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Introduction




‘] SEPIAE€Introduction

» One Central Platform to communicate durlng Certification PI‘OJ
»¢/ 3 { ¢/

» MSSharepointCloudBased Platform

» No specific software application needed
» \Web Based

» Accessible for EASA, Applicants, NAAs, Third Country Authon

» Different authorisation per entity

SEPIAC for ETSO
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SEPIAC Introduction: Benefits & Drivers

» Clarity » Visibility ) )
» Same document and latest version » Status of document ﬂﬁ #%"&
» Progress of Project ¥ % '
» Efficiency » Currentactionee g KI 0 Qa Yy SEGk

» Concurrent Reviewing and Editing
» Resourcéptimization

» Flexibility o » Managing Workload

N
» Offline and Online Working  gppmiims
e » Traceability

» Platform for Comments “

» Business Continuity
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@ SEPIAC Introduction: Security & Confidentiality

»G/ 2YYdzyAleé [/ f2dzRE F2NJ 9! I IFS
» Shared & dedicated cloud bound by strict security/privacy requireme
» Compliant with DIN/ISO 27001:2013

-
2
¢ N

> &

Rk

POEGSNY It 6/ f2dRé tN2OA ™ w @y
» Hosted in Germany i
. . . 7 1 Ve
» Duplicated in another location in Germany < 3
» Audited by ENISA (European Network and Information Security Agel
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SEPIAC Introduction: CurrentFigureq13/09/2018)
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" SEPIAG Introduction: Training

» Onlinetraining course planned (EASA ELG
nlatform)

» Dedicatedraining days atndustry/NAA/TCA
» DedicatedWebexCourses$

» Ad-Hoctraining INEASA —

»d 26 (26 FyYR GDdzA RS (EEE) rowocowmms

directly in SEPIAC)

GUIDELINE DOCUMENTS

CHANGE YOUR PASSWORD

* upon reques
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‘] SEPIAG Introduction: Practical Information

» Access Rights Management
» For each company, one admin account will be created init
» Admin Account responsible for creating other users
» All individuals in technical departments who need to interact with cAoA

» Email to SEPIAGuUpport@easa.europa.eur etsoa@easa.europa.eu
for admin user creation

» (first name, family name,-eail)

» Problem Solving
» Functional MailboxSEPIAGupport@easa.europa.eu Q
» Guidelines and Supporting Material Available on the Platform

02/11/2018 SEPIAC for ETSO
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@ SEPIACETSO: Dashboard

» SEPIAC Release 2.x integrated the project template for ETSO

» Different libraries with different access rights for the parties
iInvolved (EASA and Applicant).

Shared Documents * | EASA Restricted Documents * | Project Discussions

=

mvmvaze £ 150 TEST % ﬁ ﬁ

Visible to All Visible only to EASA Visible to All
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Dashboard

‘ Compliance Document Status

Rejected by the Auth

e

Waiting for review b

Show 10 + | entnes Search:
Title 12 Target Content Type Status Allocated to
Operational Suttability Data (OSD).docx Compliance Document Rejected by the Authority EASA ProjectAdmin (EASA)
Performance Indicators for the Air Traffic Compliance Checklist Waiting for review by the EASA ProjectAdmin (EASA)
Management.docx Authority
Regular update of Regulation (EU) No 11782011 Compliance Document Waiting for review by the

regarding medical certification of aircrew and the Authority
related oversight.docx

Metadata are used to ease sorting/filtering = Fill them!

SEPIAC for ETSO




) Document upload

» Applicantsshouldonly use the doc. type

« ETSQ@leliverable»

02/11/2018 SEPIAC for ETSO 13




)’ Uploading documents: First step*

» Uploading a document

EASA

e Al Documen

Documents assigned to me

Add a document

Choose a file | |c:\Users\audouxa\Documenls\My Temp\FG5,  Browse... | |

Upload files using Windows Explorer instead

Wl add as a new version to existing files

‘ersion Comments
ror

e

| OK ‘ ‘ Cancel ‘

23 Under Review

* Onemethodis presentedhere. Anothermethodexists(e.g dragand-drop andthen filling out Propertiesand
check inyour document).However the data tobefilled shallbe the same

02/11/2018 SEPIAC for ETSO 14




- Document types (1/2)

Add a document

» A secondvindow appears

EDIT

BB mE X
D ER) Copy

Check  Cancel Paste Delate
In Item

Commit Clipboard Actions

The document was uploaded successfully and is checked out to you. Check that the fields below
0 are correct and that all required fields are filled out. The file will not be accessible to other users

| » Select the document type:

Content Type CRI (Certification Review ltem)
Email ~
Letter
ol Minutes of Meeting
Presentation
EASA Report
CDI Lol Expert Stat t of Technical Satisfaction

