Management Manual

Click on the ‘Module Overview’ at the navigation bar.
Following page will open.
lick on ‘Management Manual Module’.
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Management Manual Dashboard

1. View Master List by clicking ‘Master List’

2. You can edit the manual by clicking on ‘Edjt Contents’,

3. You can view the manual by clicking on the, ©

4. You can edit the header and footer of the manual by clicking on ‘Edit
Header/Footer’

5.. You can save yourumanual by clicking on ‘Save\Now’)

6. Yeu can publish your'manual by clicking on ‘Publish Now’.

7. Yeu can_add new manuahby clicking on ‘Add New Manual’.

8, Yourean sea ch here any type of field.

9 ou s y.nanual name‘entries so you can se pagination.
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1. The colour meaning in the management manual dashboard.
2. Green colour means published manual completed.
3. Orange colour means future published in process.




Adding Header and Footer

1. You can edit the header and footer of the manual by clicking ‘Edit Header / Footer’ on the
dashboard.

Fill up the header and footer details.

Upload your company logo on the header.

pload any logo of your choice in the footer

se re-check your form before create manual header and footer.

n ‘Create Manual’ to submit your details.
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Add Manual Header Details

‘ Manualname Month Year

/ Dec e 2023 N

‘ Retention period (In months)

\ Logo header (Max. Size : 2MB) dimensions (250 x 200 pixels)

Choose File No file chosen

Add Manual Footer Details

‘ Manual name Logo footer (Max. Size : 2MB) dimensions (100 x 100 pixels)

-/ 'Choose File | No file chosen
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Viewing the Master List of all Sections and Chapters

1. Click on ‘View Master List’ at the dashboard.
2. The master list page will show up.

Master List

Table of Content Rev. No. Month / Year
Chapter 0.1 Guidance to the Logos, Keywords, Pre-fixes used in the Manual, Procedures & Work Instructions, Forms & Attachments 00 Jan/2024
Chapter 0.2 Introduction 00 Jan/2024
Chapter 0.3 Manual availability and access 00 Jan/2024
Chapter 0.4 Structure Of Documentation System 00 Jan/2024
Section 1 Scope 00 Jan/2024
Chapter 1.1 Scope of the QMS 00 Jan/2024 ‘
Section 2 Normative References 00 Jan/2024
Chapter 2.1 Quality Management System References 00 Jan/2024
Section 3 Terms and Definitions 00 Jan/2024 ‘
Chapter 3.1 Quality Management System Definitions 00 Jan/2024
Section 4 Context of Organization 00 Jan/2024




Editing the Title Page

Click on ‘Edit Contents’ at the dashboard.

The title page will open up.

We see the ‘Edit Title Page’ button click here for edit title page.
Start creating / editing the title page by clicking on ‘Edit Title Page’.

Edit Title Page

H-

HeroFinCorp.
Hero FinCorp Ltd

34. Community Centre, Basant Lok Vasant Vikar, New Delhi- 140057

Quality Procedures Manual - Telecollections

«««««

ISO 9001:2015
Quality Management System

Location : 2nd Floor, 26, Community Centre, Basant Lok,
Vasant Vihar, New Delhi- 110057

Reference : HFCL/TC/QMSPM/00




Editing Title Page

1. Fill up the relevant details.

2. Submit

3. The title

Name of the company

Company addness

Name of the manual

Standard name

Standard title

Location

Reference No.

our details.

page will be updated to your requirements.

