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SUMMARY

When an accrediting organization publishes a new manual in the midst of your assessment, PowerDMS will
notify you that a newer version of the manual is available. This article shows you how to update your
assessment to reflect the new standards manual.

CONTENT

Because accreditation can be a lengthy process, it's fairly common for an accrediting body to publish a newer
version of their standards manual while an assessment is in progress. The steps below will guide you through
moving your assessment to the newest version of a manual whenever a new revision is published.

Note: PowerDMS recommends users talk with their accrediting body before updating to a newer manual.
Once your assessment is upgraded, it cannot be undone.

Upgrading Your Assessment to a Newer Standards Manual

1. A button near the top-right corner of the assessment will indicate when a newer version of a standards
manual has been published. Click the New Version Available button to begin the upgrade process.
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2. When presented with a list of versions of the standards manual, click the upgrade link for the desired
version.

8 Upgrade Assessment

Version Publish Date Expiration Date Upgrade

Version 5.5 5/29/2015 1:40 PM - ﬁ
Version 5.4 2/25/2015 1:29 FPM - Current
Version 5.3 8/20/2014 12:46 PM 9/1/2015 12:00:00 AM Hot Available
Version 5.2 TA3/2014 5.02 PM . Mot Available
51 B6/11/2014 1:40 PM 12/31/2014 12:00:00 AM ot Availabie
Version 5.0 6/6/2014 1128 AM - Mot Available

3. Select View Side-by-Side Comparison and PowerDMS will provide you for a detailed view of the changes
made from the older manual to the newer manual.

® Upgrade Assessment

Step 1 - Standards Manual Change Summary

Upgrading Self-Assessment 2015 - 2018 from Version 5.4 to Version 5.5

Automatic Linking was unchanged (on)

There is 1 affected standard I\Jnew Side-by-Side Comparison

@ 1 standard was changed

& 1.1 Mission Statement

=3 -




Note: Different version of any manual can be compared side-by-side at any time.

4. Once you've reviewed all of the changes, click Next.

5. You will then have the opportunity to create tasks and remove attachments for the standards affected by
the change. Although the "best” choice on this screen may depend on your assessment and the specific
changes made to the manual, PowerDMS recommends creating review tasks for each role in the
assessment. This will give everyone involved with the affected standards a reminder to review all
attachments in the assessment to make sure they are still relevant. PowerDMS does not recommend
removing the attachments prior to a review

Note: The selections made only pertain to standards that changed. Standards that have not changed in the
newer manual will remain unaffected by this process.

@ Upgrade Assessment

Step 2 - Changed Standards Settings

Perform the following actions for each listed role on the 1 standard that were changed by this upgrade:

Role teate review lasks —_femaove pending proofs

Manager reate review tasks Remove all proofs
Team Member reate review tasks | fRemove all proofs
Mock Auditor reate review tasks DRemove all proofs

Final Auditor reate review tasks

L]
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[CRemove all proofs

6. If you choose to remove all proofs, the only proofs that will be removed will be attached to the affected
standard(s) in the upgrade. All proofs in the assessment will not be removed.

7. Once the desired selections have been made, click Next.
8. PowerDMS will then provide a summary of the pending changes.

9. To accept all of the changes listed and finish the process of switching to the newer manual, click Finish &
Upgrade. You may then resume work on your assessment.
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@ Upgrade Assessment

s 1.1 Mission Statement.

Step 3 - Overview and Finish
Changed Standards: 7

1 standard was changed.

Tasks - The following roles will have 7 review tasks created:

Manager
Team Member
Mock Auditor
Final Auditor

‘ Back ‘ Finish & Upgrade _
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