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PURPOSE 

This SOP has been developed to provide guidance to Team Members on how to view and action Read & 
Signs in Vortex. 

 

SITUATION AND ASSUMPTIONS 

All Read and Signs will be posted to the Training module in Vortex.  Team Members will receive e-mail 
notifications to their corporate e-mail alerting them to new Read & Signs requiring their attention.  It is 
each Team Member’s responsibility to check Vortex frequently for new Read & Signs. 

 

CONCEPT OF OPERATIONS 

Email No�fica�on of a new Read & Sign  

Team Members will receive Read & Sign no�fica�ons to their corporate email.   Although the Read & 
Sign is atached to the email, Team Members must follow the link to complete the Read & Sign process.  
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Accessing & Ac�oning Read & Signs in Vortex 

1. Read & Signs requiring aten�on will appear on the Vortex Dashboard along with any training 
that is due. 

2. If you have a Read & Sign due, simply click “View” which will take you to your Training Due page 
which shows you your Read & Signs along with training items. 

 

3. Click on the Read & Sign �tle to be taken to a summary box that gives you basic details of the 
Read & Sign along with a link to the document in PDF format.  
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4. Read The Descrip�on. 
5. Click on the Read & Sign link to view the PDF document (It will open in a new browser tab) 

a. When you have finished the Read & Sign and understand it fully, close the browser tab 
with the document to return to the main Read & Sign page 

6. On the Read & Sign Summary box, click the “I have read and understood this training” box 
7. Click “Save” 

 

To access your complete and due Read & Signs directly from Vortex: 

 

 

1. Go to your Vortex Dashboard 
and click on Training 

 

 

 

2. For completed Read & Signs 
click on “View Training Records 

 

3. For Read & Signs that you have 
not yet completed click on 
“View Your Training Due”. From 
the list you will be able to 
iden�fy Read & Sign items by 
the �tle which will always start 
with “READ & SIGN”  
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To review Read & Signs you have already completed: 

 

 

 

1. Go to your Vortex Dashboard 
and click on Training 

 

 

2. Click on “Records” 
 

 

3. Select the Read & Sign you wish to Review 
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4. Click on the document PDF to view the completed Read & Sign 

 
 

 

 

 

ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 

This SOP applies to all Team Members. 

 

SPECIAL CONSIDERATIONS 

N/A 

 

RESOURCES AND LOGISTICS 

N/A 

 

PROCEDURE DEVELOPMENT AND MAINTENANCE 

This procedure will be owned by Director – Brand Experience and will be reviewed annually. 

 

RELATED DOCUMENTS 

N/A 
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