Edit Title Page

Hero: FinComp Lid

4, Commmurity Centre, Sasant Lok, Vassnt Vinar, Ness Delnl- 110057

ChusiBty Provedures Manual - Teleiiefions

180 8001:2015

Qually Management System

ana Foor, 25, Community Cenire, Sasant Lok, Vasan Vinar, New Dehi- 110057
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Adding New Section / Chapter

1. Click on ‘Edit Contents’ at the dashboard.
2. Scroll down till you see the ‘Master List- Management Manual’ page.
3. You can add a new section or chapter by clicking on ‘Add New Section / Chapter’ at

e right-hand top corner in the first image.
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\ Master List\ Management Maﬁual

Add New Section / Chapter

\ \ Manual title \ Current Rev. Current Rev. Edit contents & approval
No. month / year sheet
Chapter 0.1 Guidance to the Logbs. Keywords, Pre-fixes used in the Manual, Procedures & Work Inst\ctions| Forms & Attachments 00 Jans2024
Chapter 0.2 Introduction oo Jan/zoz4 T
Chapter 0.3 Manual availability anll access o0 Janr2024 | Edit |
Chapter 0.4 Structure OF Docymentation System oo Janr2024 [ em ]
Section 1 Scope 00 Jan/2024 | Bt ]
Chapter 1.1 Scope of the QMS 00 Jan/2024 T
Section 2 Normative References oo Jans2024 [ eme ]

Add New $Section / Chapter

Category Select catkgory
Title No. Sectlon
Chapter

To Be Inserted In

Title
Please seledt ~

Mast

Table of content

Chapter 0.1 Guidance to the Logos, Keywords, Pre-fixes used In the Manual

Procedures & Work Instructions, Forms & Attachments
Chapter 0.2 Introduction

Chapter 0.3 Manual availability and access

Chapter 0.4 Structure Of Documentation System
Section 1 Scope

Chapter 1.1 Scope of the QMS

Section 2 Normalive References

Chapter 2.1 Quality Management System References
Section 3 Terms and Definitions

Chapter 3.4 Quality Management System Definitions

Section 4 Context of Organization

List

Chapter 4.1 Understanding the organization and its context

Chapter 4.2 L a the needs and

of Interested parties

<< Back

Rev. No.
00

00
0o
00
00
00
0o
00
00
0o
00
00
oo




Editing the Contents of Management Manual

Click on ‘Edit Contents’ at the Master list dashboard

The cover page will open up
Keep scrolling down till you see the ‘Master List- Management Manual’ page
You can edit any section or chapter by clicking on ‘Edit’
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Master List - Management Manual

‘D

Add New Section / Chapter

Akl e Current Rew. Current Rev. Edit contents & approval
No.. month / year

Chapter 0.1 Guidance to the Logos, Keywords, Pre-fixes used in the Manual. Procedures & Work Instructions, Forms & Attachments 0o Jan/2024 T
Chapter 0.2 Introduction oo Jan/2024 [ Eae ]
Chapter 0.3 Manual availability and access oo Jan/2024 m Eac |
Chapter 0.4 Structure Of Documentation System 00 Jan/2024 T
Section 1 Scope ] Jan/2024 | e ]
Chapter 1.1 Scope of the QMS ] Jan/2024 T
Section 2 Normative References 00 Jan/2024 T

5.. A page will open up showing two panels
The ‘Edit Content’ panel will be on the left showing the chosen section or chapter
ich you want to edit

by email.
ents
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15. he protocol and repeat
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Sending E-mail for Signature Approval

1. You can send an email for approval to any of the approvers who can approve and
sign on email itself without logging in to the application.

Select sender name from the drop-down menu.

Write your comment|for approver here.

Select type of approver from the drop-down menu as required.

Select / checkbox thel management/manual approvers here.

Click on ‘OK’ for sendjng the mail to selected approvers.

An alert box will show up then click ‘OK’.

By clicking on ‘Can
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you cah cancel the approval.
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Signature

Sdnjay Dewan (S0} v

Seldct type of approver
Prepared by
Rechmmended by

Apploved by
Abhishek Kumar 8aji Thakur 8habani Shankar Sutar Gautdm Mitra
Gbpal jhamtani Hanhar Das Harsh Parmar Manish Sharma
Mphit Gupta Navéen Siddarth Nihar Dagli Paritush Das
Prhbuddh Agrawal Pramdd Yadav Prashant Bhatt Puja Vathher

Signature
Rophan Dayma sanjay bewan Shah Krunal Devendrakumar Shibu Sfnthil Kumar

