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Welcome to P3Web!

P3Web is a powerful, browser-based interface that is designed to present Paradigm
compliance management tasks to users in a simple, easy-to-use format. P3Web is
designed “in-house” by Interax Group and has existed in many iterations since its first
release in June of 2010. Since then, the product has grown in scope and usability to
the point that it is now virtually a complete browser-based compliance management tool
to extend the Paradigm 3 application database. The development schedule is very
aggressive at this stage, as more and more functionalities are rolled out to meet user
demand. The development schedule is scheduled to continue through the end of 2021.

This document will guide you through an introduction to the use and, in some cases,
administration of the P3Web browser-based application.

Accessing P3Web
Once you have received the hyperlink or URL information from your System
Administrator, you can gain access to the web application.

logn g

Geod alemoon. You are Aot Ioggsd in.

INTERAX

Welcome to P3Web!

How to use:

+ Chckali in menu to the left 1o sed file groups and direct links

Please note that although you are able to print documents from within this web site, a printed copy of the document may not reflect the current, electronic version. Any copies appearing in paper
form should always be checked against the electronic version prior to use

7% Home

Figure 1 - P3Web Home Page

Read-Only Access

The default access to P3Web is as a read-only user. The read-only user does not have
to log in and is permitted access to any resources that are directly linked in the “Direct
Links” menu on the left side of the user interface.

Viewing Direct Links

Clicking on a direct link in the menu will immediately take the user to the linked resource
and allow them to view items and browse permitted items and subfolders. Read-Only
users will only see CURRENT documents, while Authenticated Users will see all
permitted versions.

www.interaxgrp.com
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@ X p wn g

UsGass | Popeles  Sewsh Geod aMemaon. You are not Iogged in.

Last Modified

7% Home

Version: 4.11.0.0

Figure 2 - P3Web Direct Link Access

Managing Direct Links

Administrators can manage Direct Links in P3Web using the “P3Web Administration”
page. Click the “Cog” icon on the toolbar to be brought to the Administration page and
select the “Direct Links” tab.

Back to P3Web

P3Web Administration

Direct Links Management

-

Laboratory Medicine Documents SiteA [ o |
MacKenzie Health Documents SiteB [ |
o
Pro SiteA [ o |

te B SiteB [ o |
Werk SiteA

Figure 3 - P3Web Administration - Direct Links

To add direct links to the home page, Open the “Add New Direct Link” button. Browse in
any module to locate the folder you wish to add and click “Submit”. Conversely, you can
remove/edit existing folder entries as well.

In some cases, multiple P3Web sites may be used to accommodate different client
needs. If this is the case, you can specify a “SitelD” for the folder so that it will only
appear for P3Web installs that include the same SitelD in their configuration settings.
This option can also be set during the “Add New Direct Link” or “Edit Direct Link”

www.interaxgrp.com
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processes. You can also create a comma-separated list of SitelDs for any folder that
may be accessible to multiple site pages!

Back to P3Web

P3Web Administration

xhoetwr % Add New Direct Link

Ste
siep
a0 ¢ 5 (41505001 System
S0 9001 System [
Example Fename
Laboratory Medicir ® i Laboratory Meticne

Mackenzie Health

® ) TESTFOLDER
Management Syste TEST EVENT DATES
Procedurss Enter Site ID (i applicable)

Site B

Figure 4 — Adding a Direct Link

To edit or delete a Direct Link, simply click the appropriate button next to the link in the
list.

Viewing Release Notes
All users can view release notes for P3Web since version 4.1. To access the release
notes, click the version number at the bottom left of the user interface.

logat g
Good afternoan, Parsdigm Administtor

P3Web Release Notes:

1S0 9001 System
Labaratory Medicine
MacKenzie Heatn ol Version Notes (if applicable)
Management System May 31, 2021 41100 Focus on Users Module, Administration and Contaxt Menus
Proceaures March 5, 2021 41000 Focus on Evenl Dates, Calegories, & Securily
sneB Jan 22, 2021 4910 Focus on Bug Fixes
Work Instructions Oct 30, 2020 4800 Focus on Itam/Group Modification, Bug Fixes, and Security
July 14, 2020 4820 Focus on Bug Fixes and Security
May 15, 2020 4810 Focus on MS Interop and Document Editing
April 2, 2020 4800 Focus on Roles, Para-Links, Import Documents, and Mandatory Fields, and Changeable Combo Boxes
December 8, 2018 4700 Focus on search
October 8, 2019 4810 Focus on improved dem security
July 2, 2019 4600 Focus batter user experience
April 30, 2019 4512 Focus on big fixes and betler document viewing
April 11, 2018 4510 Focus on document listing and viewing
March 12, 2019 4500 Focus on bug fixes.
February 13, 2019 4430 Focus on saved reports, calculated fields, and end user expenence
December 28, 2018 4400 Focus on end user experience
December 5, 2018 4310 Focus on bug fixes.
November 28, 2018 4300 Focus on direct links, performance enhancements, bix fixes and user experience
September 9, 2018 4210 Focus on bug fixes.
July 16, 2018 4200 Focus on document reparts, Improvement ilems, and Training module
. N April 12, 2018 4100 Gething 1o know P3Web v4
T
“| Documentstion
Recards
G mororenen
W msiving
g U
e Acoon tems
Version: 41100

Figure 5 - P3Web Release Notes

Logging in to P3Web
In many cases, it may be necessary to officially log into P3Web so that you can address
Action Items, and add/edit documents, Records, Improvements or Training. You must

www.interaxgrp.com
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have a user account in Paradigm 3 to be able to log into P3Web. Click the “Login”

button at the top right of the user interface to log in. P3Web is also compatible with
“Windows Authentication” and SAML 2.0 SSO, allowing known users to be passed

directly into Paradigm and authenticated as soon as they hit the URL.

0 » o

UseeGude | Samch

Versian 411.0.0

Figure 6 - P3Web Login

Once the user has successfully logged in, they will be taken, by default to their Action
Items view. The default module can be set in the configuration settings file for P3Web
so that users can be taken to any desired module or even back to the Home page on
successful login.

Once logged in, all available modules will be displayed on the lower-left panel. Users
can click on any module button to change the current module.

Browsing P3Web

Items and Folders

Read-Only Users can browse P3Web by selecting a Direct Link from the left panel.
Authenticated users can select a desired module to browse that specific module’s folder
structure. Clicking on any node of the folder structure tree will display the items
contained in that node, while clicking “View” or double-clicking on an item will display
the selected item.

Depending on your authentication state, you may see the same folder in a different way.
For example, in the Documents module, read-only users will only see CURRENT items,
while authenticated users will see all available items.

www.interaxgrp.com
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Htem List
= *IManagemert System Name Label Swts  Convensd By Converted Date Processing orgl PL Last Modified Extension
= bSieA 12 inteea Pian gowg fervant Cument(10)  Parasigm Anmnstrator S21/2020 35108 PM 287 8212020 15108 P g0
@ b Buewater
& b Example
b Audits

U Caneetive Actions.
4 Forms and Records
& i Procedures
4 Technical Dacuments
)
® bStes
)\ TEST EVENT DATES

Figure 7 - Browsing as Read-Only

@ 5§ % O e ot

el | o e I — G0l aMermann, Parsdig AGWIRISID!
Documents Hem List
3 — Hame Label Status __ Converted By Converted Date Processing Origld P Lost Modified Extension
% Hsystem 5 Poroen Gucte ot Forsdgm Admnsisior 8262020 113625 AM B PN NBM e
1 Funchcmasey st for Parosgm 3 Usersins ResaOnvy) erat) Foradgm ddmnsasior 8262030 119887 4 208 W0 LT EM o
5 Funcbomaty Tk for Faradgm 3 s P37t Bevew(®)  Pomdgmidmrstsl $20202042305PU 23 212020 42305 B0 o
1 nteax Pian o e Comen (18] Forodgm ddmrstsior 92172020 35168 PU 201 212800 18106 4 soc
Version 41100

Figure 8 - Browsing as Authenticated User
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Viewing Item/Folder Properties

Users can view the properties of any selected item or folder. Select the desired
item/folder and click the “Properties” button to open the Properties dialog. The
Properties dialog will display the item/folder’s general properties, transaction history
and, if applicable, roles and members.

Y& Paradigm 3 -- ltem Properties - Personal - Microsoft Edge - m] x
(@ localhost/p3web/ViewProperties.aspx?ltemID=2535&Modulel D=3&IsGroup=0

General | Roles | Event Date | History | Training

Name: Paradigm license and Support agreement
Label
Type: Document 1D/CriglD 2535/2535
Date Creatad: 31072021 Created By Paradigm Administrator
Last Modified: 5/28/2021 Modified By Paradigm Administrator
Notes:

Figure 9 - Item/Folder Properties Dialog

www.interaxgrp.com
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P3Web Action Items

The Action Items view defaults to display all open Action Items for the currently logged
in user.

logas @
Good afternoon, Paradiom Administrator

Recipient Related Module _Related ID Priodty  Completed Date
% Padgm Admnstator Improvements = 9% =
%* Cocuments 5 Toe1 Hom!
P Parssgm dmerator Cocuments 5 5 Homs!
%* s 9% Hom!
Je Parsagm Admerator impeoemects 2 193 Nomsl
%* Cocuments 2088 028 Homt
% Porssgm Adminaate Documents 27 T2 Hom!
% Parssom Admeivator Imgecrements 2 nz Homl
* Cocuments 2652 M Homa
* Oocumeats 25 e Homt
* Documents 2550 7008 Mormat
* ocuments 2807 o Hormt
% Paradgm samoan Documents 05 o Homal
%* ocuments 20 o0 Hom!
% Parssgm sdmeesrator Impeovements = o84 Homsi
J Pursdgm Admestrator Imgeveesents 28 o8 Hom!
Je Parsdgm idrmnesrato Imgeovements 28 082 Noml
P Pursdgm Admnstrator Imgeceemests 8 0 Horml
% Porasgm Admresrato Improerments 2228 o Hommal
% Pundgmsomnsrator Imgecveeverts 2 o8t Hormal
% Poradgm hdmisrator Imgecreesects 3 873 Horml
e Poradgm Admastor Adkvess Swp Mo 1- Regelraton (Chs Test 07) (e 10 2222) impeoesents =3 a2 Hormat
Je Parasgm Aot Adcvess Step - Regtraton (Chrs Test 05 Impeeemarts 22 ooy Admrisisior Gl Homa
Fe Curndgm admemnstor sy Step invesbatonCies Test 02) ipececsects 2 1QTI024PUM Cove Reyo 088 Hormt

Figure 10 - Action Item Listing

Viewing an Action Iltem

Users can either double-click an item from the list view or highlight an item and click the
“View” button on the P3Web Toolbar. They can also use the mouse right click and view
option. The selected Action Item will open in a new pop-up window.

