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HOW TO FIND A DOCUMENT…

 Open Internet Explorer to access the MACL Launch Page



LOCATING THE SOP LINK

 Find the SOP link under Operations



OFFICIAL DOCUMENTS

► The link will open directly to the official approved PDF documents.



SORT / FILTER / SEARCH PROCEDURES

 Hover to the right of any column to access the drop filter options. 
Example: filter by department



SORT / FILTER / SEARCH PROCEDURES

Search Criteria Used

More 
Filtering 
Options

► Enter a search term in the “Search this site…” field.
► Your search results can be further defined by using the links on the left.
► Follow the link to see the full search results in the described category.

Enter a 
search term



OPENING A DOCUMENT

► Clicking on the name link will open a document



PRINTING DOCUMENTS –

 Procedures should be accessed online in order to remain under 

Document Control.

 Printing only as absolutely necessary reduces the chance that an 

outdated document will be used.



IF YOU MUST PRINT A POLICY OR PROCEDURE

► If you really need a copy, you can print by selecting Print from the file menu.



FORMS
► Forms are also under Document Control.
► Print forms as you need them.  This ensures the most current version is available.
► Use the Print option from the File menu to print the form.



QUICK TIPS / REFERENCE

 Departments maintain a table of contents within Document Control.

 Filter by Department and then sort by Procedure Number to quickly 

access the table of contents.

 Many Department documents can be accessed through links in the 

table of contents.

 Contact the Regulatory Affairs Department for more information or 

additional resources.


