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How To Guide — GovDocs Search 2.0

Function List 5. How to make online comments on a Gov. doc
1. Open Gov. Doc App 6. Advance Search

2. & 3. Search 7. View Latest Updates in Gov Docs

4. View/Open a Gov. Document 8. Proposed a new Document

Go to Intranet/SharePoint

Click on Governance Doc Search button

Click on Launch GovDoc Search V2
(automatically direct you into to Chrome or Edge

GovDoc Upgrade

browser)
The IT Dept along with the €SI team have been working on an upgrade of the current Governal Documentation Management System (GDMS)
which includes both the gov docs search page and the Gov doc Manager new document development and review system.
me about due to the cessation of the Adobe Flazh Player platform by 31 -ember this year so we have taken the opportunity to
hen you dlick on the oc Manager Tab you will go straight to the Dashboard of the GDMS, note
yout of both the upgraded Gov Do rch page and Manager system are similar in functionality and process.
Launch GovDoc Search V2 (Requires Chrome/MS Edge).
—

My Sign-Ins

22 GovDoc Search 2.0

Gov Doc Search Page will open.

,Cr‘"’e ofsearch _ — . You can search by many different Search Types
- n:..,:.:e:py:: staff | I Enter your search text e Keywords — by default
ul Document Scope by Area e Document Type
A — | o Staff

»  Area Scope
> Category | o Code
] o ° Title

e Category
Search Results e Free text

Code Title

How to search by Keywords

A. Select Type of Search — Keyword

B. Type in Keyword name —
eg. “Governance”

C. Click on Search c
Also, you can further filter the search results

” e

D. eg. Type in “blood” into Filter search results

text box
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Ballarat Health Services

To open a searched Gov. Doc

e g

®|

A. Click on the “open icon”

B. The document will open

porate roles

co documantation will be clearly defined and be doveloped according 1o @ S0t Process 10 provide consistency in

@ a Gdd Comment
or Document:

NCPO131 >
Governance Documentation. (Version 11)

Revision Date : 27-04-2021 How to add Online Comment to published

Comment:

———— document
& E—
From the Search Results window —

A. Click on the “edit icon” l
B. The “Add comment Box will will open

Type in your comments

Close/Cancel C Add Comment

C. Click on Add Comment

Advanced Search

How to use Advanced Search

Click on Advanced Search Tab

i ot om0 A in the Document Type — Select eg. “Policy”
. © B. Click to Add to Query

Sl Pt s C. In the Query window you can see your search
it o s parameters ...(you can have multiple parameters —

Consumer Information

using "AND"/"OR"
D. Click on Search

0 and or

Add To Query

# GovDoc Search 20

atest GovDocs Updates

Caegay Tie How to view Latest Updates

Clinical Practice Guideline

A. Click on Latest Update Tab
. R B. All the published latest documents will be
e Bnin ot : listed
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# GovDoc Search 20

New GovDoc Proposel

oterthe Proposed Tite 0 How to add "DroDose New Document”
aProgram
! I 0 A. Click on Propose New Document Tab
B. Select a Program

C. Type in “then Proposed Title”
D. Type in “The Rationale for document
Request Here”

’ E. Submit New Proposal

9 ... you will receive an email confirmation
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