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How to: Read and Understand a Document

1. Go to the Business Data menu.
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2. Select the Document entity.
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3. Select the document you want to Read and Understand.
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|§ name DESCRIPTION

Document_01 [A] Instructions Handling Hazardous Materials

4. Select the Read and Understand button.

Also, the Read and Understand operation can be done through the Browse Documents page, in the Quality
Menu, or even when it is triggered by context keys (e.g. Track-In).

For more information, see Read and Understand Document - Critical Manufacturing Documentation Portal
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gCument

|E Document_01 [A.1] A (Default) » 1 (Effective) =

~ DETAILS

Document Content
Mame: Document_01 @ Source: Internal
|E Description: Instructions Handling Hazardous Materials File: Instruct
Type: Im Generic Change Description:

Universal State: Effective

5. When you have read the document, select the Read and Understood checkbox.
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must take the following actions when accepting or releasing

fcontainers transporting jous materials:
1. Recognize trailers/containers transporting hazardous
materials Section Il

2. Accept trailers/containers transporting hazardous materials
that are properly prepared for rail ransportation; reject
trailers/ containers transporting hazardous materials that
are not properly prepared.  (In gate transaction)

Required Tasks

« Verify availability of required documentation (billing) Section lll
« \erify that shipping papers have appropriate entries Section Il
= Verify that trailers/containers transporting hazardous

materials are not leaking Section IV
= Verify that trailers/containers transporting hazardous

materials are properly placarded Section V
= Verify that trailers/containers transporting hazardous

materials are properly marked Section VI

3. Release trailers/containers transporting hazardous
materials that are properly prepared for transportation by
highway; do not release trailers/containers transporting
hazardous materials that are not properly prepared.
(Out gate transaction)
Required Tasks
= Verify availability of required documentation (billing) Section lll

* Obtain the shipping papers and verify they have

D Read and Understood

6. Select the Read and Understood button.
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Planning and Logistics
E e Responsibllities of Gate Clerks
In addtion o thei nommaldute, gate lrks (employees or contractors)
must take th folowing actons when acoeping or reeashng
fersloonainers ansporing hazardous matenals
1. Recognize ralerscontaners ansporting hazardous
ateral. Soction
Accept rallrsiconlainers ransportng hazardous malerials
hat are propary prepared fo ol rangporian: fect
wlers/ continers ransporting hazardous materils at
are no propery repared. (1 gate ransaction)
Required Tasks
Apps - Verly avaiabity of required documenation (iing)  Saction Il
- Verty that shpping papers have appropriat enties  Saction I
- Verly that uailers/conainers ansporing hazardous
materils are ot leaking Section IV
- Verly that ailesiconaines transporing hazardous
ateyls are propert placarded Section v
- Vertythat ailesiconaines ransporing hazardous
materil are propery marked Section i
Release talerscontainers ansporting hazardous
materas tha are property prepared fo ransportaion by
Tighway, do ot releas raers/containers ransporting
s malral thet o ot propeny prepared
(Out gate transaction)
Required Tasks
 Verty avaiabity of required documenation (iing)  Section Il
1y they have
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