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QUALITY MANUAL

% Customising the content of the Word Document

*Open the document in MS Word

*Whilst pressing the [Ctrl] key, press the [ H ] key.

2. *MAC USERS: Hold Shift, Command and [ H ]

*Type Xyz Organisation Proprietary Limited into the "Find what" field

3.
*Type your Company name in the "Replace with" field
4.
+Click on "Replace all" button
5.
*Read the Quality Management System to ensure all elements have been addressed
and completed. Direction is given throughout the document in print. Follow
6. the direction and "insert" as required.
*Complete the table in the Footer. See sample below. Double-click on the footer to
enable editing. Changing one footer will repeat the changes through the entire
7. document.

% Completing the Footer

Double-click in the footer to enable you to edit. Examples below:
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% Using the Documented Information Register

» Open the spreadsheet as an Excel document

» Page one (1) provides a control guide on how to use the spreadsheet

» Enter the applicable issue and revision dates in the header table

» Enter the name of the the Document Manager and authorised approver in
the header table

« Fill out the applicable fields on page two (2) - ensure authorised persons
are nominated

» Maintain the register as information is amended or added
* Archive records are to be entered into page three (3)

% Print and display the Quality Policy Statement

The policy statement is to be signed by Director / CEO of Company, then can
be displayed in the reception of your company premises.
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