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Haufige Fragen / Frequently Asked Questions

Allgemeines / General information

What is Lexplus?
How do | get access to Lexplus?
| am interested in Lexplus, who should | contact?

Erste Schritte / First steps

How does login work for new users?

What steps do | need to take as a system administrator before | can give the legislation docu-
ment to my colleagues for editing?

What is the quickest way to complete my legislation document?

How do | edit the legislation document after an update?

Where can | change my password?

| lost my password, what can | do?

Gesetzesdokument bearbeiten / Editing the legislation document

Generell / General Information

How does site selection work?

What is included in my legislation document?

What information can | find under SUVA Checklists?
What are “Removed items”?

Is there an archive?

What are individual requirements?

How do | export the document?

Can the document be reimported?

Gesetzesliste / List of laws
What information can | find in the List of laws?
What do “applicable” and “not applicable” mean in the “Applicable” column of the list of laws?

Forderungskatalog / Catalogue of requirements

How do | group or display requirements differently?

How do | enter my data in the Requirements tab?

How do | define responsibilities?

How do | assign responsibilities for the requirements?

Can | define a master view?

What are site objects?

Can | display site objects in groups?

Can | rename site objects individually and directly assign responsibilities for them?
How do | customise the view?

How do | find further information about the requirements?

How do | filter the entries by keywords?

How do | customise the column headers?

Why are some requirements in different colours?

Something is missing in my legislation document, what can | do?

My legislation document contains requirements that are not relevant to me, what can | do?
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Auswertungen / Assessments

What information can | find on the start page?

What types of assessments are possible?

What diagrams are available?

What information can | find in the overview?

What information can | find under Legal Compliance?
How do | work with the master document?

Benutzerverwaltung / User administration
How do | reqgister new users?

What do the different roles in Lexplus mean?

Where can | change my password?

| lost my password, what can | do?

Massnahmen / Measures
How do | enter and monitor measures?

Weiteres / Other

Does Lexplus work with all web browsers?
Are there maintenance interruptions?

What files are available in the download area?
How do | subscribe to the Neosys newsletter?

Does Lexplus have backups and how long are they stored?

Neosys AG
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What is Lexplus?

Lexplus is an online tool used to demonstrate and monitor an organisation’s legal compliance,
and to provide proof of compliance with the requirements of the ISO 14001, ISO 50001 and ISO
45001 standards in terms of procedures and evidence. Under Swiss law, compliance with the
legislation can only be declared by the company itself or by the authorities.

Lexplus FAQ
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How do | get access to Lexplus?

You can get access to our online legal database with your individual legislation document after
the initial legislative analysis and the creation of your document. If your company is already a
Lexplus customer, your system administrator can give you access.

Please contact us if you would like to know more about Lexplus:
lexplus@neosys.ch
032 674 45 11

Back to overview
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How does login work for new users?

After you create an account, we register a new user for this account. This user will receive an e-
mail from lexplus@neosys.ch with their password.

LEXPLUSER « & Logi

die online

Gesetzesdatenbank von LOQm
neo
sysm .
am Please log in
Neosys AG =
Privatstrasse 10
CH-4563 Gerlafingen &

Tel: +41(032 674 45 11
lexp
et

Stay logged in?

Forgot password?

The login uses the registered e-mail address for this user. Please change the automatically gen-
erated password after the first login.

Back to overview
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Where can | change my password?

You can change the password in your user profile.

LEXPLUSER «

¥ Lexplus-Demo - Dashboard @

News  Degree of fulfiment all locations ~ Amendment of the legislative at  Comments  Consultations
Measures

Administration ¢ Degree of fulfilment all sites

Download area <

Assessments <

—————{Unde
NotFuilled: 33

English Welcome, Konstantin Kosicek 34

& User profile

? FAQ
&d Help desk

® Logout

After opening your user profile, you can change your password by clicking on “Edit password”.

Edit password

Guideline: The password must at least include 6 characters, 1 capital letter (A-Z) and 1 number (0-9).

Please enter your old
password.

New password

Confirm new password

Edit password

You will need to enter your old password, and then choose a new one. Please note that the
password must contain at least 6 characters, including at least one capital letter (A-Z) and one
number (0-9).

Back to overview
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What is the quickest way to complete my legislation document?

Go to the Lexplus web page.

To log in as a new user, you will need the automatically generated password and your e-
mail address.

On the start page, click on “Sites” in the menu on the left to access Site selection.

Click on “Current legislation document” to access the List of laws for the site selected.
When the legislation document is first created, the List of laws is for information pur-
poses only.

In the legislation document, select the “Requirements” tab.

By default, requirements are grouped by “Site object”.

To view all requirements for the individual site objects, click on the symbol ».

We recommend that, as a rule, you do not edit the document independently, but assign
all requirements to a person/function in the company.

To do this, functions must first be assigned to the users registered in the administration
area, e.g. ‘security officer’.

In the administration area, the responsibility must be recorded under the "Responsibili-
ties" tab. It can then be assigned to a user.

