups associated to the SOP, this
will be reflected in the records by the Quality Assurance Manager or the appropriate designee at this time which is
detailed in Section 2 and 3.

In the event new members of staff join R&I or change role within, the Quality Assurance Manager or the appropriate
designee must be notified to ensure they are set up with the appropriate Q-Pulse account and the correct documents
distributed.
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When distributing a large humber of documents to a member of staff, to avoid them receiving an email per document
you can turn off the notification E-Mails within Q-Pulse while you distribute them.

To achieve this, from the Administration Module in Q-Pulse, select the “Messaging” option and then disable
“Notification Only” and “Notify Copy Holders” before distributing the document. You can distribute all but one
document where they are either Notified only or a Copy Holder before re-enabling and sending one email for each
type.

The required reading list of documents will be assigned to their account and available when they log in.

The distribution of the documents is dependent on an individual’s job role and is reflective of that which is detailed
within the RACI of the document.

Some considerations for this process:

When Project Managers are referenced in the RACI, the staff groups are:
e All of the PMU unit making up project managers within R&I
e Industry Collaboration Project Managers in Innovation
® Do not send to RCB or GU project Managers

In general, do not send to GU staff as this process is controlled by GU themselves, a weekly notification of new or
updated SOPs is sent which GU then use to appropriately train staff.

Do not add a staff member as a copyholder if they are the author or approver, instead add them as notified only.

7.1. Responding to Read and Comprehend Action
When a document is distributed, an E-Mail will be sent to all Copyholders and Notified individuals. This will include a
file to locate the record in the desktop application and a link to open the record in the web version.

=]
NHS
N

Greater Glasgow » ] J

J ' y 59 47 { J
and Clyde nedaa ana /

Comprehend
The following document has been updated and it is required that you acknowledge that you have
received, read and comprehend its content.

If you do not know your log in details for Q-Pulse, check for a previous email from Q-Pulse with the
subject "New User Added to Q-Pulse GG&C Research and Innovation”, Failing this, contact the QA

Manager.
INumber S0P 17.006
Title Refrigerator and Freezer Unit Use and
Monitaring
Revision 5.0
\Active Date  [01/04/2025
\uthor

If you do not have access to the GG&C network, you may access the above mentioned document on
the Glasgow CTU website.

https://www.glasgowctu.org/Home/sops/

It may take time for this update to filter through to the website so confirm the correct version
number is in place before reading. Form 01.008B can be used to record you have read the
documents and returned to the R&I Quality Manager (paul.gribhon@ggc.scot.nhs.uk) for update on
Q-Pulse

If you are on the GG&C network, you can log in to O-Pulse directly and acknowledge this document.
To open this document in Q-Pulse web, there is a link at the top of this E-Mail to locate the record.

To complete the required actions, the following How To Guide is available.

Read and Comprehend Documents - Web
Read and Comprehend Documents - Application
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This E-Mail will include links to How To Guides to complete the required actions in both the application and on web.

https://www.nhsggc.scot/downloads/read-and-comprehend-application/

https://www.nhsggc.scot/downloads/read-and-comprehend/

As some investigators may not be on the NHSGGC network, links to the SOPs are made available on the R&I website
and staff may confirm back to QA by E-Mail that the documents have been read and request that Q-Pulse is updated
for them.
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8. Related Documents and Processes(QA)
SOPs, Forms, Guidelines and Work Instructions can be interconnected in their nature and reference other processes.

This relationship which is detailed in section 4, Referenced Documents, of the SOP template can then be represented
within Q-Pulse by forming these links.

This action will be taken by the Quality Assurance Manager or the appropriate designee, to achieve this, during the
release of a new SOP or update of an existing SOP detailed in section 2 and 3, the properties tab of the document can
be expanded and the document properties option selected. This action is only required to be completed for SOPs.

| S0P 51.037 (1.0) - Documents Detais - Q-Pulse = B o2
File Edit View Actions Window Help

B-EHHS2P0&FHEAEL I3 U OO

A Warning: Where this icon appears, refer to the tooltip for more information.