[ Paradim 3 - Action it - Persona - Microsolt Edge - o x

@ localhost/p3web/ViewActionltem.aspx?AllD=7920

ShowMe  GoThere | Compicte ‘Reply Forward Preious. Net Giose
Title:  Review before approval - Policy Advanced (with pictures)
Priority: Normal Status:  Open Date Due: 413012021

Sender:  Paradigm Administrator Date Sent:  4/23/2021 Category:  Event Generated

Details:
This item requires your review and acceptance before being approved

Click SHOW ME to review the file.
Indicate your approval

Item Label- With Roles and dates
User Name: Paradigm Administrator
Time: 4/23/2021 11:22:49 AM

Action: Converted from DRAFT to REVIEW

Figure 11 - Action Item

From this window, users can click “Show Me” (if applicable) to open the related item
directly, without browsing or “Go There” (if applicable) to be taken directly to the related
item folder location. Users can also complete the Action Item, reply to it, forward it to
another user, or toggle back and forth between other Action Items

www.interaxgrp.com
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Completing an Action Item

When a user clicks the complete button, the “Complete Action Item” modal dialog will
appear. If the Action Item requires selection of a result, they will be presented here in a
drop-down field. A “Comments” field is also available for the user to add comments on
the Action being requested.

(& Paradigm 2 -- Action Item - Personal - Microsoft Edge o

@ localhost/p3web/ViewActionltem.aspx?AllD=7920

Result: [ Select Result -

Comments: — Select Result —
Satisfactory
Unacceptable

Figure 12 - Action Item: Select Result

Once the user completes the Action Item a confirmation message will appear, and the
Action Item will be closed and removed from the “Open Action Items” view.

The Action Item can also detect whether password authentication is enabled for not. If
the option is enabled, a password prompt will appear. Successful entry of the user’s
password will pass the user to the “Complete Action Item” dialog as usual.

(B Paradig ction Item - Personal - - o X

@ localhost/p3web/ViewActionltem.aspx?AllD=7920

Figure 13 - Action Item Password Authentication

Other Users’ Action Items

Administrators can view and manage the Action Items of other users. Click on the
“Other User” button on the toolbar to be prompted on which user/entity Action Item lists
you wish to view or manage.

www.interaxgrp.com
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(3 Paradigm 3 -- Select User/Entity - Personal - Microsoft Edge

@ localhost:14324/ViewAssign.aspx?Field|D=OtherUser

Assign User/Entity

&

-
= g User Groups

& % Organisation Stucture

23 System Administrators
3 User Group A

2 User Group B

Siowsiona
- 4 uaity

Psamole

A

Figure 14 - Select User/Entity Dialog

Once you have selected a user/entity, click the “Add >” button to add them to the
selected panel. Then click “OK” to view the user/entity Action Items.

2 Poadigm 3 - Other Users Action fers - Fersonal - Microsoft Edge

- o x

@ localhost:14324/View
Acton tams for usens)
[Chris Reyna

Recipient Actionltam Status Related Module Related ID  Due Date Sent By
F Cron oevmo [P —r——— open ) i v M Parssm st

Ares S Vo 2. Root Cosemestgeon Chrs Tt 7
e o e Addeas S o 7. oo Came bneiceion ' compen 157 60000 143470 Parsgn ey
e cova oo AN S48 .2 QAo oL DTS GOl WRZTTH Gy oo 278 soc02ms 6o Te e
% Cheis Reyno Adweas sep :Ha.2 - QA Approvl (C0A-SUORZITS) (COMDOITS) g iporas|| 233 922020 107S8PM  Paradigm Adrminist
e cwarems e i T 2. A el COA DONEIT (COROOMNT irents 272 0000100 TP Parg ke
e cra R res S o 2 A o CoR ORI oren It 210 92200 124505 M Pardi e
P Chrs Reyna e S - 2~ A Approval {CoAD0OI70) (Cot-BOD021TD)  pmpiege Imprements 2170 922020 123425PM  Tesd User
e crramee Tt opan oo 67 70200925716 P Pargm s
# o [ET—— [ Ooumecs 204 000012058 P  Par stk
Opan Closs

Total ltems: 83

Figure 15 - Other Users' Action Items

To view any Action Item details, simply double-click the item to open it or click the
“Open” button at the bottom of the dialog.

[ aradim 3 - Action It - Personal - Microsolt Edge

@ localhost:14324/ViewActionltem.aspx?AllD=2561&Modulel D=6&ParentPage=1

You h:

Pleas:

ShowMe  GoThere “Repy Fonward Close.
Title:  Address Step : No. 2 - QA Approval (CoA-00002174) (CoA-00002174) (item ID : 2174)
Priority: Nermal Status: Complete Completed: §/28/2020
Sender: Test User Date Sent:  828/2020 Category:  Manually Generated
Details
Chris Reyno (8/26/2020 2:05:49 PM)

Comments:

ave been assigned to address the step : QA Approval

2 access the item and address this step

Item Name - CoA-00002174
ltem ID : 2174
Item Label : CoA-00002174

Folder Name : Business Improvements\z - Certificate of Analysis\

Figure 16 - Other User's Action Item Details

www.interaxgrp.com
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P3Web Documents

The P3Web Documents module presents users with full read and limited edit
capabilities. Permitted users can add new files from templates, edit existing files,
change document statuses, and release new CURRENT versions.

@ + = ¥ @ T kb u O p =

UserGuge | AddNew  Raname vove Oesle  Popetes  Ober User ety Adrin Somch Good afiemoon, Paradigm Administatos

H
H

i
i

i

=
i E »
i 2088 L 82021 35030 P
28 WTI72821 112530 M4

P
(G ——— S

BERERERERG

225 242021 510 194

TEST EVENT DATES
% Fsystem

72 nome

B
‘ Imprevement
B i

g U

Foy—

Versian 411.0.0

Figure 17 - Documents Module View

Functions for users are made available if the user is permitted whenever they interact
with a module, folder, or item in the system. At that time, security is calculated and the
applicable toolbar buttons are displayed to the user. Otherwise, the buttons are hidden
from view to simplify the interface.

www.interaxgrp.com
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Viewing Documents

To view a document, simply browse to the document location and either double-click the
file in the list view or highlight the item and click the “View” button on the toolbar. The
document will open in the “Document Viewer” window.

Figure 18 - Viewing a Document

From this window, users can read the document, examine its properties, view/access
the list of Para-Links, save local (uncontrolled), print (uncontrolled), or see the related
Action Items listing. It is strongly recommended that all documents in the system be
published in PDF format to maintain maximum security and compliance. Once
published in PDF, the PDF plugin in most standard browsers allows for document
printing. Files published to Native formats will automatically download from the
“‘Document Viewer” window for viewing outside of P3Web.

Www.interaxgrp.com
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Document Related Action Items

Users can view a list of related Action Items for any document that can be filtered by
version.

@ Paradigm 3 -- Related Action Items - Personal - Microsoft Edge — O P4
@ localhost/p3web/ViewRelatedActionltem.aspx?OriglD=91&ModulelD=3
View Close
Action ltems related to item |P3Web v4.1 Release Notes
Version: | All Versions ~
Recipient Status Action Item Module D
Test User Open When major version change ocours - P3Vieh v4 1 Releass Notes Documents 4/
Chris Reyno Complete When major version change occurs - P3Veb v4 1 Releass Notes Documents 4
Paradigm Administrator Complete When major version change cccurs - P3VieD v4.1 Release Notes Documents 4/
Paradigm Administrator Open Final Approval Received - P3Vieb v4.1 Release Noles (Version - 10.0) Documents 4/
Paradigm Administrator Complete Revievi before approval - P3VWeb v4.1 Release Netes (Version - 10.0) Documents 4/
Paradigm Administrator Complete Reviewi before approval - P3Web v4.1 Release Netes Documents 4/
Paradigm Administrator Complete When major version change cccurs - P3VieD v4.1 Release Notes Documents 3/
Paradigm Administrator Complete Final Approval Received - P3Vieb v4.1 Release Noles Documents 3/
Paradigm Administrator Complete Review befare approval - P3eb v4 1 Release Notes Documents 3¢
Chris Reyno Open Review befare approval - P3eb v4 1 Release Notes Documents 3¢
Test User Open Reviews befare approval - P3eb v4 1 Releass Notes Documents 3¢
Paradigm Administrator Complete Review befare approval - P3eb v4 1 Release Notes Documents 3¢
Chris Reyno Open Final Approval Recsived - P3Viieb v4 1 Release Notes Documents 2/ _
3

Figure 19 - Related Action Items

Create Related Action Item
User can also create a new action item for a document and send it to other users or

groups. They can right click on the selected document and choose the option Create
Related Action Item.

@ Paradigm 3 Instructions

VX2 test chandra View

Rename
Move
Delete
Copy To...
Status

Change to Evidence

Export ltem

Create Related Action ltem

Properties

Figure 20 — Create Related Action Items
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Status Control

Limited status control options are available to permitted users within P3Web. If a user
is permitted to edit a document, the “Status” and “Edit” buttons are available in the
P3Web toolbar. This feature is “context sensitive”. This means that depending on the
version selected, the “Status” button provides different options.

For example, clicking “Status” on a CURRENT document will display a different listing of
options than that of a document that is UNDER REVIEW or DRAFT. When converting
to CURRENT, an additional “Status Control” page is included that allows the user to
update version information and enter any details for the History.

{5 Paradigm 3 -- Change ltem Status - Persona... — O X
(© localhost/p3web/ViewStatus.aspx?ModulelD=...
Change Item Status

Selected Version: DRAFT (0)

® Convert to REVIEW from DRAFT
O Convert to CURRENT from DRAFT
O Convert to READY from DRAFT

O Convert to PENDING from DRAFT

Figure 21 — Item Status Control View

Re- Training Required Option

The Re-training Required option is available while converting to CURRENT. If an
authorizer decides that a user needs to re-train to the new version of the document
P3Web then he/she will Check the option. This will re-open the associated training
records and link the new open record to the Current version.

g) Paradigm 3 -- Status Control - Google Chro.. — O
@ localhost:14324/ViewStatusControl.aspx?ltemID=958r...
new tr rec test

Revision Method

uto Update

® Auto Updat:
)

Effective Date 07/22/2022 ' Do Not Update

Details for History

Revision Type
® major (+1)

O Medium (+0.1)
O Minor (+0.0.1)

[J Re-Training Required

[ ok || close |

Figure 22 — Item Status Control View with Re-Training Option
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Apply Header Footer Templates

P3Web offers a System Header and Footer sub-folder where the standard header and
footers are set up. The user can set up header and footer styles to suit the different
types of documentation they require. Policies, procedures, or forms may need slightly
different header and footer information and layout.

