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1. TeamGuru Initial Screen 

 
My Profile 

Settings 
Logout Modules 

Menu 
Switch between module to see the list of 
documents within each module 

News Feed 

News Feed displays key 
system information and 
your colleagues' 
comments. To subscribe 
to the news related to a 
specific document click             
icon           in the 
document's header row 

My Actions – here you 
see all your open tasks 
coming from different 
documents in TeamGuru 
(Action lists, RCCA, 
Quality Alerts…) 



2. Navigate Through Documents 

 
 

Org. structure 
Create New 
Document 

List of documents 

Documents in TeamGuru are stored in org. folders 
that follow your company org. structure. By clicking 
on the org. structure you can display documents 
related to a given part of org structure (site / 
department…) 

Displaying the documents in the selected part of org. 
structure. 
 TIP: click the star icon to add a document to your 
favorites (displayed above module menu) 



3. Create Documents 
 

 
Basic Info 

Enter document name, identify 
responsible person etc. 

Where to 
Display 

Related 
Documents 

By default the document are 
linked with the org. unit you 
used to create a new 
document in. However you 
can add additional org. units 
(folders) where this 
documents will be displayed. 

You can create  links in TeamGuru 
to simplify navigation between 
related documents (e.g. from a 
Metric dashboard to an Action 
plan or RCCA 



4. View / Edit Documents 

 

 

Export 

EDIT Document 

Show links to related 
documents 

Depending on a document 
type, you can export a 
document to a .ppt, xls or 
.pdf 