Under “Administration legislation document” in the administration area, you can assign
all the requirements for a site object to a responsible person for each site.

Or you can directly assign requirements to a responsible person or function under “Re-
quirements” in the legislation document by using the drop-down menu of the column
“Responsible”.

Proof of legal compliance can be entered in the “Fulfilment” column of the "Require-
ments" tab in the legislation document. You can choose between "Yes", "No", "Under as-
sessment", "Not relevant” or “not edited” . This will affect the dashboard on the start
page. ltems that have not been edited (i.e. empty fields) are identified as "Not edited" by
the system.

Under User administration, assign a role to the persons who will be editing requirements.
The roles can be selected so that the user only sees their own requirements, or all re-
quirements in the document and all sites.

Additional users go directly to the “Requirements” tab of the legislation document.

Use the filter in the “Responsible” column to search by person/function entered, so that
the person responsible only sees the requirements that have been assigned to them.

Back to overview
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How do | edit the legislation document after an update?

Go to the Lexplus website.

Use the password you chose after your first login.

Do you need a new password?

On the start page, click on “Sites” in the menu on the left to open Site selection.

Click on “Current legislation document” where you directly access “Requirements”. Open
the “List of laws” tab to access the List of laws for the site.

Requirements Removed items ndividual requirements SUNVA checklists

In the list of laws, filter by “new” and “New version” in the “Status” column to display only

the changes made since the last version.

You can additionally filter by "Applicable" in the "Applicable" column to only display the

law amendments that are relevant to you. (Note: in this case, many of the law amend-

ments won't be visible to you.)
]

Applicable [\Legislative T
act

i Neosys
commentary

& Contents & status Bl |

Clicking on the field in the "Neosys commentary" column opens a short description
of the current amendment. If needed, the text of the law amendment can be viewed di-

rectly in the “Source” column. This data is for information purposes only. The only entry
you can make here is to enter measures for the relevant laws in the “Measure” column;
these will then appear under "Measures" in the main menu on the left.

Open the “Requirements” tab in the legislation document.

List of laws Removed items ndividual requirements SUVA checklists

Here too, you can first sort by “New” and “New version” in the “Status” column. These
requirements must be processed to prove compliance with the law.

Use the instructions provided under How do | find more information about requirements?
to directly access our commentary on each individual change in the statutory require-
ments.

Back to overview
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| lost my password, what can | do?

Option 1

You can reset your own password. On the Lexplus start page, under the login field, click on
“Forgot password?”. A new password will be sent automatically to the e-mail address you regis-
tered and can be used immediately. Please change the automatically generated password after

logging in.

Please log in

&4
&,

(J Stay logged in?

Login

Forgot password?

Option 2
Your system administrator can reset the passwords for all users by clicking on the key icon next
to the user name under User administration:

2
O,
®

The password is then sent automatically to the e-mail address registered for the user.

Back to overview
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What information can I find on the start page?
There are 5 dashboards on the start page.

The “News” dashboard is displayed first by default. Here, you can view news from Lexplus with
information about important legislative news, planned maintenance interruptions and events.

The “Degree of fulfillment all locations” dashboard displays the current compliance level of the
entire company. You can also monitor this progress under Legal Compliance in the “Assess-
ments” menu.

Lexplus-Demo - Dashboard @

MNews Degree of fulfilment all locations Amendment of the legislative act Comments Consultations
Degree of fulfilment all sites

Fullfillad: 1553

B Motfulfilled: 33

B Underassassment: 226
Mot edited:478

L5

The “Amendment of the legislative act” dashboard provides an overview of all changes to legis-

lative acts recorded in your legislation document in Lexplus (which can be filtered by site).
Here you have the option of entering individual measures for any law amendment. You can also
view the amendments in the current list of laws of your legislation document.

The “Comments” dashboard provides you with an overview of significant and important changes
to legislative acts recorded in your legislation document in Lexplus (which can be filtered by site

), including access to the explanatory commentary from Neosys. You will also find a short de-
scription of the commentary and have the option of entering individual measures for the
changes.

The “Consultations” dashboard shows information planned, ongoing and completed consulta-
tions concerning changes to legislative acts recorded in your legislation document in Lexplus

(which can be filtered by legislative act and by phase). This enables you to prepare for future
changes to the law. You can also enter measures here.
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The main Lexplus menu on the left contains the following menu items:
e Sites (contains the legislation document),
e Measures (contains a list of all measures you have entered),
e Administration (access to administration of the leqgislation documents and user manage-
ment),
¢ Download area (option to download legislation documents, newsletters and reports),
e and Assessments.

The menus “Administration”, “Download area” and “Assessments” are only visible to the system
administrator role. In addition, the menus “Download area” and “Assessments” are visible to the
auditor role.

LEXPLUSES «

Home

Sites

Measures
Administration <
Download area <
Assessments <

Back to overview
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How does site selection work?

When you click on “Sites” (or the chosen individual header) in the main menu on the left, you
are directed to the site selection.

