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Welcome to your Quick Tour!

Goal: To see how easy it is to copy a process from the
Community Folder and make it your own!

Objective: In 15 minutes or less, copy and edit a
process from the Community. Learn to edit and
create new roles for your Sample Team and assign
tasks from your new process to those roles.

Plan:

Step 1: Log in — less than 1 minute

Step 2: Copy from the Community — 2 minutes
Step 3: View the Process - 1 minute

Step 4: Edit the Team - 6 minute

Step 5: Edit the Process — 4 minute

Step 6: Make it LIVE! — less than 1 minute

Note: Our Support section has detailed videos and
articles on every feature of our product. The quick
tour is to get your feet wet before the big dive! And
in case you need it, we provide swimming lesson for
every level, beginner to advanced!



Step 1: Log in! Return to your activation email if you have not
created your password and log in directly from that link.

If your account is created, login here

Step 2: Enter Process Workspace & Check out the Community!

Navigation =+ | Work Console Process Workspace x|

Click the Build Menu Item
Click Process Workspace Iltem

e . . . .
# el ColE: Your Community Folder awaits you!
Jb Notification Configuration
b Use ™
> Track Im imity " v i{2)(eh
& Admin S ‘
Help H (g ACCT: Purchase Requisition Accounting Procedure A

o) BC/DR: Bomb Scare
| @BC/DR: Building Damage
# ({3 BC/DR: Computer Virus less than 48 hours
(i) BC/DR: Computer Virus more than 48 hours
'DR: Disaster Assessment

Click the “+” to see task names of any process in the
Community Folder. Let’s look at BC/DR Bomb Scare.
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Right click on Bomb Scare
And Click Copy Process

' Succesfull |

Process has been copied succesfully
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Click OK



https://app.9yahds.com/accounts/login/

Step 3: Let’s View the Process in Your Under Construction Folder

Work Console Process Workspace *
«| | (@createProcess | = | @ | T o2 & D

Eek vier Coretrixtion Hocess DRAG A PROCESS HERE FROM UNDER CONSTRUCTION C
@ (g BC/DR: Bomb Scare >

(# Team Process

[# Company Process

Click Bomb Scare and drag it to the
workspace and release when you [
see the green check mark.

Edit BC/DR: Bomb Scare »
Task View  Table View

Name: BC/DR: Bomb Scare

= @iz iz

Description: ';fabﬂ‘a v B 7 U A“ & -i'}-' aby ., &

Process Description: This process lists the steps to managing 2 Bomb Scare on location. -

Suggested Team: Business Continuity Management Team

Suggested Roles:

Admin= Administrative

BCM = Business Continuity Management

BF= Business Functions

CDS = Corporate Diractor Systems Business Office

Plezse note: The content in this process is not intended to answer specific questions or suggest

suitability of action in a particular case. This template is a suggestion to support creation of your
custom process.

Owiner: Sample Team WV

A process description appears providing you suggested L—
team name and roles. We'd like to show you how to
add those roles and change your team name right
now...then come back to edit the process.




Step 4: Edit Sample Team to match the suggested roles.
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Navigation «l=1+1 || work Console Process Workspace '* Organization Workspace *
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In the Build menu, Click Organization Workspace. Here is
your Sample Team. Let’s edit and add to it!

' Suagested Roles:

Admin= Administrative Here are your

' BCM = Business Continuity Management <

BF= Business Functions Suggested roles

CDS = Corporate Director Systems Business Office

o Organization Unit éTeam »  Sample Team Leader edit
(=) gau How To Start Name: Sample T el
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Click Sample Team Leader and change
the name to Business Continuity
Management. Click Save and OK

sawOrganization Unit @Team é;_’}lnitial Response Team (
= 5o How To Start
2 b Teams
= gt sample Team

:ld Rol
~ (hsmpleTeamied  Now ADD a role. Click Team Role and drag
¢ Functions “,n
@ @ Human Resources to Roles and release when you see a “+
H £ Users
E§| Non-Human Resources




Team Role
Name:
Team Leader:

Team: Sample Team
Primary User: | Make a selection...
Secondary User: | Make a selection...

Tertiary User: | Make a selection...

N

A form appears. Create Administration and
assign yourself as the primary user, Click Save &
OK. Repeat for the other 2 roles.

sanOrganization Unit @Team » | Sample Team edit

| Team Details l Team Members |

= i How To Start

Name: Sample Team

Description:

Click Sample Team to change the name to Business
Continuity Team. Click Save & OK.

Refresh Process Workspace by closing the tab and
reopening it.

Navigation <« =+
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Step 5: Edit Process — Assign tasks to new roles.

| Work Console ‘J Process Workspace */|
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Edit Notify staff

Click on the first task to
open the form.

Now let’s use Table
View to edit!

message for incor
ule

| Task Details | Li

Once you refresh your Workspace, drag the
process from its folder again.

Task View = Table View

Name:

Assigned to:

Estimated duration:

Description: [ Tahoma
Assign BCM

evacuate all individuzalXfrom building.

Edit Notify staff

Task View

id | Taskname

2... Notify staff Business Co

Click Table View and edit every role
using the drop down menu showing the
roles you created. Click Save & OK.

2... Obtainestimate... BusinessCo...

15 minutes 3

2... AssessImpacton.. ——ng.'iness C@-IS minutes 4

2... Provideinitialda...  Business Co...

15 minutes )

Assign BCM 0

Estimate tim...

(]

Assign BF

Estimate cos...

Assign BCM 0




Step 6: Make it LIVE! (When you are done editing, that is!)

= Under Construction Process

oo o b

3 . . .
@ Team Prd @ Delete Node Right click on your process and click
o LIVE and OK.

| 9

& Under Construction Process

= Team Process Y ’
SR Now it’s part_ of your team’s folder and
@ (@ Sample Process you can run it!

+ Company Process

Click here to watch more videos on the
community, building your organization and
processes.



https://9yahds.zendesk.com/hc/en-us/articles/202606864-How-To-Use-Our-Community-Folder