Once designed, convert the style to Current and then these header footer templates can
be added to the preferred document, folder, sub-folder by using right click option then
select Apply Header/Footer.

NOTE: Only DOCX extension documents are supported for Header Footer templates.

This feature does not support for excel and doc type of documents.

E new fr rec test

1% Paradig View

1% testcha| Rename

Move

Delete

Copy To...

Status

Change to Evidence
- Export Item

Create Related Action [tem

Apply Header/Footer
Il Properties

@ Paradigm 3 -- Apply Header/Footer - Google Chrome — O
@ localhost:14324/ViewDocumentAddHeaderFooter.aspx?moduleid=3&origi...
Apply Header/Footer
Select a Header/Footer to apply
| Basic A4 Portrait v|
Name

new tr rec test

LI Al version
[ Current Version [J Ready Version [ Draft Version
[J Collaborate Version [J Review Version [ Pending Version

[J Obsolete Version/Completed Item

Notes for History

O Apply to Sub-Folder and ltems

| Apply H Close

Figure 23 — Apply Header Footer Option
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Export Item
Users can export document in its native format (.doc or .docx). Document will be
exported to the default download location.

When exporting you can then also decide on what versions of the item you require.

@ ocalhost:14324/ViewExportDocument.aspx...  — O
@ localhost:14324/ViewExportDocument.aspx?ModulelD=...

Status Version
Current 2.0
O Draft 1.0
§ Obsalete 2.0
@] Obsolete 1.0

Figure 24 — Export Document

Convert Item to/from Evidence

Permitted users can now convert items to Evidence or revert Evidence to an item. Right
click any item and select the appropriate option to convert. A confirmation pop-up will
appear allowing the user to confirm their choice:

@ Paradigm 3 -- C crosoftEdge  — (] X

@ localhos angel spx?ModulelD=38&0riglD=49..

Do you want to proceed?

Figure 25 - Convert to/from Evidence Confirmation

Document Check-Out

DRAFT documents in P3Web can be edited offline by checking the file out to your local
PC or a pre-determined “working” folder on the server so that it can be edited. To
trigger this function, click the “Check-Out” button on the P3Web Toolbar. P3Web will
automatically download/copy the file for editing and alert the user when successful.
From there, the user can browse to and edit the file externally.

Document Check-In

If a file is already checked out, the “Check-In”" button will open the “Check-In” dialog. If
the current user is the one who checked out the file, they will be given the opportunity to
check it back in or cancel the current check-out. If another user has the file checked
out, the dialog will display the name of that user for ease of communication.
Administrators can always cancel a checkout if required.

www.interaxgrp.com
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{3 Paradigm 2 -- Check In - Personal - Microsoft Edge = m] *

@ localhost/p3web/ViewDocCheckin.aspx?QriglD =2355&status=2&IsServer=False

Check in DRAFT Document

Functionality Table for Paradigm 3 Users(with Read-Only) (0)

This item is currently checked cut by Paradigm Administrator.

Choose File | No file chosen
Check In

| Cancel Checkout | ‘ Close

Figure 26 - Document Check-In Dialog

Clicking “Check In” will allow the user to browse for their local file (if applicable) and
upload/copy the checked-out file back to the server.

Add New Items to Documents

P3Web allows permitted users to add new documents/folders to P3Web. To add a new
item, select a folder and click the “Add” button on the P3Web toolbar. Only permitted
options for the current user will appear in the menu:

Add Item from Template
Import New Item

Import as Current
Import as Ready

Import as Review

Add MNew Folder

Import Item as Evidence

Figure 27 - Documents: Add Item Option List

Adding Item from Template:

If “Add Item from Template” is selected, P3Web will open the “Add from Template”
dialog:

|7 e i =1 e o i oo =i s = u} X
@ localhost:14324/ViewDocumentAddFromTemplate.aspx?GrouplD=2147

Select Template:

= 17} System Name Label
= |, Template for Add ltem I Document Canirdol Audit (Infemal) Microsoft Werd standard de
= ) Documents 1% Procedure 2007 Basic Ad Portrait Microsoft Word standard def
Audit Templates IZ  Procedure Advanced A4 Portrait With Roles

Forms

»

Cancel

Figure 20 - Select Template for "Add"
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From here, the user can browse to any CURRENT template. Once a template is
selected, the template name will appear in the text field at the bottom of the dialog.
Then the user can click “OK” to commit. Once committed, the user will be asked to
specify a File Name and Label. If the parent folder is set to use naming or labeling
formulae, the name/label will be automatically set, and the user will not be permitted to
change them:

(&) Paradigm 3 -- Add Item from Template - Personal - Microsoft Edge - o X

@® localhost:14324/ViewDocumentAddFromTemplate.aspx?GrouplD=2147

Select Template:

= | System Name Label
=}, Template for Add ltem (B Document Contriol Aud (intema)

= [ Documents I Procedure 2007 Basic A Portrait Microsoft Word standard def

Audit
U Flease Enter the New ltem Name & Label in Roles

Forms | Name | |

Label | |

[0k [ Caneel |

»

‘ Document ContrOol Audit (Internal) ‘

Figure 21 - Add from Template: Name and Label

Once the Name/Label are established, the file will be created as a copy from the
specified template in DRAFT mode and will be available for editing.

Importing an External File:

If any of the “Import Item...” options are selected (DRAFT, CURRENT, READY,
REVIEW, EVIDENCE), P3Web will open the “Import Item” window, with a reference to
the selected import option:

(& Paradigm 3 -- Add New Document - Personal - Micrasoft Edge - u} X
@ localhost/p3web/ViewDocumentAdd.aspx?&GrouplD=1098&Status=2

Import New File(s) as DRAFT

| Choose Files | No file chosen

[ ok ][ cancel |

Figure 22 - Import Item Dialog

Users can import one or more items by clicking the “Select” file button to browse. Files
that are valid and encounter no errors will be tallied next to the “Choose Files” button
when accepted:

Www.interaxgrp.com
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[® Paradigm 3 - Adl New Document - Personal - Microsoft Edge - u} X
@ localhost/p3web/ViewDocumentAdd.aspx?&GrouplD=109&Status=2

Import New File(s) as DRAFT

Figure 23 - Import Item: Multiple Item Counter

When the user clicks “OK”, the files are uploaded to the server and imported into
Paradigm as the specified status. Imported files will automatically inherit publish, event
date and role settings from the selected parent folder.

[ Paradigm 3 Add New Document - Personal - Microsoft Edge - u} X

@® localhost/p3web/ViewDocumentAdd.aspx

?GrouplD=109&Status=2
Import New File(s) as DRAFT

2 Documents successfully imported!
[ ok |

Figure 24 - Import Item: Confirmation

OK Cancel

Adding a new Folder

If “Add New Folder” is selected, P3Web will open the “Add Folder” dialog, allowing the

user to specify a folder name. The name field is mandatory and must contain a value to
proceed.

@ Paradigm 3 -- Add New Folder - Persanal - Microsoft Edge = m} X
@ localhost:14324/NewGroup.aspx?&Modulel D=3&ParentGro

Add New Folder

Folder Name |New Folder |

Figure 25 - Add Folder Dialog

Once the folder is added, it automatically selects that folder and inherits all folder
settings from the parent folder.
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P3Web Records

The P3Web Records module allows permitted users to browse, add, and edit records
using the browser.

@ + % % O £ by

Goad afternoon, Paradigm Administator

rovement B vemer Catper 01 550 Gompiele (8 Faradgmadmnstace 4132021 0STSSAM % B Porscigm Acmimshstor 132021 165902 44

Oxygen Fire Extingisher
impact

Hazardous Substances
Inemation sl Standards
J Leads and Contacts
b Legal
b Licence Certiicate Subseriptions
b MsDs
L. O Ste Hard Copy Records

b Quality Systam Rscords
& Running Temparature Chart
b Softwars

k Update Policy Requasts
bz - Ganificats of Analysis

Version: 4.11.0.0

Figure 26 - Records Module View

Viewing a Record

Double-clicking, right-clicking and selecting “View”, or highlighting a record and clicking
the “View” button in the toolbar will open the record in Read-Only mode:

[Lerermrmr——— EER

@ Not secure | interax eastus cloudpp.azure.com/paweb ViewF

By & @ * ¢ @

™ Reseds  atsmeers  Gome

Hame: Bload Tester 00rgiD: M0 Stabss: (1) Open
LLLLL Callbrated Equipment Crested Date. 1022015

Soc Stop i@ 290

el Sena ezt sssetbumeer

[ Purctase D

Capanary

Figure 27 - Record in Read Mode

Users can select the various style pages in the same manner as in the Paradigm 3
client. Click the tab. This view also offers the ability to see record properties, Para-
Links, Related Action Items, and Attachments.
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Editing a Record
Permitted users can also put the record into Edit mode by clicking the “Edit” button on
the record toolbar. In Edit mode, the record fields become editable.

I ..
o i

Sena ezt sssetpumeer

Lts Expeincy

Figure 28 - Record in Edit Mode

Clicking “Save” will save your changes and switch the record back to Read Only mode.

Adding Items to Records
Permitted users can add new records to the system by clicking the “Add” button on the
P3Web Toolbar and selecting the appropriate option:

Add New ltem
Add New Folder

Figure 29 - Records: "Add New" List

Adding Items

If “Add New Item” is selected, P3Web will open the “Add New ltem” dialog. The user
can specify a name/label for the record and also any applicable sub-folder of the parent
folder in which to add the record. If Name/Label formulae are enabled in the parent
folder, the Name/Label fields will display their respective formula and lock the field from
being edited.
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@ Paradigm 3 -- Add New Record - Google Chro... -m

A Not secure | interax.eastus.cloudapp.azure.com/p3weby..

Name: New Record

Label:
Folder: |Raise to Selected Folder v |
Raise to Selected Folder
Met Lab
LTesl lab

OK Cancel

Figure 30 - Records: Add Item Dialog

The “Name” field is mandatory, but the label is optional. You can also select a sub-
folder to raise the item. Once the user clicks “OK”, the record is created and
automatically opened in edit mode for the user to begin entering data.

Records can also be edited and saved via the Action Item “Show Me” button.

Adding a new Folder to Records

If “Add New Folder” is selected, P3Web will open the “Add Folder” dialog, allowing the
user to specify a folder name. The name field is mandatory and must contain a value to
proceed.