Shiuti Handa Sonu Chjurasia Sudip Banerjee Sundeeq) P Bhanshali
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Request Approval for Signature E-mail

A

DVoe®»O

M Gmail

Compose

Inbox 2121
Starred

Snoozed

Sent

Drafts

More

Labels +

The approver will receive a new mail for approving the document online

clicking on ‘R
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o Paperlessyia 220166145132 We * & -
1o ghsecron +
Roshan sir pls sign for recommendation
To: Mohit Gupta / Fram: Pramod Yadav +

- \ \

Corporate Mission \ \

Rev No. \ Month \ Year
00 Jan \ 2024

Issued Checked \ Approved

Pramod Yadav t\;shan Dayma \ Puja Vaccher

\

CONTROLLED COPY @ \ mrommﬁan\fr uncontrolled copy
MR Unm\mlled when transmitted or printed, including any%reensho(s
1 \

IR

telecollections champion.

The Head Telecollections has formulated the corporate mission\for HFCL-TC. The mission is explained and discussed al\the general orientation training given to all new
employees and has been reviewed with all current employees. Al employees are expected to know what the corporate migsion means to them as it affects their job or
position within the company. The corporate mission is posted in grominent locations throughout the facility.

Attachment A-512-00

\ 2.0 Summary of Revisions \

T AY
[Revision_[Aflected section [Month | Year [Summary of change) [Changes highiighted in yellow halics & content removed k crossed
00 (Al January {2024 [intial issue \[na

Al

Gre Aoprovar

For any please wnte to TC ot ctops.communt erotincorn com or call at 9

9106 / 69291768054

Best Regards,

Paporiess Managemant System

HeroFinCorp.




Online Approval of Manual thru Email

1. Upon clicking the ‘Give Approval’ button following page will open with the
approvers name.

If you want to give approval then select the date.

Click on the ‘Signature’ button and sign the approval.

Sign on signature then clicks ‘OK’ button.
Click the ‘Approv ppraval will\be sent to the requestor.
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Paperless
Make Life Simple

Signature

in Microsoft Edge / Chrome / Firefox
t © 2018-23. Al Rights Reserved

Paperless
Make Life Simple

ature

Give Approval

Name / Position Date Signature

Signature | Clear
VL

in Microsoft Edge / Chrome / Firefox
t © 2018-23. All Rights Reserved




Online Approval of Manual thru Email

1. Once you give the approval the following page will open.
2. Here you can see ‘Thanks for giving the approval’ message.
3. If you try to approve the same management manual again then following message

will show up.

First Image

Paperless

Make Life Simple

Second Image

Paperless

A 4

Thanks for giving the approval.

Make Life Simple

You have already given this approval.

wod In Microsoft Edse / Chrome / Firefox

t © 2018-23. All Rights Reserved




Management Manual Approval Granted Email

1. The management manual approval email will be received by the requestor and all

approver(s) indicating that the specific approver has approve the manual.
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Compose

Approval Granted / QUALITY APEX MANUAL - Management Manual / Chapter 5.2 Corporate Mission

Inbox 2927
Starred
Snoozed 9 Paperlessyia 220166145132 host secureservernet 6:44 (1 minute ogo)  fy

Sent

M Gmail Q_ search mail = . ' s

ODVvVoxr DO

Drafts
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Labels + HeroFinCorp.

v More

Approval Granted / QUALITY APEX MANUAL - Management Manual / Chapter
5.2 Corporate Mission

To: Pramod Yadav / From: Mohit Gupta
Your approval request dated 20-12-2023 for approving the ' QUALITY APEX MANUAL - Management Manual / Chapter 5.2
Corporate Mission ' has been granted and accordingly the subject document has been approved by Mohit Gupta (recommended by).

This is an auto generated email. Please do not reply to this email message as no reply will be given.

Copyright © 2018-23 Paperless.net.in. All rights reserved.

For any clarifications please write to TC Communications at cfops-communications@ m or call at 9599949106

Best Regards
Paperless Management System

H

HeroFinCorp.




