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PREAMBLE

SJOP Assessments are organised into Groups of Users that are assigned a specific set of Operational or
Tactical Questionnaires. A User can relate to many Groups and undertake many SJOP Assessments.

All Groups are stored on the SIOP System and not deleted for any reason so to maintain data integrity.

It is possible archive a Group so it is not visible to Pick Lists. An archived Group maybe made active (and
visible in Pick List) at any time by following the steps that are outlined in the guidance below.

INTRODUCTION
The purpose of this document is to provide guidance to Admin Users of how to Archive a Group.

As the system is under continuous development we advise you to check your document revision if you
download and/or print a copy for reference purposes.

USING THE ARCHIVE GROUP FUNCTION

1. LogIn to SJOP as Organisation Admin
2. Click on Group Admin at A as shown in Fig 1.
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Fig 1. Group Admin Landing Page
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3. Find the Group you wish to Archive - the filter shown at B will default to Show Active Groups —
page (refer to C) between Groups to find the Group you wish to Archive
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Fig 2. Locating the Group you wish to Archive
4. Click on the Required Group (say D) you wish to Archive from the Listing this will spawn the

Selected Group Profile Form (refer to E) as shown in Fig 3. To Archive the Group - Click on No for
Active group? (Refer to F) and Click Update button (refer to G)
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Fig 3. Archiving the Group
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Selected Group

Group Profile Form
Activate Group Controls
Update Button
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5. To Reactivate Group — Refer to 3. And use the Archived Groups from the Show Groups filter
and follow the steps but at 4. Click on Yes on Activate Groups.

ends.
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www.magicsguaresystems.com

Magic Square Systems Limited

Company Number: 3680737

More Guidance and Support Information available at:
https://support.magicsquaresystems.com/pages/support/wmfs-sjop

WMFS SJOP Assessment System developed and supported by Magic Square Systems Limited
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