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❖ Navigate to main host page for document that you wish to create a suggestion for.

❖ For steps 00 – 12 – this will be the following:

❖ Click Create Procedure Suggestion
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❖ Complete the card as follows:

❖ Subject:  Step & Task No with Document Title 

❖ Details of the change to process / template

❖ Click SUBMIT

❖ PMO will receive notifications of suggestions 
raised.

❖ These will be logged in the CI Log & discussed 
in DIRs forum (Frequency to be confirmed)
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❖ You can see any suggestions that you have raised on your dashboard 

❖ click on My Procedure 
Suggestions box 

❖ You will be able to see the 
status of your suggestion

❖ To see more details click on 
magnifying glass
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❖ You will be able to see the following:

❖ details and status of the suggestion you have 
raised

❖ comments – this will detail whether your 
suggestion has been approved (with the CI 
reference #) or rejected with reasons 

❖ Any further updates will be visible in the Actions 
Log section
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❖ You will also be able to view all suggestions raised

❖ Navigate to CCS Suggestions

❖ To view more details, click on green +
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❖ Details of the suggestion will be displayed as follows:

❖ To view more information, click on ‘Read More’
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❖ This will open the suggestion card as follows:
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