Raising Query

1. If you want some changes or updates in the management manual so you can
raise your query here.

2. Click submit.
Here you can see a ‘Thank you’ message display on your screen.

4. If you try to raise the same management manual query again then following
message will show up.

Paperless

Make Life Simple

Raise Your Query

Best viewed in Microsoft Edge / Chrome / Firefox
2018-23. All Rights Reserved

Paperless
Make Life Simple

Thanks for raising the query which has been delivered to the
sender.

Paperless

Make Life Simple

v

You have already raised a query which has been delivered to the sender.




Viewing the Management Manual

Clickon ® at the dashboard to view the manual
The cover page of the manual will open first
To view the entire manual page by page, keep on clicking ‘Next’
ick ‘Previous’ to go to previous page
exclicking ‘Next’ you will see the ‘Table of Contents’. Click on the drop-down

men d select any section or chapter of your choice to view them.
The relevant section or chapter will then open up

earch here if y\ou want to search any section / chapter / content then enter the

eyword and_click¥go’.
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HeroFinCorp.
HERO FINCORP LIMITED

34. Community Centre. Basant Lok, Vasant Vihar, New Delhi-110057

QUALITY APEX MANUAL
ISO goo1:2015
QUALITY MANAGEMENT SYSTEM

Location : 1st Floor, 26 Community Centre, Basant Lok,
Vasant Vihar, New Delhi-110057

Reference : HFCL/TC/QMSAM. /00

|

E J

Go To Dashboard

Previous
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Editing the Header and Footer of the Manual

1. Click on ‘Edit Header / Footer’ at the dashboard to edit the header and footer of the

manual.
2. ‘Edit Manual Header Details’ and ‘Edit Manual Footer Details’ page will show up

ill / change / amend the details as required

Manual Header Details

/

nual name / Retention period (In months)

QJ—\ TY PROCEDURE ‘1'1"\\ %C""LLE—HC)P.: / 60

\ \.ogo header {M% Size : 2MB) dimensions (250 x 200 pixels)

Choose File | No file chosen

Ed

HeroFinCorp.
Y :
dit Manual Footer Details
May‘al name Logo footer (Max. Size : 2MB) dimensions (100 x 100 pixels)
|
Choose File | No file chosen
QUALITY PROCEDURE MANJIAL - TELECOLLECTIONS

@I




Saving the Management Manual

Every time you revise your manual it is recommended to save it immediately.
Click on save now at the dashboard to save the manual.
ou agree to save manually, click 'OK' in the alert box otherwise click ‘Cancel’.
The manual will be saved.
The last saved date and time will be shown in the dashboard.
The name of User who saved it last will be shown in the dashboard.
You can search here any type of field.
C
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[=kF Module Overview ~ Users ~ User Guide Support ~Settings  Logout/TC/Sanjay Dewan
HeroFinCorp.

Management

Adii New Manual

Show entries
s. Manual Revised Month  Year Retention Submitted  Submittad  LastUpdate Last Update saved
No. Name Period By Date By Date By
QUALITY APEX e s 12 12
1| MANUAL 02 Dec | 2023 | 60months |PramodYadav| 2172922 |pramod Yadav| 297122023 |pramod vadav| 20122023 |pramod aday| 207122023
13:44:01 17:03:10 17:04:20 17:11:22
(Published Manuai)
DUALPAREX 20122023 § 21122023 AL oo |
1| 7 manuAL 03 Dec | 2023 | comonths |PramodYadav| “9130% |sanjay Dewan | |7 2202 EditContents | @ |Header/
(Future Publishing) i A Footer | (I

/ /

Paperless Management System states

Do you really want to save this manual?

|

s. Manual Revised Month | Year | Retention | Submitted = Submitted | LastUpdate = LastUpdate saved saved Published | Published Master Create View Fike Action
. 5 Header /
No. Name Period By Date By Date By Date By Date List Manual e

QUARTY ABEX 1912:2023 20122023 20122023 2012.2023
MANUAL 60months |Pramod Yadav| 13 E 8% |pramod Yadav] “17C S [pramod Yaday] “10%  |pramod Yaday 207350

(Published Manual)

QUALITY APEX 22122023 Ed“ @

MANUAL 60 months |Pramod Yadav 1‘1}71%122? Sanjay Dewan| {100 Edit Contents Header /
(Future Publishing) s 08 i Footer




Publishing the Management Manual

g

Nowuhkw

10.
11.