K Paradigm 3 -- Add New Folder - Personal - Microsoft Edge = O X
@ localhost:14324/NewGroup.aspx? &Modulel D=3&ParentGro...
Add New Folder

Folder Name |New Folder |

Figure 31 - Records: Add Folder Dialog

Once the folder is added, it automatically selects that folder and inherits all folder
settings from the parent folder.

Attachments

Viewing Attachments
P3Web currently allows users to view existing attachments in the Records module. To
view a record’s attachments, click the “Attachments” button in the toolbar of the record.

FRre———

interax.eastus.cloudapp.azure.com,

[

Display Atachments for Page: | All Pagss

Attachment Name Type Serial #  Attached By Attached On View
[Paradigm 3 Insiructions PDF Unknown 1 Chwis Reyno 8017

Close

Figure 32 - Records: Attachments Dialog in Read View
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Adding/Modifying Attachments

P3Web allows editor users to add new attachments or even modify existing
attachments. To enable this feature, the record must be in “Edit” mode when you click
the “Attachments” button in the record toolbar:

p Paradigm 3 - Attachments - Persanal - Micrasoft Edge - o x
ocalhost
Display Attachments for Page: [Registration £

Add

Delata

Update

Close

Figure 33 - Records: Attachment Dialog in Edit View

Click the “Add” button to add a new attachment. Make sure to select the desired page,
to which you wish to attach the item.

pFarumgmi--nﬂxﬂmenk-Persum\-M\:r:mhﬁdgp - o X ‘
jocalhost: 14324/ ViewAt

Display Attachments for Page: | Registration v

Figure 34 - Records: Adding an Attachment

A dialog will appear that allows you to either browse for a file by clicking the “Select File”
button or drag a file into the dialog itself. Once the file is added to the queue, click
“Upload” to send the file to the system.

You can also select any attachment that is there and update the notes for that
attachment. Click the “Update” button when you have finished.

www.interaxgrp.com
Page 27 of 65



http://www.interaxgrp.com/

P3 Web User Guide

P3Web Improvements
The P3Web Improvements module offers all the same functionality as the client tool.

e a5 %0 2 -

Goad afternoon, Paradigm Administator

Parsdgm Adringhslos Y8201 24353 P

Parsdgm Adminshsior 482021 24247 P

Parscgm Acmnslor 2021 243424
Poradgm Adinshotor Y0021 2.4334 PU
Parscgm Acmnsilor Y9201 24316 W
Parsdom Adrivolor 1220100 1034303
Paradgm Adinshotor 0021 3 1905 PU
Conge(10)  Pusgmiaveiiae  OBBNTHM 125 L PssgmAsri s 2521 25841 P

v
I Safaty Risk Assassmant
k Task Management
b UHN Tast
& Waste Management

® bz Canficats of Analysis

Figure 35 - Improvements View

Viewing an Improvement
Double-clicking, right-clicking and selecting “View”, or highlighting it and clicking the
“View” button in the toolbar will open an Improvement record in Read-Only mode:

[ em——r EEER
7 D
B8 & * &
S e =
P T [T
Label Biood Test Status.  Open (1)
Responsiole:  Gary Halford Expectus Compietion Date: 8/182010
sowaises 28,000
&
Incident Descrgton 1
W o s
et it o
e Lo e
‘Specimart Procassing lesusts arss imerpreaion:
P Pt St
e g
r—— op—

Figure 36 - Improvements: Item in Read Mode

Users can select the various style pages in the same manner as in the Paradigm 3
client. Click the tab. This view also offers the ability to see improvement properties,
Para-Links, Related Action Items, and Attachments.
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Improvement Properties

Improvement properties view provides access to the basic details of the record, Roles
and members for the selected Improvement, the transaction history and a list of related
Training records (if applicable).

Editing an Improvement
Permitted and Responsible users can also put the record into Edit mode by clicking the
“Edit” button on the record toolbar. In Edit mode, the record fields become editable.

[ —————r— [~ o | x |
A Not secure | interax.eastus.cloudapp.azure.com/p3web/Viewlmprovement.aspx?item|D=30&0bjTypelD= 147&ParentGrouplD= 121&IsNew=0
4 2 8 & * 2 @
Save Edit Properties Related Al ‘Attachments. Close
Name: [Leaking sample | IDrorigio: 30130 Created Date:  7/2012010
Label [Blood Test | stas:  open (1)
[Gary Halford | & % Expected Complstion Date: 51472010
seectser. DO OO0 O
Incident Description
1 am editing this improvement record!
4
Unit Where Incident Occurmed: Date of Incident: Time of Incident
Lab 24 712072010 545
Type of Incident UnitDepartment: Ext
Major POCT Lab Nia
Order Issues: Sample Collection Issues: Deiivery Issues:
Wrong test requested N/A v NIA
Speciment Processing Results and Interpretation:
N/A Results reflect wrong test
Patient Complaint Physician Complaint Serverity of Compliant:
No No v Minor
Has Physician Been Notified: If Yes. Physician Name:
No
Has Manager Been Holified If Yes, Managers Name:
Yes Lauri Mason
Finish Step DueDate:  2017/05/31 Step Not Applicable

Figure 37 - Improvements: Item in Edit Mode

(@ Paradigm 3 -- Improvement Assignment - Google Chrome

@ Notsecure | interax.eastus.cloudapp.azure.com/p3web/ViewAssignm...

Assign Step Responsible

Select the step Responsible

Name Type Add
¥I P3 Admin User
Due Date: 11/26/2018

0

|
If Action ltem is overdue "» | days, send escalated Action ltem to:

Add

Remove

0K Cancel

Figure 38 - Improvements: Assign Responsible
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Finishing an Improvement Step

Clicking “Finish Step” will save the Improvement and forward it to the next responsible
person. If a responsible person must be selected the user will be prompted to select
from a list. Once all steps are completed, the Improvement record will be marked as
“‘Complete”.

(@ Paradigm 3 -- Improvement Assignment - Geogle Chrome

@ Not secure | interax.eastus.cloudapp.azure.com/p3v

Assign Step Responsible

Select the step Responsible
Name Type Add
I P3 Admin User

Due Date: 1112672018

If Action ltem is overdue | 0 || days, send escalated Action ltem to

0K Cancel

L O% || Cancel |

Figure 39 - Improvements: Assign Responsible on Finish

Setting a Step as “Not Applicable”

Clicking the “Set Not Applicable” button will disable the step. Notifications and
responsibility are also disabled when this is done, so make sure to use this feature with
care. The step is also hidden from the record view. Only a system administrator can
un-mark a step from Not Applicable status.

<«

Dus Oats: 20170531

Figure 40 - Improvement Record Hiding Step 2 (Not Applicable)

Adding Items to Improvements
Permitted users can add new records to the system by clicking the “Add” button on the
P3Web Toolbar and selecting the appropriate option:
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Add New ltem
Add New Folder

Figure 41 - Improvements: Add List

Adding Improvements

If “Add New Item” is selected, P3Web will open the “Add New ltem” dialog. The user
can specify a name/label for the record and also any applicable sub-folder of the parent
folder in which to add the improvement. If Name/Label formulae are enabled in the
parent folder, the Name/Label fields will display their respective formula and lock the
field from being edited.

@ Paradigm 3 -- Add New Record - Google Chro... m

A Notsecure | interax.eastus.cloudapp.azure.com/p3web/..
Name: |[New Record

Label:

Folder: |Raise to Selected Foldar v |
Raise to Selected Folder

| Test lab |
oK Cancel

Figure 42 - Improvements: Add Item Dialog

The “Name” field is mandatory, but the label is optional. You can also select a sub-
folder to raise the item. Once the user clicks “OK”, the improvement is created and
automatically opened in edit mode for the user to begin entering data.

Improvements can also be edited and saved via the Action Item “Show Me” button.

Adding a new Folder to Improvements

If “Add New Folder” is selected, P3Web will open the “Add Folder” dialog, allowing the
user to specify a folder name. The name field is mandatory and must contain a value to
proceed.

@ Paradigm 3 -- Add New Folder - Persanal - Microsoft Edge = m} X

Add New Folder

Folder Name |New Folder |

Figure 43 - Improvements: Add Group Dialog

Once the folder is added, it automatically selects that folder and inherits all folder
settings from the parent folder.
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Attachments

Viewing Attachments

P3Web currently allows users to view existing attachments in the Improvements
module. To view an Improvement record’s attachments, click the “Attachments” button

in the toolbar of the Improvement record.

(@) Paradigm 3 -- Attachments - Google Chrome

interax.eastus.cloudapp.azure.com,
Display Atachments for Page. | All Pages

Attachment Name Type

Serial #  Attached By

Attached On

[Pasadigm 3 Insiructions PDF Unknown Cheis Royno. 8172017

Close

Figure 44 - Attachments in Read View

Adding/Modifying Attachments

P3Web allows editor users to add new attachments or even modify existing
attachments. To enable this feature, the record must be in “Edit” mode when you click
the “Attachments” button in the Improvement record toolbar:

pl’ammgms--ﬂﬂa:mmh-1mnml-hhwsuﬂfdgr - o x
localhost: 14
Display Attachments for Page: | Equipment ~

Add
Delate
View

Update

Cloze

Figure 45 - Attachments in Edit View

Click the “Add” button to add a new attachment. Make sure to select the desired page,
to which you wish to attach the item.

Freoera————— S
localhost: 14
Display Attachments for Page: [Equipment |

]

Deletz |

View

Drop fles here

Update

Upload | Cancel

[ Close

Figure 46 - Improvements: Adding an Attachment

A dialog will appear that allows you to either browse for a file by clicking the “Select File”
button or drag a file into the dialog itself. Once the file is added to the queue, click
“Upload” to send the file to the system.
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You can also select any attachment that is there and update the notes for that
attachment. Click the “Update” button when you have finished.
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P3Web Training

P3Web currently offers access to the Paradigm 3 Training module. Permitted users can
add/edit Training records and Trainees can complete competency assessments.

logost g
Good afternoon, Paradiom Administrator

Figure 47 - Training View
Viewing a Training Record

Double-clicking, right-clicking and selecting “View”, or highlighting it and clicking the
“View” button in the toolbar will open the Training record in Read-Only mode.

[ EER
® Mot secure | interax.eastus.coudapp.azure.com/p3web ViewTraining terniD=2168ObjTypelD=0&FarentGroug 1&sNow
! N @
5
B ¥ 8§ @ % &
R e e it =
e ey S e [T —
..... S ovn
ranee [T
S— i

atn s
|

Ouratan Susporing Cocumrision Rasuts

inish Requirament Oue Ot 20170531

Figure 48 - Training Record in Read View
Training Properties

Training properties view provides access to the basic details of the record, Roles and

members for the selected Training record, the transaction history and a list of related
Training records (if applicable).

www.interaxgrp.com
Page 34 of 65



http://www.interaxgrp.com/

P3 Web User Guide

Editing a Training Record

Permitted and Responsible users can also put the Training record into Edit mode by

clicking the “Edit” button on the record toolbar. In Edit mode, the record fields become
editable.