No Notes Added

e}«
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This will open a new window which has a number of different options in which associations can be formed to the
document. In this instance it is the “"Related Documents” option which is of interest, select this option to change the
displayed screen.

,;_‘_]' Document Properties Editor I

Userote | Date {Time =
No Notes Added

| Add. || Edit.. Delete

Ok | i Cancel |
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In this screen there is the ability to “Add” a link to another document, this allows to link any document held in Q-Pulse
to this document record.

| Document Properties Editor 7 =%
| f E Related Documents
Motes _
S0P 51.037 references the following:
Type - |Nu |nﬁe
E
Related
Departments
i1
oy
Related ! Add... Remove
Processes
= SOP 51.037 is referenced by:
IE_ Type a [No Title
Felated
Standards
Signatures
oK i | Cancel '
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By selecting Add, a new window will open and allow you to search based on a keyword which can be the document

number or title.

0 Search for Document 2
Type
'.ﬁ.ny -
Keyword i
4~ Gearch X
. Mumber . Title : Type

Cancel

0 Search for Document ¥4
Type
Any -
Keyword i
SOP 50
J-' Bearch X
. Mumber . Title : Type
| S0P 50.010 Project Data Entry... CHAPTER\S0 Gene... |
| S0P 50,002 Project Numbering  CHAPTER|S0 Gene... |
| S0P 50.011 Setting up Researc... CHAPTER|S0 Gene... |
| S0P 50.016 Development of ne... CHAPTER\50 Gene... -
| S0P 50,001 NHS Greater Glasg... CHAPTER|S0 Gene... |
| S0P 50,013 Setup and mainten... CHAPTER\S0 Gene... -
| SOP 50,017 Clinical Research &... CHAPTER\S0 Gene... .
| S0P 50.018 Clinical Research &... CHAPTER\S0 Gene... |
| S0P 50.00& Registration of Bio ... CHAPTER\S0 Gene... .
| S0P 22.050 Recording Pharma... CHAPTER\22ZNHS ... |
| S0P 50.019 Independent Stak... CHAPTER\S0 Gene... |
S0P 50,020 eCRF User Accept... CHAPTER'\S0 Gene... .
| S0P 50,022 Preparation of Ter... CHAPTER|S0 Gene... |
Partidpant recruit... CHAPTER\S0 Gene... .

| SOP 50,021

0K

Cancel

From the presented list of options, select the relevant SOP, Form or Guideline to add this link.
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This process can be repeated as many times as is required to form all the appropriate links. With these links in place, it

will allow you to view all the associated documents to an SOP when it is undergoing review and help to manage the
potential ripple through impact of any changes.

,___]' Document Properties Editor

G B E Related Documents

S0P 51.037 references the following:

Type - | Mo

|T|ﬁE
CHAPTER |50 General\SOPs SOP 50.010

Project Data Entry on SReDA

. S0P 51.037 is referenced by:

] Type & (Mo Title
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In addition to linking documents, when an SOP is relevant to Investigators, either a CI or PI as detailed within the
RACI matrix, it must be marked as having a link to that department within this section in order to ensure that changes
to these documents are appropriately managed and updated on the R&I website.

To achieve this, on the same screen as above, select “Related Department” and from here you can select "Add” to
make the link.

«!] Document Properties Editor P =
_J e ertie i } & 1
. o B T
4 *  Related Departments .
S Department - ]
== Investigators\Chief Investigators @ Seowchiforn e 2
== Investigators\Principal Investigators
Additional ADMIN
Fields Beatson
AR Blorepository
EL .E] CETC
Related > iF
Documents CRIF
CRUK
i Director
Related > Ele:emal Investigators P
Departments sgow Tissue Research Fadility
> Innovation
i-'gﬁaj v Investigators
> Chief and Principal Investigator
Related Chief Investigators
Processes ¢ l e -
> Princpal Investigators
= A NHS GGC Site Pharmacy
gy > Pharmacy
Related > Project Management
Standards RCB
o\ > Research Governance
@ > SafeHaven
Signatures > Systems
University of Glasgow Governance
Add... Remove
New... OK Cancel

When you select Add, the list of all relevant departments will be displayed, under “Investigators”, select “Chief
Investigators” and “Principal Investigators” as appropriate.
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9. Updating the R&I Website (QA)
To update the R&I website you must have completed the relevant Learn Pro session for the use of wordpress and
have been given an account for wordpress.

