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BSI Connect Plus

Section 1 & 2: Introduction and Initial
Set Up
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1) Introduction
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Fig. 1

Welcome to BSI Connect Plus, a web-based compliance management tool from BSI. BSI Connect Plus shares
many features with Connect Portal, with the added ability of creating internal audits, findings and
actions.

This manual will guide you through initial set up, and how BSI Connect Plus can help manage compliance
within your organization. This information is complemented by a suite of instructional videos, found in
the user guides & resources section, under the question mark, in the top right of BSI Connect Plus.

2) Initial Set Up

To see the information contained in section 2 in a video format, see the ‘account activation and password
reset’ video in in the user guides & resources page, under the question mark, in the top right of BSI
Connect Plus.

To begin using BSI Connect Plus, you will be sent an activation email, containing a link to create your
password and username.
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2.1) Activation Email & Password Creation

0® U T w 4« = () v B3 Moveto...
noreply@bsigroup.com B Inbox -...gmail.com 16 September 2020 at 12:36
Your Connect Plus Software user account has been created. v
To: youremail@yourdomain.com,

Reply-To: noreply@bsigroup.com

Dear User,
Your Gonnect Plus Software user account has been created.

Your user account gives you access to both the Connect Plus Web Application and the Connect
Plus Mobile App. There are two ways to activate your account:

1) Desktop Browser: copy and paste this url into your browser

https://bsiconnect.com%:20/Connectinstance/Login/PasswordReset/23fd11¢c6-7d6c-4e7b-ad4a-
aD9fbae89990

2) Mobile App: In the Connect Mobile App, Register using the following:

= Your Usemame: YourlJser
- Your Customer License ID: 1111111

To download the app, search for ‘bsi connect’ in the app store.

Fig. 2

Clicking the link [fig.2] will take you to the registration page [fig.3]. Your username will already be filled in.

Create New Password

Username

Fig.3
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Next, create a strong password that is at least 8 characters long, and contains 1 number and 1 letter.
Click the login button to be taken to the homepage of BSI Connect Plus [fig.4].

2.2) Creating Locations

If you're the first user of BSI Connect Plus in your organization, you can first add your locations. Locations
are an important part of the system; any users created will be associated to a location, and likewise
any records created will also be associated to a location.

Please note, only users with administrator privileges will be able to create locations within BSI
Connect Plus.

.
n bsi.connect Bl & |@ @ rcneiouony
B
&2
My To Do's Updates
Audits 0 Jan 2021
ﬁ B M Actions 27 Mon Tue Wed Thu Fri Sat  Sun
A
- a M Findings 4 1 2 3
& 4 s 6 7 8 9 10
11 12 13 14 15 16 17 Everything from creating standards
- of excellence to training your...
18 19 20 21 22 23 24
25 26 27 28 29 30 3
Ouick Filters Defanlt Dacshhoard
Fig. 4

From the homepage of BSI Connect Plus, select the cog [highlighted in red [fig.4]]. Select ‘locations’ >
‘create locations..

You can also click the button next to ‘locations’ on the locations page.

On the location creation page, type the name of the location in the ‘name’ field. All fields
highlighted with a * are compulsory.

Scroll down and enter the location information into ‘address line T, ‘town or city, ‘postal/zip code’ and
anyother relevant fields.
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To select ‘belongs to), click the E: button, which will open a sub-menu.

This allows you to select where the location sits within the organization structure. If it isn't a sub
location, then select the top-level organization in the tree.

Click when you're finished.

Once you have completed the mandatory fields, click the button in the top right-hand
corner.

Status : Active T Export m m

Fig. 5

If you want to export the location information to a .pdf or .doc file, select ‘export’ [fig. 5]. To remove a
location, select ‘archive’. Click ‘save’ if you make any changes.
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2.3) Creating People

There are two stages to creating a user account; the first stage is creating the person i.e. name, email,
where the person is based, who they report to, etc. The second stage is to create their user details i.e.
their username and their system access.

Please note, only users with administration privileges will be able to create users within BSI Connect
Plus.

To create a user account, click the administration cog (highlighted [fig.6]).
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Fig. 6
Click People > Create Person.
From the people page, clicking the button also takes you to the user person creation page.

On the person creation page, type the new person’s first and last names in the relevant fields. Make sure
to complete all mandatory fields, highlighted with a *.
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Section 3, ‘user details' [fig.7], is where you enable the user access fields. Please note, to successfully create a
user who can log in to the system, section 3 is mandatory.

® 4.0 User Details c User access

Sele: yashboard -- efault Language * Time Zone

L3
L4

Fig. 7

Choose the user's username. This is what they will use to log in to the system. It is recommended that you
keep to a consistent naming convention.

Choose the user's default language, time zone and permission by clicking the S buttons.

2.31) Permissions for User Licenses

Administrators:
Create and edit people and locations
Create and edit records
View dashboards and reporting
Limited by management system and location.

Standard Users:
Create and edit records
View dashboards and reporting
Limited by management system and location.

Read-Only Users:
View records, dashboards and reporting
Limited by management system and location.

23.2) System Access for User

You can grant a user system access to all management systems and locations by selecting the default
option ‘grant access to all management systems and locations, or you can choose to specify them
individually.

If a user does not have access to all management systems and locations, they will only see records tagged
to the management systems and locations for which they have access.
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First, select ‘grant access by management systems and locations' in the system access section.

' Add
To add management systems, click

From the list [Fig. 8], select one or more management systems.
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Records per page: 50 % 1- 18 of 18 records n

Fig.8
Then click m

To add locations, click the B:GEE button.

Select Locations
Q, Search Locations |_= D Selected
(=] Bs

Mo Locations selected

Please select locations from left hand side

Fig. 9
The left side shows your locations. You can search for them by typing in the search field.
The button opens all organization hierarchies. The |_= button closes them.

The right side shows your choices. Click when you're finished.
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Next, choose the location to be the default location when a user creates a record. The location field will
be automatically populated with this location but can be edited per record.

New Record Default Location

@ My 'Based At' Location

O This Location

O No Default

Fig. 10

Below, you can add a photo to the user if your organization requires it [fig.11]. Click

Select file to open your computer’s file selector.

7.0 Photos 2
L)rag&(!rop
Fig. 1
If you need to add any files relevant to this person, you can do so in the references section [Fig. 12].
8.0 References o (D Show reference to this record.
(ki @ =
Upload file Add URL System Record
[Fig.12]

Create

Once you have completed the mandatory fields, click the - button in the top right-hand
corner. Upon selecting ‘create’, the user will receive an activation email inviting them to create
a password for the system.
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