[ EEER
A Mot secure | interax 3 O&ParentG a

4 0 8 & * &£ % @

Seve Eat

Name: Assessment Testing_Chris Reyna IDONQID: 216214 Cresled Date: 71222016

Suts  Open

Laet

Tiaines Cheis Reyno

saict Requirenent 1)
&

Quaiteten Dascrtin

This I & test {1 am adlting this flsks)
st

Eastem Health

Ourson

T bon Stabs
Accsplanie

‘Susporing Documentaton sty

wask At

AseaaarUCnatiouticies

Testing sgain

Complated

Finish Requirement DueDale 20170531

Figure 49 - Training Record in Edit View

Finishing a Requirement

Clicking “Finish Step” will save the Training record. Once all requirements are
completed, the Training record will be marked as “Complete”.

[ ——— [- o | x|
@ Mot secure | interax sastus.cloudapp.arure.com/p3web,ViewTraining. aspxHemiD=2 16& ObjType|D=0&ParentGroup| D= 131 &ilsMew=0
2 ¥ @
5
R 2= & * &
AR -
= e o

IDONQID: 296214 Creste Dite: 7222018
Suts  Open

Laet

Tiaines Cheis Reyno

saiect Reguirenent 18
=

i abon Stab
rw-m fmmmmw r«m
A UCHatsOwiches

Finish Requirament DueDale 20170531

Figure 50 - Training Record with Finished Requirement(s)
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Adding Items to Training
Permitted users can add new Training records to the system by clicking the “Add”
button on the P3Web Toolbar and selecting the appropriate option:

Add New ltem
Add New Folder

Figure 51 - Training: Add List

Adding Training Records

If “Add New Item” is selected, P3Web will open the “Add New Item” dialog. The user
can specify a name/label for the Training record and also any applicable sub-folder of
the parent folder in which to add the improvement. If Name/Label formulae are enabled
in the parent folder, the Name/Label fields will display their respective formula and lock
the field from being edited. Users must select one or more “trainees” for the record from
the “Users” field.

@ Paradigm 3 -- Add New Record - Google Chro... -m

@ Not secure interax.eastus.cloudapp.azure.com/p3weby/..
Name: Select Training Definition v
Label:

Folder: |Raise to Selected Folder

Users:  [Account, Normal
Account, Tester
Admin, P3
admin, ahs -

Figure 52 - Training Add Item Dialog

The “Name” field is mandatory, but the label is optional. You can also select a sub-
folder to raise the item. Once the user clicks “OK”, the Training record(s) is/are created
and automatically opened in edit mode for the user to begin entering data.

Training records can also be edited and saved via the Action Item “Show Me” button.

Adding a new Folder to Training

If “Add New Folder” is selected, P3Web will open the “Add Folder” dialog, allowing the
user to specify a folder name. The name field is mandatory and must contain a value to
proceed.

K Paradigm 3 -- Add New Folder - Persanal - Microsoft Edge = O X
@ localhost:14324/NewGroup.aspx?&Modulel D= 12&ParentGr...

Add New Folder

Folder Name |New Folder] |

| ok || cancel |

Figure 53 - Training: Add Group Dialog
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Once the folder is added, it automatically selects that folder and inherits all folder
settings from the parent folder.

Viewing Attachments
P3Web currently allows users to view existing attachments in the Training module. To
view a Training record’s attachments, click the “Attachments” button in the toolbar of the

Training record.

8712017

Close

Figure 54 - Training: Attachments in Read View

Adding/Modifying Attachments

P3Web allows editor users to add new attachments or even modify existing
attachments. To enable this feature, the record must be in “Edit” mode when you click
the “Attachments” button in the Training record toolbar:

F_ej Paradigm 3 - Attachments ~Persensl - Microsoft Edge - o x

Display Attachments for Page: | Compatency ~
Add
Delete

Update

Close

Figure 55 - Training: Attachments in Edit View

Click the “Add” button to add a new attachment. Make sure to select the desired page,
to which you wish to attach the item.

Drop files here.

Updats

Upload || Cancal

Figure 56 - Training: Add Attachment

A dialog will appear that allows you to either browse for a file by clicking the “Select File
button or drag a file into the dialog itself. Once the file is added to the queue, click
“Upload” to send the file to the system.
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You can also select any attachment that is there, and update the notes for that
attachment. Click the “Update” button when you have finished.

P3Web Users Module

P3Web offers Administrators access to the Paradigm 3 Users module. Administrators
can add/edit users and folders within the Users module structure.

O + o9 ¥ W N % O toree

UserGuge | AddNew  Raname vove Oesle  Prpetes  Oberuser | ddmn Somch Goad afiernann, Paradigm Administatos

wwwww

e

HiDepanment 0

Figure 57 - P3Web Users Module

Viewing/Editing a User Record

Administrators can view a user record by double-clicking, highlighting and selecting
“View” from the toolbar, or right-clicking and selecting “View” or “Properties”. The
properties of the user can be changed and updated by clicking the “OK” button to
commit. Membership, license, module permissions, user and email options, and Other
User lists for Action Items can all be accessed and modified. Training records for a user
can also be accessed.

@ P3Web - User Properties - Personal - Microsoft Edge. - [u} X
@ localhost/p3web/ViewPropertiesUser.aspx?UserlD=4

General | Membership | Options || Training | Other Users Action Item

Email: chrisreyno@bellaliant net

Spare Field 2: 1171900
Spare Field 4: 1171800

Description: test

Figure 58 - P3Web User Record
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Adding a New User

To add a new user, click on the Appropriate User Group folder, click the “Add New”
button on the toolbar and select the “Add New User” option from the context menu.
“Login Name”, “First Name”, “Last Name” and the “Password” fields are mandatory.
Passwords must meet minimum password requirements. Membership, license, module
permissions, user and email options, and Other User lists for Action Items can all be

accessed and modified.

{3 P3Web - User Properties - Personal - Microsoft Edge = o x

@ localhost/p3

General | Membership | Opti

Login Name:

First Name: Last Name
Password:

Confirm Password:

Email

Mobile Number:

Spare Field 1:

Spare Field 2:

Spare Field 3: 512812024

Spare Field 4: 5/28/2021

Description:

oK [ Cancel |

Figure 59 - P3Web New User

Adding User Groups/Organization Entities

To add a User Group or Organization Entity to the module, select an appropriate parent
folder, click the “Add New” button on the toolbar, and select “Add New Entity/Folder”
from the context menu.

23] Paradigm 3 -- Add New Folder - Persanal - Microsoft Edge = m} X
(@ localhost/p3web/NewGroup.aspx?ModulelD=18&ParentGrou...

Add New Folder

Folder Name: | New Organization Entity |

| oKk || Cancel |

Figure 60 - P3Web Add New Entity/Folder

Rename/Move/Delete Users, Folders or Entities

To rename, move or delete a User record, User Group folder, or Organization Entity
select the desired item and right-click it and select an applicable function from the
context menu or click an applicable toolbar button.

This will open an appropriate dialog to perform the desired action.

P3Web Administration

Administrators now have limited access to an Administration page that will allow for
configuration of P3Web and also to add/modify Direct Links. When logged on as an
Administrative user, click the “Cog” button on the toolbar.
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P3Web Administration

Default Configuration Paths

Domain(s) P3 Document Path Published Document Path
Update DA\P3datatidocs Update - docs,
Public Path Indexed Search Path Attachments Path

Figure 61 - P3Web Administration

Modifying P3Web Paths

To modify default paths for P3Web (i.e. — Document Path, Published Document Path,
etc.) select the “Path Defaults” tab. To update the displayed value, simply overwrite it in
the text field and click the “Update” button for that field.

Modifying P3Web Module Defaults

To modify default module settings for P3Web (Default folders, Default Start Module,
etc.) select the “Module Defaults” tab. To update the displayed value for Module, simply
open the dropdown menu and select a module. For default folders, click the “Update”
button and browse an appropriate folder. Then click “Submit”.

P3Web Administration

Set New Default Folder
Defal | ponments -~ ds Group

Default Impi

Figure 62 - P3Web Administration: Update Default Documents Folder
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Adding/Modifying P3Web Direct Links
P3Web Direct Links can now be directly added or modified from within P3Web
Administration.

P3Web Administration

Direct Links Management

Figure 63 - P3Web Administration: Direct Links

Add Direct Link

To add a Direct Link, click the “Add New Direct Link” button. Browse to the desired
folder in any of the main modules (Documents, Records, Improvements, or Training),
set an applicable SitelD and click “Submit”.

P3Web Administration

Add New Direct Link

Figure 64 - P3Web Add Direct Link

Edit Direct Link
To Edit a link (Site ID), click the “Edit” button to the right of the desired link and change
an available field.
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P3Web Administration

Direct Links Management

— =
" e f o

Figure 65 - P3Web: Edit Direct Link

Delete Direct Link
To delete a link, click the “Delete” button to the right of the desired link. The link will be
permanently deleted.

P3Web Item/Folder Management

Rename/Move/Delete

Rename Item

Permitted users can rename items by selecting the item and clicking the “Rename”
button on the P3Web toolbar or right-clicking and selecting the “Rename Item” option.
The user will be prompted to rename either the Name or the Label of the item, or both if
they choose.

k&) Paradigm 3 -- Rename - Personal - Microsoft Edge = O X

@ localhost:14324/ViewRename.aspx?ModulelD=3&0riglD=117&Use...

Rename ltem

Name:
‘Bloodborne Pathogen Prevention in Hemedialysis - POL-PRO INT ‘

Label:

Figure 66 - Rename Item Dialog

To rename the item, update the old information in the applicable field with the desired
new information and click “Submit”. P3Web will ask you to confirm your selection.
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() Paradigm 3 -- Rename - Personal - Microsoft Edge — ] X

@ localhost:14324/ViewRename.aspx?ModulelD=3&0rigID=117&Use...

Rename ltem

Name:

Bloodbol Are you sure you want to continue with this
operation?

Label

‘: Yes

Figure 67 - Rename Item Confirmation

Click “Yes” to confirm. The item will be renamed and the display will refresh to show the
updated information in the item List View.
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Rename Folder

Renaming folders is similar to renaming items, without the option to rename the label.

() Paradigm 3 -- Rename - Personal - Microsoft Edge

@ localhost:14324/ViewRename.aspx?ModulelD=3&0rigID=113&Use...