The SOP page for R&I will be maintained in line with the documents available on Q-Pulse for Chapters 17, 21-23 & 50-
58. SOPs, Forms and Guidelines will be maintained but Work Instructions will be maintained on Q-Pulse only.

You will have 2 scenarios of either adding a brand new document or updating an existing document, first log in to
your wordpress account.

From here you will have the main screen and be presented with the option for “Downloads” on the left hand side.
Select this to see a list of available documents.

Ea NHSGGC favourites %

@ NHSGGC

@ Dashboard

L Pages

Y Downloads

e Profile

o ( ase Menu

9.1. Adding New Document
If a brand new document is to be added that has no previous versions available, at the top of the Downloads page
there will be an option for “Add New Package”. Select this to open a new window to add a document.

DOWI’]loadS ‘ Add New Package |
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There will be several fields that need to be completed, the first is the title of the document which reflects the number

given in Q-Pulse, i.e. SOP XXX, Form XXX, GUI XXX etc

! Add title Attach File VoA
83 Add Media ‘ vieual lircoae ‘ Drop files here
= ; —or—
Pagph v B I E E 6 = £ = £ ZEC @ =z N
=T AT o S g E [ Max: 64 MB ]

i
...........................................

SELECT FROM MEDIA LIBRARY

Categories
All Categories  Most Used

"] R&I SOPs<

In the large text field below, add the title of the document as it appears in Q-Pulse.

On the right hand side, there is an option to attach files, select the green button to select the document which has the

completed active date as discussed previously.

Below this on the right hand side, select the category as “R&I SOPs”

Categories

All Categories  Most Used

(] R&l SOPs
(] Research and Innovation

If password protection is required for the document, scroll down to “Package Settings” and then select “Lock
Options”, from here select the option “Enable Password Lock” and follow the instructions to create passwords.
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The final action is to then publish the document which appears as a button on the right hand side.

Publish AV A

Preview ‘

l Save Draft ‘
¥ Status: Draft Edit
@ Visibility: Public Edit

m Publish immediately Edit
Download Availability Period

Download Available From:

Download Expire on:

|_y_“__! Premium SEO analysis: Unavailable

(] Readability analysis: Good

9.2. Update Document

If a version of a document already exists you can search for it using the search bar on the top right.

| 50.023

‘ | Search Packages

| Bulk actions v H Apply ‘ | All dates v | ‘ All SEO Scores

L | ‘ All Readability Scores

v H Filter |

[ Title ¥ Author Categories Date ¥
] GUI50.023A Cheryl Johnson R&I SOPs Published
Management of SOPs through
Q-Pulse Guide

Edit | Quick Edit | Bin | View

You can open the record by click on the blue text of the document title.
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2024/12/05 at 16:41

Last Modified

05/12/2024 at 4:41

pm
by Cheryl Johnson

2 items

SEOQ Title

GUI 50.023A - NHSGGC

Page 52 of 57



Glasgow Clinical Trials Unit Guideline

This will open a screen with the relevant information for the document.

| GUI 50.023A Attach File —
Permalink: https://www.nhsggc.scot/downloads/gui-50-023a/| Edit l Get Shortlink :' -------------------------------- ':

i Drop files here H

ﬂ.: AodiMedia Visual =~ Code H P H
- i —or—

Paragraph vB I = £ ¢ = = = {/ﬂ = < 9' - H H
= AvE e DR e : [ Max: 64 MB | :

Management of SOPs thijough Q-Pulse Guide ]

SELECT FROM MEDIA LIBRARY

Categories AV oa
All Categories  Most Used

(V) R& SOPs

You can change the title of the document in the text field available if required, the version number is not recorded
and so it is only changes of title that need to be updated.