Type Certificate
Compliance Document Type | TCDS (Type Certificate Data Sheet)

.
TCDSN (Type Certificate Data Sheet Noise)

Compliance Documant Status = | Technical Visa for Type Certificate e I Ve ra e

Restricted Type Certificate

Technical Visa for Post-Approval

Meeting Agenda

Application

Approval

Video

Other

Approval (STC)

Approval (Miner change)

Approval (Miner repair) -

et » Seenextslide

Approval (Major repair)

Approval (ETSOA)

Approval (Type Certificate)

Certification Plan

ETSO deliverable

EASA Picture

Panel Review Sheet W

Technical Visa for ETSO

[J 02 Flight Crew Data

[ 03 Structures

[[] 04 Hydromechanical Systems

[ a5 Electrical systems

[[] 06 Avionic Systems

[] 07 Powerplant Installation and Fuel Systems PE

Mol

[[] 08 Environmental Systems
[ o9 Environmental protection
110 software and AEH

02/11/2018 SEPIAC for ETSO




.| Document type$2/2)

» Theapplicantshallalwaysselect the «(ETSO

deliverable» type
CRI [Certification Review ltem)
» Seenextslides cral

Minutes of Meeting
Presentation
. . EASA Report
» Followingtypesmaybe alsousedwhenappropriate ExpertStaement of Techrical Satisfacion
Type Certificate
: TCDS Certifi Data Sh
» Meeting Agenda TCDSN (Type Certiicate Data Shet Noise)
. . « | Technical Visa for Type Certificate
Restricted Type Certifi
MInUteS Of meetlngs T:smﬂzl ‘hﬁ:ﬁor?:'r};:s:—aﬁt;;pmval
. Meetin enda
Presentations ﬁpncﬁfﬁ}?
prova

Video aeo
Approval (STC)

Emailsg Archivejprefer discussion Asproval (v chango
prova INor repair,

H H roval (Major change
Lettersc limited use A oval Masor ren

Approval (ETSOA)
Approval (Type Certificate)

ETS0O deliverable

vV ¥V ¥ ¥ ¥

Review Sheet (v
Technical Visa for ETSO

[ PLEASE DO NOT USE OTHER TYPES FOR ETSO |

SEPIAC for ETSO 16
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Y- SEPIACETSO: Contenyje Deliverable

Add a document g Once the ETSO deliverable content type is chosen

EDIT

B g, X
e Coe s o Select the ETSO document type between the

Commit Clipboard Actions

The document was uploaded successfully and is checked out to you. Check that the fields below are fO I | OWi n g Val u e S :

0 correct and that all required fields are filled out. The file will not be accessible to other users until

you check in.
Select : ETSO Document Type x
Content Type |E|'SD deliverable
Create a new document. 7
&
Compliance Document Status * | | =
4 £ ETSO_Document_Type
ETS0 Document Type = |Certification Program| fc'
] AEH
Regulation par. (C5/FAR/JAR) | ] Analysis
o . — - (=] Certification Program
Publication Status | Sensitive but unclassified | i ;
(=] Compliance matrix
withdrawn O & ooe

(=_] Drawing
| | S

=] Wiscellaneous

Enterprise Keywords | |

(=_] Software
Enterprise Keywords are shared with other users and applications to allow for (] Test Plan
ease of search and filtering, as well as metadata consistency and reuse *
Title | slide 1 |
MName = | 1280607_SEPIAC_for ETSOs |-th
Assignes | Enter names or email addresses... |
Version: 0.1

‘ Check In ‘ Cancel ‘

Created at 26/10/2018 03:46 PM by [ | Xavier Audouze (EASA)
Last modified at 26/10/2018 03:46 PM by || Xavier Audouze (EASA)

Cancel

02/11/2018 SEPIAC for ETSO 17




Y- SEPIACETSO: Contenyje Deliverable

» « Certification Progran»

» «DDP»

» « Compliance matrix

» « Software» SWLI yaz {! {2 {/LX X
» « AEH» HWLJ | yaxz I'{X I/ LZ X
» « Test Plamp Environmentalmechanical X

» « [est Reports Environmentalmechanical X

» « Analysis»

» « Drawing» Installationdwg, Nameplatedwgsz X

» « Manual» Maintenance installation,operationmanuals X
» « Miscellaneous Installationf A YAOGF A2y &as X

02/11/2018 SEPIAC for ETSO 18




Y- SEPIACETSO: Contenyje Deliverable

02/11/2018

Add a document

EDIT

& B Mo, X
D Efy Copy

Check  Cancel Faste Delete
In Item
Commit Clipboard Actions

The document was uploaded successfully and is checked out to you. Check that the fields below are
0 correct and that all required fields are filled out. The file will not be accessible to other users until

you check in.
Content Type |E|'SD deliverable
Create a new document.
Compliance Document Status * | | =