Rename Group

Name:

= ] X

Standard Operating Procedures

Update the “Name” field with the desired new value and click “Submit’. P3Web will ask
you to confirm your selection.

Figure 68 - Rename Folder Dialog

(i} Paradigm 3 -- Rename - Personal - Microsoft Edge

@ localhost:14324/ViewRename.aspx?ModulelD=3&0rigID=113&Use...

Rename Group

Name:

= ] x

Standar

Are you sure you want to continue with this
operation?

Yes

-

Figure 69 - Rename Folder Confirmation

Click “Yes” to accept the change. P3Web will refresh the Tree View to include the

newly renamed folder.
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Move Item

Permitted users can move items by selecting the item and clicking the “Move” button on
the P3Web toolbar or right-clicking and selecting the “Move Item” option. The “Move
Item” dialog will open, allowing the user to select a new destination for the item.

() Peradigm 2 -- Move - Personal - Microsoft Edge - o X

@ localhost:14324/ViewMove aspx?Modulel D=3&0rigID=173&UserlD=4&SourcePath=1%...
Move Item

Select the place where you want to move, then click the “Submit” button

& 1| Management System

Corporate

L2

Example
1S0 9001 System
Miami IVF

[JRetain Properties settings of moved item(s)

Figure 70 - Move Item Dialog

Users can choose to retain the existing properties (Event Dates, Publishing, Categories)
or to have them be inherited from the destination. Make your selection using the
checkbox at the bottom left and click “Submit”. P3Web will confirm your action.

(&) Paradigm 2 -- Move - Personal - Microsoft Edge - o X

© localhost: 14324/ ViewMove aspx?Modulel D=3&0rigID=173&UserlD=4&SourcePath=1%...
Move Item

Select the place where you want to move, then click the "Submit” button

& *{ Management System
® i Corporate
& b Example
1 Audits

)i Corrective Actions

The following item will be moved. Are you sure you
want to continue with the operation?

110 9001 S Anonymous Policy Statement
@ i
Miami IVF o
e |
[JRetain Properties settings of moved item(s)

Figure 71 - Move Item Confirmation

Click “Yes” to confirm the choice. Once the item is moved, the List View will be updated
to display with the item removed from the list. Browse to the new location to view the
moved item.

Move Folder
Permitted users can move folders to other sections of the Tree View. Highlight the
desired Tree View folder and click the “Move” button on the P3Web toolbar or right-click
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the folder. Then select the option to “Move Folder”. P3Web will present the “Move

ltem/Group” dialog

() Paradigm 2 -- Move - Personal - Microsoft Edge

© localhost: 14324/ ViewMove aspx?Modulel D=3&QrigID=2146&User D=4&SourcePath=1...

Move Group

Select the place where you want to move, then click the “Submit” button

& " Management System

Corporate

[ )

Example
1SQ 9001 System
Miami IVF

= a X

[JRetain Properties settings of moved item(s)

Figure 72 - Move Folder Dialog

Browse the associated tree to select the new location for the folder. Users can choose
to retain the existing properties (Event Dates, Publishing, Categories) or to have them
be inherited from the destination. Make your selection using the checkbox at the bottom
left and click “Submit”. P3Web will confirm your action.

(&) Paradigm 2 -- Move - Personal - Microsoft Edge

@ localhost:14324/Vi

Move Group

Select the place where you want to meve, then click the "Submit” button

& *{ Management System
Ji Corporate
& i Example
1 1S0 9001 System

i Miami IVF

The following item will be moved. Are you sure you
want to continue with the operation?

Procedures

Vs

Aove.aspx?Module|D=3&0riglD=110&User|D=4&SourcePath=1%...

= a X

‘iManagement SystemiMiami IVF

[JRetain Properties settings of moved item(s)

Figure 73 - Move Folder Confirmation

Click “Yes” to confirm. The Tree View will refresh to the parent folder of the

selected/moved folder.

Delete Item

Permitted users can delete items in P3Web. Select the desired item and click “Delete”
from the P3Web toolbar or right-clicking. Then select “Delete Item” from the list. The
“‘Delete Item” dialog will open, showing all available versions of the selected item.
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(%) Paradigm 3 -- Delete - Personal - Microsoft Edge = O X

@ localhost:14324/ViewDelete.aspx?ModulelD=3&0rigID=37...

Delete ltem

[J38.0 (Current)

[J37.0 (Obsolete)
[7136 0 (Obsolete)
[135 0 (Obsolete)
[134 0 (Obsolete)

[133 0 (Obsolete) =

Figure 74 - Delete Item Dialog

Check the box for any version you wish to delete, then click “Submit”. P3Web will
confirm the action.

%) Paradigm 3 -- Delete - Personal - Microsoft Edge = O X

@ localhost:14324/ViewDelete.aspx?ModulelD=3&0rigID=37...

Delete Item

The selected item version(s) will be deleted Do you
want to continue with this operation?

Figure 75 - Delete Item Confirmation

Click “Yes” to confirm the choice and commit the deletion operation.
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Delete Folder

Permitted users can delete folders from the Tree View. Note that all sub-folders and
items will also be marked as deleted. Select the desired folder and click the “Delete”
button on the P3Web toolbar or right-clicking, then select “Delete Folder” from the list.
P3Web will confirm the folder for deletion by name in the “Delete Folder” dialog.

(£} Paradigm 3 -- Delete - Personal - Microsoft Edge = O *

@ localhost:14324/ViewDelete.aspx?ModulelD=3&0rigID=110...

Delete Folder

Folder to be deleted

Procedures

Figure 76 - Delete Folder Dialog

Click “Submit” to proceed. P3Web will confirm the operation.

;8 Paradigm 3 -- Delete - Personal - Microsoft Edge = O X

@ localhost:14324/ViewDelete.aspx?ModulelD=3&0rigID=110...

Delete Folder

The folder 'Procedures' and all sub-folders/items will
be deleted

Do you want to continue with this operation?

Ver

Figure 77 - Delete Folder Confirmation

Click “Yes” to commit. The Folder will be deleted and the Tree View will select the
parent folder.
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Copying Folder Structures or Items
Authenticated and permitted users can copy a folder structure or item in any module.
This is achieved by right clicking any folder/item and selecting “Copy to...”

(@ Paradigm 3 -- Copy - Personal - Micresoft Edge — o X
@ localhost:14324/ViewCopy.aspx?ModulelD=3&0riglD=110&UserD=A4&SourcePath=1%2f109%2f1 10...
Copy Group
| Copy Name: Copy as Documents
| & FiManagement System
& ! Example
| Forms \
\\Management System\Example\Documents |
[ Retain Properties settings of copied item(s)

Figure 78 - Copy a Folder

Viewing and Modifying Item/Group Role Members

Authenticated users can view a list of available roles and their members for every
document. Open the Properties dialog and click the “Roles” tab to view the list. Users
can browse the list of roles on the right by selecting them. This will display the role’s
current members on the left panel. Administrators can manage the list of role members
for any item in the system. When you select a role, control buttons will appear in the
lower right, allowing the user to add/remove role members.

# Paradigm 2 — ltem Properties

@ localhost

General | Roles | History | Training

(2] Approver Name Type
[ Collaborator
(2] Distribution List
(& owner

[Z Policy Qwner
[Z] Responsible
(2] Reviewer

IE Subject Expert

(=] Writer

; Paradigm Administrator User

Figure 79 - Item Roles: Read View
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8 Paradigm 2 — ltem Properties

@ localhost
General || Roles | History | Trainin q
|E|Appmver Name Type
[2! Colaboratr e, Administrator Entity

(2] Distribution List
[ Owner

[Z] Policy Owner
[Z] Responsible
(2] Reviewer

(2] Subject Expart
(=] writer

Figure 80 - Iltem Roles: Edit View

Add Members to Item Roles

To add members to a role, select the desired role and click the “Add” button. The
“Assign User/Entity” dialog will open, allowing you to browse the Users module for
specific users, entities or position titles. Highlight the desired user/entity and click the
“Add >” button to move that user/entity over to the “selected” window. Click “OK” to

commit and save the changes.

«a System Administrators
5 User Group &

43 User Group B

ID_ Name

Type

119 Administrator
116 Quality

Entity
Entity

Figure 81 - Select User/Entity for Role
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8 Paradigm 2 — ltem Properties

@ localhost

General || Roles | History [ Training

|E|Appmver Name Type

(2] Collaborator ex. Administrator Entity

g g\slrlhullnn List 4 Quality Director Entity
wner

[Z] Policy Owner
[Z] Responsible
(2] Reviewer

(2] Subject Expart
(=] writer

Figure 82 - Added User/Entity

Remove Members from Item Roles

To remove a member from a role, select the desired role, then select the desired
member. Then click “Remove” to remove the member from the role. The change will
be instantly committed and saved.

Modifying Roles for Folders
Administrators can modify the list of role members for any folder, and also apply a
specific role and its members to sub-files or all sub-folders.

# Paradigm 2 — ltem Properties

@ localhost
General | Roles | History
IEAppmver Name Type
(=] Collaborator & Division A Entity
(2] Distribution List PR )
& Division B Entity
(2 owner = " .
N @ Paradigm Administrator User
= Policy Owner
[Z] Responsible
(2] Reviewer
(2] Subject Expert
[ Writer
Apply 1o Sub-ltems | \ Apply to Sub-Folders Add

Figure 83 - Group Roles: Edit View

To add members to a role, select the desired role and click the “Add” button. This will
open the “Assign User/Entity” dialog
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8 Paradigm 3 - Select User/Entity

D localhost

Assign User/Entity

System Adminisirators

& % Organisation Stucture
&y owsion s

Suowisions

Select a User/Entity from the left panel and click “Add >” to add them to the right panel.
Once all members have been assigned, click “OK” to commit the changes.

To remove members from a role, select the desired role, select the desired member and
click the “Remove” button. The member will immediately be removed from the role for

the selected folder/item.

Figure 84 - Select User/Entity for Group Roles

Applying Roles to Folder Items and Sub-Folders

Administrators can apply a role and its members to sub items and also to all sub-folders
and items. To apply only to the immediate items contained in that folder, click the
“Apply to Sub-ltems” button. To apply the role to all sub folders and items, click the

“Apply to Sub-Folders” button.

8 Paradigm 2 — ltem Properties

@ localhost

General || Roles | History

|E| Approver

(2] Collaborator
(2] Distribution List
[ Owner

[Z] Policy Owner
[Z] Responsible
(2] Reviewer

(2] Subject Expart
(=] writer

Name
£ Division A
& Division B
2 Paradigm Administrator

Type
Entity
Entity
User

Apply o Sub-ltems | \ Apply to Sub-Folders

Add

Searching in P3Web

P3Web offers a fully featured search engine that integrates with all modules. Users can
search for Documents, Records, Improvements, Training or Action ltems.