By scrolling further down you will find an “Attached Files” section, by hovering over the file you will be presented with
the option to delete the existing document. Delete this existing document before uploading the new one.

Attached Files AV A

Search in Attached Files...

}., GUI 50.023A - V1.pdf
GUI 50.023A - V1.pdf u e
GUI-50.023A-V1.pdf D 17 Fils Pasau
13 a i
Downloads  File Version: Update Date:
1.0.0 dd/mm/yyyy
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Once deleted, scroll back up to the “Attach Files” option on the top right and select the green “Select Files” button.
Select the updated version of the document with the added active dates as discussed previously. When completed,
the new file will be in place and the record can be updated. To do this, scroll down to beside the attached files section
and a button with the title “Update” will be present. Select this to update the record.

Download Availability Period

Yoast SEO Premium N VY Download Available From:

AV A 2
Excerpt Download Expire on:

. . ) Y| Premium SEQ analysis: Unavailable
Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more about manual

excerpts. Readability analysis: Good

Move to Bin

Custom Fields AV A

9.3. Updating SOP Page

In addition to updating the Documents, the SOP Page must be update to reflect changes to version numbers, authors,
titles and the creation or removal of documents. To do this, select the “Pages” option from the left above
“Downloads”. This will show a list of pages available, the one of interest is “Standard Operating Procedures (SOPs)”.

] ——— Standard Susan Fitzpatrick Research and Innovation — Published 01/04/2025 at 10:22 ® 575 X
Operating Procedures 2022/05/20 at 13:10 am
(SOPs) | Parent Page: by Paul Gribbon

Research and
Innovation

Edit | Quick Edit | View

The web page can be updated in one of two ways depending on the extent of the changes. If a change to a single
document is needed and it is just the Version, Author or Title then this can be done by navigating to the required area
and updating by selecting and overtyping. All links will remain the same and do not need to be updated unless a new
document is being introduced.
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SOP 50.023 - Management of SOPs within NHS GG&C R&l A

~

- D E = | @

n
V]
vx]

%
<

+ Author Name: Paul Gribbon ASSOCIated DOCumentS

= NekeloneAd] « Form 50.023A - RACI Matrix for R&I SOPs

« Active Date: 31/12/2022
il « Guideline 50.023A - Management of SOPs through Q-

* Review Date: 31/12/2025 Pulse Guide

Downloag ()P i) ()

> Accordion > Accordionltem > Accordion * Accordionltem > Columns > Column > List > Listltem

In the event of updating several documents or adding/removing documents the page can be updated through HTML.
To access this, on the same page in the top right hand corner select the 3 dots beside save and then select “Code
Editor”, alternatively you can press “Ctrl+Shift+Alt+M”.

.- Page Ctrl+K 2 0O g m El ¢: O BEEE

VIEW

a
A
Top toolbar )
Access all block and document tools in a single
place
Distraction free .
o Ctrl+Shift+\
Write with calmness
Spotlight mode
Focus on one block at a time
Fullscreen mode
¥ I Show and hide the admin Ctri+Shift+Alt+F
sociated Docu ;

user interface

EDITOR

m 50.023A - RACI Ma

; . Visual editor Vi
ideline 50.023A - Man
se Guide Code editor Ctrl+Shift+Alt+M
PLUGINS
4
Neve Options ﬂ
> List Item S
- [e2]

This will change the view to the HTML for the webpage, you are not expected to know how to edit the HTML, instead
a tool is available on the common drive to produce HTML for the page based off an extract from Q-Pulse that can
replace the existing code and update the page.

The tool can be located here:

\\northnet-11\wg-research\common\2. Governance\Quality\Website Code
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Instructions are available in the Macro enabled file “WEB SOP generator” on extracting data from Q-Pulse and
updating the webpage. As this requires an update to a large amount of data the web interface may freeze or time out,
allow this to run and update as it may take some time.

In both cases, when the updates are complete. Select the “Save” button in the top right hand side when finished.
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This Guideline is a controlled document. The current version can be viewed on the R&I website,
GCTU website and R&I’s Q-Pulse account.

Any copy reproduced from the website may not, at time of reading, be the current version.
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