ET50 Docurnent Type = |Certification Program| | K=

Regulation par. (C5/FAR/JAR) | |

Publication Status * | Sensitive but unclassified |

Withdrawn O

Target Date | |

Enterprise Keywords | |

Enterprise Keywords are shared with other users and applications to allow for
ease of search and filtering, as well as metadata consistency and reuse

» Documentstatus

Select : Compliance Document Status

O
X

4 3} Compliance_Document_Status
(=_] Accepted with comment(s) by the Authority
(=] Accepted without comment by the Authority
(=_] Commented by the Authority
(=_] Pending submission from the applicant
(=] Rejected by the Authority
(] Waiting for review by the Authorit

— » Confidentialitylevel

Title | slide 1 1

— » Meaningfultitle

Name * | 180607_SEPIAC_for ETSOs | ppt
Assignes | Enter names or email addresses... |
Version: 0.1

Check | C |
Created at 26/10/2018 02:46 PM by [] Xavier Audouze (EASA) ‘ e ‘ anee ‘

Last modified at 26/10/2018 03:46 PM by || Xavier Audouze (EASA)

SEPIAC for ETSO

» » Samenamefor all versions of the document
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Y- SEPIACETSOOthers MoM/Email/Letter/ Presentatior

Add a document

Document status:

o, X Cut Expert
Da B8 5 é P Generic Document Status Required Field |

E Copy
CP'I|E(k Cancel Paste
n

Item e ——
commit Cipboara _ Actons Generic Document Status = (U EREE
Content Type |M|'nutes of Meeting ~ AgrEEd
. I

Create a new document.

Generic Document Status = [ NN,

Panel oo pcM
[Jo1 Flight Test and Human Facter
[Joz2 Flight Crew Data
e Leave empty except for 10 Software/AEH
[Joa Hydromechanical Systems
[105 Electrical Systems
106 Avienic Systems
107 powerplant Installation and Fuel Systems PE

[108 Environmental Systems
[Jo9 Envirenmental protection
[110 Software and AEH

[[111 Cabin safety and Cabin Crew
12 Dasa

et oo s PCM or Expert name

115 MMEL

e rsTD

[117 propulsion

e Change Product Rule (CPR) Part 21.101
[[119 Continuing ainworthiness

Assignes |Enternamesoremail addresses... /I Confldentlal Ity Ievel
Publication Status ~ | Sensitive but unclassified T\>

Withdrawn O
Target Date ’—‘
Enterprise Keywords | ‘ MeanlnngI tltle

Enterprise Keywords are shared with other users and applications to allow for
ease of search and filtering, as well as metadata consistency and reuse

Title | | —>

Name * | my sample document | docx

Created at 24/05/2018 02:20 PM by [ | Xavier Audouze (EASA)

02/11/2018 SEPIAC for ETSO




Y- Modifying properties after the uploa

Rightclick on the icon
to access properties

Hrogram
El. 1. Cedification nrogramme asa Pending submission from 11 Cabin Applicant's
L Download the applicant Safety and Certification
Cabin Crew Program
n: Rename tation - up_LDA . 22 1 guestion Risk Waiting for review by the Compliance
class 1 Authority Document
| Delete
g . 00- mathematical Risk Waiting for review by the  Under Review 01 Flight Test  Compliance
Copy 00- demostration  class 1 Authority and Human Documnent
R 00 Factor
| Properties
: Versi . Pending submission from  Agreed Applicant's
it the applicant Certification
Program
% Advanced » 11 - Airworthiness Type Certification Basis e 23 Under Review CRI
(Certification
Review Item)

02/11/2018 SEPIAC for ETSO




Y- Making changes to documents

» 2 possible ways:
» Easiest:
Open the file from SEPIAC, make changes and save (will be sent as new versi

» Most realistic:

Download the file, modify it, and upload ag&eeping the same file nan(see
3t ARS G/ 2YY2Y CASNBARZKIYARAGI 1 Sa

02/11/2018 SEPIAC for ETSO 22




SEPIACETSODIscussions

» Insteadof emailsbetter usediscussions 2
» Selectan item
7 Related Discussions
. . . (® new discussion
» Click omew Discussion
Subject I
Body

» A newwindow appears
» SelectStatus
» SelectAssignee

Discussion Status *  |Qpen a

» Select Actiorowner ssignes [Enter names or emal addresses.. |
Discussion Action * [Applicant A