Figure 85 - Added Group Role User/Entity
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@ Paradigm 3 -- Search - Google Chrome -ﬂ-
(@ Not secure | interax.eastus.cloudapp.azure.com/p3web/ViewSearch.aspx?ModulelD=3&ParentGrouplD=1
General | Roles | Category
Search
In Module Documents v ¥ Group by OrigiD
In Folder Cloud Demo System Clear Search
v r i Browse
Include Subgroups withdrawn Items Only Show Me
In Field Document Name v
Search Go There
Cancel

Figure 86 - Search Dialog

Searching in a Specific Module

Documents
P3Web Search allows users to search permitted folders in the Documents module by
the following criteria:

e Document Name

e Document Label

e |temID

e Original ID

e Last Modified Date

e Converted Date

e Status

e Document Notes

e Document History

e Document Containing Text

Records/Improvements/Training
P3Web Search allows user to search permitted folder in the Records, Improvements,
and Training modules by the following criteria:

e Document Name
e Document Label

e |temID

e Original ID

e Last Modified Date
e Converted Date

e Status

e |tem Notes

e |tem History

e Attachment Name
e Event Dates
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[Records ~| B Group by origin
[Business Recards ]

Include Subgroups O withdrawn Iterms Only Browse

[1tem Mame v|
Item Name
Item Label
Item 1D
ltem Qriginal ID
— Last Modified Date

Gonverted Date E
1 Status

Item Motes r

History

Item Containing Text
Aftachment Name

& Monthly Calibration Schadule
Annual Calibration Schedule
Bi-monthly Calibration Schedule
Expiry Date Schedule
Inspection Schadule
Maintenance Scheduls

Maonthly Calibration Scheduls
Neoxl Raviaw

Figure 87- Records Module Options

Action Iltems

P3Web Search allows user to search permitted folder in the Action Items module by the
following criteria:

o Title

e Status

e Due Date
e Details

e Sent Date
e Recipient

Browsing Folders to Search

It may be necessary to refine the search location to improve response time and produce
a quicker result. Clicking the “Browse” button in the Search dialog will open a model
pop-up that allows the user to select a subfolder from which the search can begin.

|@ Paradigm 3 -- Search - Google Chrome

A Not secure | interax.eastus.cloudapp.azure.com/p3web/ViewSearch.aspx?ModulelD=38ParentGroup|D=206

Select Folder
B TJ5 Biocl ENIS[W Miscellansous

12 Chemistry

- Coagulation

-1 Blood Film

- 14 LH500 Manual
14 Quality Control

[ ok |

Figure 88- Search: Select Folder
Clicking “OK” will set the selected folder as the search root.

Working with Search Results
Results for any search expands the search dialog and displays a result count.
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(&) Paradigm 3 - Search - Google Chrome
A Not secure | interax.eastus.cloudapp.azure.com/p3webyViewSearch.aspx?ModulelD=3&ParentGrouplD=206

General | Roles | category

@
@
5

In Module Documents. v| ¥ Group by OrigiD
InFolder  [University Heallh Network Clear Search
i Browse
le Subgroups Withdrawn Items Only T
In Field Document it Name .
search ot
Cancel

68 results found

Name Label Orig ID
12 00 Biood Film Ingex 8285
12 010 Non-blood Specimen Collection 17562
I'Z 02 Laboratory respense fo a request fo draw biood 740
I 02 On-Site blood and biood product Inventory o689
12 04 Storage of biood and bioed products o577
12 040 - Collection of Blood Samples 17580
12 05 ssuing of and blood products o550
|2 07 Critical Values Blood Bank 8714
12 09 Blaod Bank 1E25 8590
IZ 09 Infusion pracices (blood) o534

finn Rinod Rank

Figure 89- Search Results

Users can select any result item in the list and click “Show Me” to view the item or “Go
There” to be brought directly to the folder location of the item.

Advanced Search in P3Web

P3Web now offers a new feature of Advanced Search option that integrates with all
modules. Users can now add multiple conditions/criteria to search for Documents,
Records, Improvements, Training or Action ltems. This will reduce the search time for
users as they can add more than one filter for search.

To access this feature, User needs to click on the down arrow button on bottom right of
the search screen. See below:

(2]

@ localhost:1432- ewSearch.aspx?ModulelD=3&ParentGrouplD=1

General |_Rales | Category

Search
In Module: Documentation ~ | B Group by OrigiD
In Folder: [Management System Cancel
Include Subgroups withdrawn Items Only
In Field: Item Name -
Search

«

Figure 90- Advanced Search Option at Bottom

After clicking the button, a new section appears below with additional options to search
Documents, Records, Improvement, Training or Action Items.

See below figure:
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@

@ localhost:14324/ViewSearch.aspx?ModulelD=3&ParentGrouplD=1

General | Roles | Category

Saarch

In Module: Documentation <] Broup by Origin

In Folder [Management System Cancel
Include Subgroups Withdrawn Items Only

In Field

Search

E
Find items that match these criteria
Remove
Fields: tem Name ~|  Condition: [Contains Value
Muti Criteria Operator s O Add To List

Figure 91- Advanced Search Section

Multiple Search Criteria

User can specify more than one condition to search an item, which will give more
precise result and reduce the search time of application. Users use AND OR search
operator to create their own filters.

To add different conditions and filters use available dropdown options as below:
Example:

Document Name — Test
Status — Current
LastModified Date — January 1st, 2023, till Current date.

| Find items that match these criteria

Name Condition Value Clause
Contains paradigm

Status Equal To 9 And

LastModified Between 101/2023 | 2023-08-15 And

|
Fields: [Last Modified Date ~|  Condition: [Between v
11172023 And 2023-08-15
Mutli Criteria Operator: ® O Add To List
And Or

1 results found

Name Label Version OrigiD P-L
12 Paradigm 3 Instructions Please Read 40 37 P-L

Figure 92- Advanced Search Result

Similarly, users can search for any module by using multiple search conditions.
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ltem/Group Properties

All items and groups in P3Web have an associated Properties dialog that provides
crucial information that relates to them. To open the Properties dialog, select a group
from the Tree View or an item from the Item List View and click the “Properties” button
on the P3Web toolbar.

¥} Paradigm 2 -- Item Properties - Persanal - Micrasoft Edge - m] 'Y
@ localhost:14324/ViewProperties.aspx?ItemlD=2384&ModulelD=3&IsGroup=0
General | Roles | Event Date | Categories | History | Training
Name: Executive Summary Procedure
Label
Type: Document 1D/Orig|D: 238412384
Date Created: 10/21/2020 Created By. Paradigm Administrator
Last Modified: 121812020 Modified By Paradigm Administrator
Notes:
This is a test.

Figure 93 - P3Web Properties Dialog

General Tab
The General Tab of the Properties dialog (figure 81) displays all general properties
related to the selected item or group.

Roles Tab

The Roles Tab of the Properties dialog displays all available roles and its associated
members, if applicable. Permitted users can edit the role members of any role and apply
those changes to sub-folders or items.

{) Paradigm 3 -- ltem Properties - Perscnal

(@ localhost:14324/ViewProperties.aspx?|temlD=109&ModulelD=38&IsGroup=1

General | Roles | Event Date | Categories | History

(2] Approval Committee Name Type
(2] Auditor

[Z] Child Advocate Commitiee

[Z Child Advocate Report Responsibility
[l Collaborator

(2] Distribution List

(] Medical Advisory Council

[Z] Policy Coordinater

(2] Policy Lead

(2] Reviewer

[Z] SLT Final Approval
(2] Stakeholder

& Administrator Entity

Apply to Sub-Items | | Apply to Sub-Folders | add |

Figure 94 — Properties: Roles Tab
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Event Date Tab

The Event Date tab of the Properties dialog displays any applied Event Dates to the
item or folder. Permitted users can edit these Event Dates and apply any changes to
sub-folders or items.

@ Paradigm 3 - ltem Properties - Personal - Microsoft Edge - m] X
@ localhost:14324/ViewProperties.aspx?ItemID=109&ModulelD=38IsGroup=1
General || Roles | Event Date | Categories | Histary
Date Name Set Date Trigger Date Date Settings
Regular Periodic Review Based on the status: Cumrent
Apply to all sub-items
Apply to all sub-folders
ocalhost: 14324/ ViewProperties.aspx?ltem|D=10%8ModulelD=38lsGroup=1#
Figure 95 - Properties: Event Date Tab
@ Paradigm 3 -- ltem Properties - Personal - Microsoft Edge - m] x

(@ localhost:14324/ViewProperties.aspx?ItemlD=109&Module|D=3&IsGroup=1

Manage Date
Date:
if% 6 Month Review Date
it Annual Periodic Review ®mes

% External Audit
## Internal Audit

O seton the date:

3/5/2021

it Privacy Policy Review =
L v Policy (® Based on the status:

Current Date -

it# Step 1 - Complete Review (Laura)
%! Test Event Date

Frequency
C Once Only

® Every

Action Item

Trigger Action Item -
2 Wesk  v|[Before ~| []
s reached,

Mote: Calculated AFTER "set on dae

[l

.

Figure 96 - Properties: Event Tab, Edit Selected Event Date

Categories Tab

The Categories Tab of the Properties dialog displays a list of available and chosen
categories for the selected item or group. Permitted users can check additional
categories or remove Category selections and apply them to sub-items or folders.
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¥ Paradigm % -- ltem Properties - Personal - Microsoft Edge — u] x

@ localhost:14324/ViewProperties.aspx?ItemlD=109&ModulelD=38&lsGroup=1

General | Roles | Event Date | Categories | History

OForm

Creolicy

B Procedure

[JQuality Manual

[This is a very long category na..

Jweork Instructions

Apply to all sub-items
Apply to all sub-folders

Figure 97 - Properties: Categories Tab

History Tab

The History tab of the Properties dialog displays a detailed transaction history against
the selected item or group.

¥ Paradigm % -- ltem Properties - Personal - Microsoft Edge — u] x

(@ localhost:14324/ViewProperties.aspx?ltemlD=2384&ModulelD=38&IsGroup=0

General || Roles | Event Date | Categories | History | Training

User Name: Paradigm Administrator

Time: 1/6/2021 3:45'12 PM

Action: Applied header footer

Applied header Footer tamplate - Advanced Letter Portrait [21]
Applied on item with ItemlD : 2409

addd

ltem Label:

User Name: Paradigm Adminisirator

Time: 12/18/2020 11:22:48 AM

Action: Converted From (Review)(1.0), Converted To (Current)(2.0)
This is a major change

Action Item has been completed with Password Confirmation!

