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Introduction to Sepiac

— Once a DPO application is accepted by ATM Department and
Certification project is created in EASA SAP.

— EASA Team creates a project in Sepiac for DPO applicant to submit
documentation for EASA review

— Certification Programme, verification reports, compliance matrix,
Declaration of Design Performance...

— The project repository gives only access to DPO holder (nominated person)
and EASA team to ensure full confidentiality.

— In order to have a smooth usage, EASA has a created a User
Manual for Sepiac, and some key aspects will be presented today.
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SEPIAC Basic Rules

— Rule #1 —The use of folders in SEPIAC

- Folders are not to be used in SEPIAC. Document metadata will allow to sort/group the documents either by
the standard views provided or by specific views created by the user.

— Rule #2 — Do not include the version in the document name

- In legacy storage systems the only way to distinguish the version of a document was to include this
reference in the name of the document. This is NOT NEEDED in document management system because all
documents have a version history, and previous versions can be viewed and retrieved.

- Furthermore, it is the name of the document that is used by the system for unique identification.

- Having only the latest version of the document available will also ensure that all involved parties are
working on the correct version.

—  Additional reading on the topic - https://learn.microsoft.com/en-us/microsoft-365/community/versioning-
basics-best-practices
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SEPIAC Basic Rules

— Rule # 3 — Use of metadata

- For the system to be used to its full potential, it is important that metadata for each document is properly
introduced.

— Rule # 4 —SEPIAC access

- Like all software, the first line of defence is the user. SEPIAC by design contains an architecture that prevents
the communication between projects. Users must ensure that their credentials remain private and are not
shared.
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SEPIAC ENTRY PAGE

EJEASA

BEASA

Project selection

document metadata

Pie Chart displaying |

List of open Projects >

Additional navigation pane
that is customised based on
user permissions

| Assigned Tasks

4—‘ Expand to view closed Projects
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SEPIAC PROJECT PAGE

EJEASA

BJEASA =

Project tasks
Timeline view

List used to track EASA
involvement in
document reviews and
participation in
tests/inspections

Project Libraries panel
customised based on user profile

< document library

Project general information
- & access for PCM to include
- users in the project, as well as
e toclose the project

Project open tasks
& Link to task list

Overview of documents in the shared

NOTE: to work with the document,
use the library navigation pane
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SEPIAC Document views

A set of pre-defined views is already provided, the user can toggle between them by clicking on the
appropriate control box.

EEASA Ww

. EEASA Fam==

— - Select the
= applicable view 2 v

All views are self-explanatory with the exception of the related document which will be further
detailed.

The related document view groups together documents that have the same text on the related item el o TP
property of the document.

This view provides the same structure and functionality as folders.

EJEASA
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Uploading Single Documents

BEASA

" Skydive kit EASA STC 1004548 Improvemer

Navigate to the E—
appropriate library

EIEASA EEIEETERET AT AT

= All Active Documents

L g
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Uploading Single Documents

- Rl o | v s | g e | = i I
- [— EEASA EEIEIEISSIEI O o ¢ x =z
== All Active Document
Select the file and click on open [ e v et - | § - v | i e
‘: | Edit or insert the applicable
" o~ | metadata
" Click on Save when finished
/
/
[

*——— | The selected file is displayed

Click on OK

—————— | The new document will be

displayed on the top of the list
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Uploading Multiple Documents

i 1 - With Windows Explorer select the documents to upload
2 — Drag the documents to the SEPIAC window

3 — The uploaded documents will be displayed on top

4 — The Edit Properties window will not be displayed

5 — Use one of the methods described below to edit the properties
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nserting/Updating Metadata

Editing the properties of a single document

Option 1

Select the document

Click on file

Click on Edit Properties

= Option 2
= ‘1-,
== Click on the 3 dots
¥ Click on the 3 dots
\“\
Click on Properties

A new window pops up

Edit the properties as
required

Save

Select a document

Click on Library

Click on Quick Edit

[ - « & 0
[ = e -
a = Select the desired document
; z E - - Edit the document’s properties as
B necessary
] D ] . a «F @

Click on Stop editing when complete
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| Click on the blue dot at the bottom right

corner of the cell
Drag the cell down or up like in Excel

The properties will be copied to the
selected cells




Viewing Document version history

m o 2 T
==y
B i PV—c=— | -
meemememTT = | Click on the 3 dots
. = e
- o=~ click on the 3 dots
% ———— | Click on Version History
= [ w0 " 23 o2 @
[rtmren [ ma e B ot st | e et | wam i | mitct | Bt e | i |
s - : : i . ’ — A window will pop up showing all
- | B i
1 | - = : “»____ versions
. 1 H‘“L ‘\ Click on the blue field to open the
5 - | specific version
| Users can also select to make an

— -l

" older version the current version
by clicking on restore
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Downloading a Document

e | s [ o e | v e i | e s | o e |

_——— Click on the 3 dots
_———+{Click on the 3 dots

e o +— — Click on Download

G Select a document

. Click on Files

The previous functionalities are also available in this task bar
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Creating Alerts

Click on Alert me
and follow the
steps

| click on Library
or List,
depending on

the case

Select as appropriate
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> EASA Join at slido.com
HATMCAF

R EASAWorkshop01:-)
Thank you

Any question? -
Or scan - ]
LA
Sl
D Bl ol =
easa.europa.eu/connect Your safety is our mission.
n m a E G @ An Agency of the European Union ::




Document Discussions

BIEASA

B Docarents A Sepmein | dcbveoiie Diceents | Tecivica Dty | Rese Ooceners | Docaneri iy st sy | Docmerts iy amond

/
/
/

Navigate to the library that contains the document
Select the document

On the right side to make the Related Discussions
visible

Click on new discussion

B SharePoint  Sites

: ]\ A new window will pop up
Y Bu E g v
\\ Fill in the title (i.e. Subject), Body and Panel
R
1 —_" | Thetitle should provide a brief information on what
_ is the discussion about, For clarity purposes, the
" el panel should also be referenced in the subject
E.g. - PO generic comments
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EPIAC

EJEASA

Documentation

/ - The document discussion can be seen on

— . . . /s
/ the right side of the screen when selecting | /
/ a specific document (left click on the
/ document line)

Document discussions can also be
seen by hovering the mouse over the
selected library and selecting
Document Discussions

Click to open discussion

By clicking on the discussion, a new window will be opened.

Click to open document

A new page will open

The discussions are filtered
by document

Expand to see the discussion
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SEPIAC Documentation

BEAS

" Doc Discussions - generic comments

e S | Insert the reply
Hug ’,.//"-
////-
P
The discussions are diplayed as follows:
E3EASA T— p— p————

" Doc Discussions - generic comments

PO generic comments

EJEASA

[ [ pu———"—

_| The person that made the post

discussion

To close a discussion, the user needs to be on the document discussion page.

EASA Project Stahs Appikart Restricied Documents » | EASA Restricted Bocuments = | Project Discussions Proect Traciing List

= Doc Discussions

Mansgement  Fasted Dacuasom Gt e odl o e L

Click on the 3 dots

————| Click on Edit Item

| Change the discussion status

——— The discussion is to be closed by the initiator
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