Sa Cancel ‘

02/11/2018 SEPIAC for ETSO 23




SharePoint

EASA Shared Documents ~ | EASA Restricted Documents ~

D P All Documents
u m my r . Documents - Work in

progress

[ | = |
Project Tasks e I Manage Tasks

Eurcpean Avation Safety Agency

Lists all discussions that
are linked to agny)
specific document

. EA A Dummy Preoject - Training EASA Restricted Documents *

mrmmmE Doc Discussions

Management  Featured Discussions — Subject  ses | Find an item ,0|
L Title Body Replies Discussion Action Discussion Document Discussion Status Assignee
Comment to Sepiac Trial «ss  Please change TCDS issue number o Applicant Put explicative title Open
Panel 0 comment «ss Test trial 0 Applicant Installation procedure Open
Test comments with images from Sharepoint e o Applicant Open

02/11/2018 SEPIAC for ETSO 24




‘] Project Discussions

» Project discussions
» Are not linked to a specific document
» Can be accessed by clicking on tab

EASA Restricted Documents *

Project Discussions

E ASA Dummy Project - Training

,,,,,,,,,,,,,,, " All Documents

Documents assigned to me Documents - Work in progress

02/11/2018 SEPIAC for ETSO 25




Y Project Discussions

» To create a new project discussion, go into the corresponding
(see previous slide) and click lems> New item

ITEMS LIST MODERATION

Version History
Shared With

tem tem Delete ltem

02/11/2018 SEPIAC for ETSO 26




Y- Folders / Views

» The use obldersis not recommended

»q 0 3a8¢ aK2dzZ R 0S dza S

»{9tL!/ Ffft26a GKS ON
folders

EROWSE PAGE FILES LIERARY
% LLD Modify View . Cumrent View:
EW i

Create Column | Al Documents =

Lic
Edit Wiew Mavigate Up 1-30 »
View Format MWanage Views

b20SY F2NJ GKS 4[ AO0NINBE GlFo 02 | LIISHENE aSfSOUkKAIKEAIKI

02/11/2018 SEPIAC for ETSO 27




» Views can be defined with filters

» Examples:
» Doc. Category (Minutes of meetings
» Cert reports

» (Unique) files may be visible in several folders

» Adequate taxonomy (keywords/tags) may be considered to facilitate
filtering
»e.gf 520 U AQertRSfY Ildtwp mPBY daF @ t £ | y €
» View filters can then be developed and set accordingly

02/11/2018 SEPIAC for ETSO 28




» By default, SEPIAC does not senadaal notifications but it can

be activated

BROWSE PAGE FILES LIBRARY
—

——
Modify View . Current View: —_—
E 0 = -
Create Column | Al Documents —
View Quick Create Tags & E-mail af§ Alert RSS  Most Popular
Edit View Mavigate Up 1-30 » Notes Link Me~ J Feed ltems

View Formet Manage Views Tags and Notes Share & Track

b20SY Hi#aNd CEKBNDGGO I 6 G2 FLIISFNE 4SSt SOGKkKAIKEAIKOG Fye FAt
» There are 3 independent kind of notifications, each of which

need to be activated if required

»{ K NBR R20dzyYSyiuay TNRlgrayy KS a{ KIFINBR 52

»520dzYSyi RA&OdzaaA2ydsy FNRY 520 5A4a0d

»t NP2SOU0 RA&OdzaaA2zyaYst FNRY at N22SO0 5A
» Today, notifications apply to a single project and need to be

activated within each of them

02/11/2018 SEPIAC for ETSO AS




)’ Common issues/mistakesCheck In

» Checkeebut documents
» Are not visible to other users

» Are in this state when missing mandatory properties (e.g. following drag &
drop upload)

» Can be identified with a green arrow symbol:

Documents

1 Upload & sync dore w

Find a file L

v D Mame

not checked in % \

» Canbecheckel y 0& Of AMOjahcgdaChexkfiy X B

02/11/2018 SEPIAC for ETSO 30




" Common Issues/mistakes/ersions

» Upload of multiples files for multiples versions

02/11/2018

>»

>»

SEPIAC has buwillt functions to manage versions

File names are used as key identifier for document:
» 1 file name = 1 document

File names should not include dates or version numbers:
>903Y a/ SNEV2HMBEPIIMIOEAm TOR2OE
When uploading new version of a document, the original file name should be kept

Original is not overwritten and not lost, it gets assigned a new version number
All previous versions are kept and retrievable

SEPIAC for ETSO
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)’ Common Issues/mistakes/ersions

» [0 access versions
»/ tA0]1 2y X B *SNRAZ2Y KAAU2NE

Click on date to open the /

corresponding file

02/11/2018 SEPIAC for ETSO 32