12

13.
14.

Show|10 ~|entries

Once your manual is ready for release you should publish it for everyone to view it.
Please remember that once you publish the manual no amendments or changes can
be done .

Click on publish now at the dashboard to publish the manual click here.

you agree to save manually, click 'OK" in the alert box otherwise click ‘Cancel’.

Click ‘OK’ again if you finally agree to/ publish the manual.

The manual will be published.

A new page will open up where you/can choose to send email to all the Users as per
your choice by checking the box against their names at the right-side panel.

You can also chowse to send email to any other third party by entering their email
ID’s at the left-side panel.
Click on ‘Send Email’.
The emails will be sent to a
Click on ‘Go to Dashboard’.
. The published date and time wil|be shown in the dashboard.

The name of user who published ill be shown in the dashboard.
The previous manual will be au archived and can be sighted in the
Archives module.

HerofinCorp.

chosen recipients.

Management Manual

Add New Manual

55 Manual Revised Month  Year  Ratention  Submitted  Submited  LastUpdate Last Update Saved Saved Published  Published
No.  Name Poriod By oate ay Date By Date oy Date.
QUALITY APEX i 42 :
1 MANUAL 02 Dec | 2023 | 60months |Pramod vadav| '} fgfs Bramod Yaday 1‘1’]' 27023 |Pramod vadav 1‘;‘ eooa? [Pramod Yaday
(Published Momual] ‘ i A S
QUALITY APEX - e
1| 7 MANUAL 03 Dec | 2023 | Bmonths  Pramod Yadav 2‘:/3 2077 | sanioy Dewan | 2122073
(husie Pubshing) > ;

Paperless Management System states

Do you really want to publish this management manual as you would not be able to edit it after publishing?

Add New Manual

Edit
Header 1

Year  Retention | Submitted = Submitted  LastUpdate  LastUpdate saved saved Published Published Master Create view
[ Date By By Date List

Period By Date Manual

19-12-2023 20-12-2023 20-12-2023 20-12-2023

2023 | s0months (Pramod Yaday| ' it i70a00  |Pramod Yadav) D000 Ipramod vadav “{D TR

2212.2023 ede |

Header /

20-12-2023

Pramod Yadav| <15 708

Sanjay Dewan




Archives Dashboard

1. Click on ‘Archives’ module and click ‘Management Manual’. You can view the all the
archived management manuals.

You can search here any archived status management manual.

You can view any management manual by clickingon®

Click on ‘Go to Dashboard’ to go b
Click on ‘Previous’ to go back to th
Click on ‘Next’ to go back to the n

previous p
xt page.
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Archives - Management Manual

Show emies
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MANUAL v 1615 v 54357 v 94216 v 9:4425 v 05756
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4 MANUAL e Oed e v v o154 v 1615 v 4
1| ouamvaeex |, vec| | 2023 | Pramosvada || 194220231 | pramoavasa || 201220231 | pramodvads | 201220231 | Pramodvada Pramod Yada -
MANUAL v 30401 v 7:03:10 v 7:04:20 v v
QUALITY APEX 2023 | RoshanDay || 191220231 PramodYada | 191220231 | PramodYads | 20-12:20231
! MANUAL o e 0z ma 30146 v 30202 v 722 d
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HeroFinCorp.
HERO FINCORP LIMITED

34. Community Centre. Basant Lok. Vasant Vihar. New Delhi-110057

QUALITY APEX MANUAL

ISO 9001:2015
QUALITY MANAGEMENT SYSTEM

Location : 1st Floor, 26 Community Centre, Basant Lok,
Vasant Vihar, New Delhi-110057

Reference : HFCL/TC/QMSAM/00