Action Item Title: Review before approval - Execulive Summary Procedure
Action Item ID: 3641

Completed Date/Time: 12/18/2020 11:17:55 AM

Completed By: Paradigm Administrator

Itam 1 ahal: z

Figure 98 - Properties: History Tab

Training Tab

The Training tab of the Properties dialog is only available when viewing item properties.
This tab displays any Training records associated to the selected document by a
requirement and will show the status of the associated training. Clicking SHOW ME or
GO THERE will take the user to the selected Training record or to the record’s parent
folder in the Training module.
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¥ Paradigm % -- ltem Properties - Personal - Microsoft Edge — u] x
(@ localhost:14324/ViewProperties.aspx?ltemlD=2384&ModulelD=38&IsGroup=0

General || Roles || Event Date | Categories | Histery | Training

[ Show Me | [ Go There |

Figure 99 - Properties: Training Tab

Para-Links

Viewing a Para-Link

To view an item’s Para-Links in any module, a user can either select the item from the
Item List View and click the “Para-Link” button on the P3Web toolbar, or open any item
and click the “Para-Link” button on the Item Toolbar. The Para-Link pop-up window will
display all available links for that item:

8 Paradigm 3 - Para-Link®

@ localhost

Show Me GoThere

Link To: Link From:

Name Label Module Name Label

IZ crusTHODOO1DataTempiate  Documentaten

B Pt & Squipment example 355 Records B veriercatperst

Figure 100 - Para-Links Dialog in Read View

Highlighting a link item will display the “Show Me” and “Go There” buttons, which
behave in the exact same way as for Action Items.

Adding Item Para-Links
To add an Item Link, select/open the item from which you want to create the link and
click the “Para-Link” button, if you are permitted to add/remove para-links, the “Add” and

“‘Remove” buttons will be available to you:
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et o, ("
¢
J 2 D X | W
Show Me Go There Add Remove Close
Link To: Link From:
Name Label Module Name Label Module

(BB Faweb va.1 Release Notes o IZ cr METHOD 801 Data Template Documentation

B Pt & Squipment example 355 Records B veriercatperst 530 Records

Figure 101 - Para-Links Dialog in Edit View

Click the “Add” button, select “Add Item Para-link” from the pop-up dialog and click “OK”
to open the “Add Para-Link” window:

8 Paradigm 3 - Para-Link®

@ localhost
& = | D D
Show Me Go There Add Remove Close
Link To: Link From:
Name Label Module Name Label Module

PaWeb v4.1 Release Notes o 12 cr METHOD 501 Data Template Documentation

B 7arts Eqvipment axampie 250 — [ s Racords

Select New Para-Link Type

@Add Item Para-Link
O Add Folder Para-Link

Figure 102 - Adding an Item Link

st:14324 AiewParalinkAdd.aspx?Modulel D=3&0rigiD=37

localhost

Select Module

& 17 Management System
Example
IS0 9001 System
| System

Selected Items:

Figure 103 - Select Link Destination
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From here, the user can select any available module then browse the available Tree
View to seek the desired linked item. Multiple items can be selected simply by clicking
on them and browsing for more:

localhost:14324ViewParalinkAdd aspx?Modulel D=3&0rigID=37

@ localhost:14324/ViewParaLinkAdd.aspx?ModulelD=3&0rigID=37
setect e
& 7| Management System Name Label Status Converted B
= ) Example ®|  Paradigm_Go Live Actities Pian Jan 2018 Evidence (1) Paracigm Admi
Forms Paradigm_Go Live Ackivifies Plan Jan 2018 Current (20)  Paradigm Admis

Procedures
-
TEST2
IS0 9001 System
| System

Selected ltems:

I= On Track Inspection - Quick Guide = Policy Advanced A4 Portrait J:= Paradigm_Go Live Activities Plan Jan 2018

[ Remove [ ok ][ Cancal |

Figure 104 - Multiple Selected Links

Items accidentally added to the list can be removed by selecting them from the
“Selected Items” list and clicking “Remove”.

To add the selected item(s), click “OK”. After a confirmation message, the window will
close and you will see your new Para-Links added to the item:

& Paradigm 3 — Para-Link®

@ localhost: 14324/ ViewParaLink.aspx?0rigID=118&ModulelD=3

- >
b ) @'
Add Remove Close
Link To: Link From:
Name Label Module
X2 CR METHOD 801 Data Template Documentation
IZ On Trsex Inspacton - Quick Guise Decumentaton

Figure 105 - Added Para-Links

Adding Folder Para-Links

To add a folder Link, select/open the item from which you want to create the link and
click the “Para-Link” button, if you are permitted to add/remove para-links, the “Add” and
“‘Remove” buttons will be available to you. Click the “Add” button, select “Add Folder
Para-Link” from the pop-up dialog and click “OK” to open the “Add Para-Link” window:
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8 Paradigm 3 - Pora-Link®

@ localhost

D B B
Add Remove: Close

Link To: Link From:

Select New Para-Link Type

OAdd Item Para-Link
@ Add Folder Para-Link

Figure 106 - Add Folder Link

The “Add Folder Para-Link window will open. From here, select the desired module and
browse through the folder Tree View. Clicking on a folder name will add it to the
“Selected Folder” field. Only one folder can be linked at a time.

#3 Para-Link - Add Folder Para-Link

localhost

Select Module: | Documentation v

= 7y Management System
= | Ju Example
) Forms
-
s TEST
;150 9001 System
" System

Folder: |Procedures |

[ ok || cancel |

Figure 107 - Para-Link: Select Destination Folder

Click “OK” to add the link and the window will close, allowing you to see your newly
added folder link:
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8 Paradigm 3 - Para-Link®

@ localhost

8 T DH H| O

Show Me

Link To: Link From:

Name Label Module

Figure 108 - Added Folder Link

Saved Searches and Reports

P3 Web allows users quick access to saved report templates from Paradigm 3. To
access this feature, log into P3Web, select any module and click the “Reports” button
on the toolbar to open a list of available reports. The reports are based upon the saved

report criteria and will display the included fields and search results specified in the
report template:

w o 5 P

Adrin Somch

Goad afternoon, Paradigm Administator

AAA - CURRENT PARADIGM DOCS

ARA. PAraCIGM CUIENt DOCS - Apr 20

® bsies
TEST EVENT DATES

oot Ao 2
pemsest- 3o

FDA Docs for Review

Master Documents List 100

Master Documents List 2

Paracigm Current - Now 9

M version 21100
ccaveripiwes

Figure 109 - Saved Searches List

Clicking on one of the available listed reports will open a new window, displaying the
report data, with links to print, export to Word, and export to Excel. Double-clicking on

any result item will open that item for viewing, provided it is current and publishing to the
P3Web application.
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[T Poracigm 3 - Saved Repor: - Personal - Microsoft Edge - 0 x

@ localhost/p3Iweb/ViewReport aspx?ModulelD=3&GrouplD=2162&ReportiD=32

Master Documents List

Report Summary
Master Documents List
Management System

Converted Date Foider Name

& Just Culturs of Safety Policy - Replaces Safety of Cultura Current Paradign Administrator 2003/2020 Corpoats Policies
209 Adust Culture of Safety Polcy - Replaces Safety of Culture Current Paradign Administrator 200372020 10 Fomns and Recards
171 Abbraviations Palicy Statement Cumrent Paradig Administrator 040572020 10 Compoats Policies
320 aboutus_rev2 Cument Paradign Administrator 21042020 0 S0Ps

2381 Access to Persanal Health Information for Rasearch, Education and Guality Assurance Current Paradig Administrator 13172020 30 Corpoate Policies
173 Ananymous Policy Statement Curent Paradign Administrator 150572020 10 Medicinal

306 Ananymous Folicy Statemant Curmsnt Paradig Adminisirator 210472020 10 50Ps

313 Ananymous Policy Statement Cument Paradign Adminlsrator 0610472020 0 Chris Test4

M7 Aol AUD-100-010 Current Paradign Adminisirator 2610512020 0 Demo Fokdar

2548 Auditing the Electronic Patient Record Policy Statement Curent Paradigm Administrator 200472021 30 Example

174 Audiing the Elecironic Patient Record Poicy Statement Current Paradign Administrator 130772020 10 Corpoate Policies
335 AwallingParadigmResponse Cumrent Paradign Administrator 07572020 L] Compoats Palicies
197 Badum Enema single Curment Paradign Administrator 11022021 10 Diagnostic Imaging
175 Bamiar Fres Policy Statement Curent Paradigm Administrator 25m12020 10 Corpoate Polidies
2389 Bloadbome Pathogen Prevention in Hemodialysis - POL-PRO INT Current Paradign Administrator 301072020 20 10 5001 System
2373 Cheis Test 1 Current Paradign Administrator 060972020 0 Medicinal

477 Comminies Terms of Reference Policy Statement Cument Paradign Administrator 131172020 10 Corpoate Policies
2383 Copy as Hem fiom Paradigm 3 Current Paradigm Administrator 300972020 10 Sample and Test
167 Copy as Test From Template 2 Test2 Curent Paradign Administrator 210472020 20 Procedures

2349 Evidancs Tast Curmant Paradigm Adminisirator 13072020 10 Example

255 Executive Summary Procedure Curment Paradign Adminisurator 060572021 a0 Example

2363 FLAGS - Systam Raquiromonts. Curmant Paradign Adminisirator 301102020 10 Modicinal

2364 flags Administrator User Guide Curent Paradign Administrator 3011012020 10 Medicinal

Figure 110 - Saved Search Result List

2 Paradigm 3 - Document - Persanal - Microsoft Edge. - 0o x
© localhost:14324/ViewDocument.aspx?itemiD =37 &lsltemiD=False&ltemSta
S % * Q Name:  Paradigm 3 Instructions Released 32472020 Paradigm Administrator
operes  Pasimv  Reseos o Label  SOP-H Version: 30,0 (CURRENT)
1| oft — 4+ A B | ARedsiond | ¥ Oaw v F Hghight v & Ense | B *

Eastern Health
Paradigm 3 Instructions
Please Read Review Date: 6/6/2020

THIS IS ATEST!!!
1.0 Purpose
This is a test. This is another test.
2.0 Scope
Type a brief paragraph. Type some information here.
3.0 Procedure
4.0 Testing
Edit changes go here..
NOTE: 1 To set who has each role, Go to the properties of the folder and set the job title

against each role. Then copy to items if necessary. Any new items will automatically adopt the
folder properties. .

Figure 111 - Saved Search Result Item View
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