Sites @

» Zirich (Arbeits- und Umweltschutz)

» Lugano (AS/US)
» Lausanne (AS/US)
» Luzern (HR)

If different sites are registered in Lexplus, you can select the individual legislation documents
here.

Back to overview
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How do | register new users?

Your Neosys contact person is registered as the system administrator (see What do the differ-
ent roles in Lexplus mean?). The system administrator can register new users.

User administration can be found under “Administration”.

User administration @

Show inactive users

pm:

Clicking on the pencil icon opens the following window:

Add new user X

First name:*

Name:*
E-mail:*
Language:* v
Roles: Auditor

Editor

Systemadministrator

User

Newsletter

Please save the access rights before creating the user.

Active:* \/

You can enter all relevant data in this window. The password is sent directly to the e-mail ad-
dress registered. To complete the process, you must activate and then save the user.

Back to overview
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What do the different roles in Lexplus mean?

Roles:

Auditor

Editor
Systemadministrator
User

Newsletter

When you add a new user or edit an existing one, you can assign different roles to this user:

System administrator: The system administrator has write access to all documents in the ac-

User:

Auditor:

Editor:

Newsletter:

Back to overview

count. In addition, the system administrator can access the administra-
tion area and view all Assessments as well as the download area.

You can assign individual read or write permissions for all sites to us-
ers with a “User” role. If neither read nor write permissions are selected
for a site, this site won’t be displayed to the user.

The “Auditor” role can be assigned as a single role or in addition to the
“User” role. Auditors have access to the Assessments and to the down-
load area. If they are not also assigned the “User” role, auditors don’t
have access to the legislation documents.

The editor can only edit the requirements that have been assigned to
them in the “Responsible” column of the legislation document. All other
requirements are not visible to this role.

Assign the “Newsletter” role to subscribe to the Neosys newsletter.
When this box is selected, the line “Newsletter delivery period” appears
above it, allowing you to choose whether the newsletter should be de-
livered every month, every three months, or every six months. The role
“Newsletter” can be selected in addition to any other role, but you can
also create a user with only this role.

Add new user X

| 3

First name:*
Name:*
E-mail:*

Language:*

< Newsletter delivery pe@

1 Month

- |KI

o

Roles:
3 Months

6 Months

Systemacminisirator

Neosys AG
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What is included in my legislation document?

Standort Ziirich (Arbeits- und Umweltschutz) - legislation document of 13.12.2023

Requirements List of laws Removed items ndividual requirements SUVA checklists

The legislation document contains five tabs.

The List of laws contains all laws concerning the site. It also contains an overview of the law
amendments in chronological order. For each amendment, there is also a note indicating
whether the site is affected. In addition, measures can be entered directly in the list of laws.

In the Requirements tab, legislative acts can be broken down to individual requirements, sorted
by site object and edited. Here too, you also have the option of entering individual measures for
any requirement.

The Removed items tab shows the requirements that have been removed during an update of
the legislation document. This can happen if the requirement was deleted (following a revision
of the law or the replacement of the installation concerned in the company), or if Neosys has as-
signed it to another site object. In this case, the requirement would still be found in the docu-
ment.

Specific requirements can be entered in the Individual requirements tab. A definition of “individ-
ual requirements” can be found in the corresponding section.

The SUVA checklists tab provides an overview of all SUVA checklists that are relevant for the
selected site, provided you have subscribed to the "Occupational safety" legal area in your leg-
islation document.

Back to overview
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What information can | find in the List of laws?

The list of laws is for information purposes only. All legislative acts that contain requirements
relevant to your company are listed here, provided they fall within a legal area that has been
taken into account in your legislation document (environment, occupational health and safety,
HR, food, medical technology, etc.). Each line represents an amendment of the legislative act
and includes the date of entry into force and a commentary on the amendment by Neosys (see
also What do “applicable” and “not applicable” mean in the “Applicable” column of the list of
laws?). When your document is updated, the new changes are displayed here and marked as
new in the "Status" column. The view of the list of laws can be customised to display the desired

overview. The list can be exported as an Excel document.

Requirements  Listoflaws  Removed items ndividual requirements SUVA checklists

List of laws @

& Collapse all Expand all £ Customisation of the view Y Export as XLSX

Editor

- e Neosys
t | Modification of Y | Effective | W | Source easure & Neosy a & Y | Commentary

egislative Ne. i - "
act : T T | Editor commentary Contents Status
’

ZH: Besondere 70021  Kanton 6/8/2022 9/1/2022 & &
Bauverordnung Ziirich

|
New (0)
In progress (0)
Completed (0)

»

The “Source” column refers directly to the official gazette or the documentation that triggered
the amendment.

In the “Neosys commentary” column, you can view our commentary on the law amendment.
In the “Commentary” column, you have the option to enter and save your own commentary re-
garding the law amendment.

Back to overview
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How do | enter my data in the Requirements tab?

By default, the “Requirements” tab groups entries by site object. The columns up to and includ-
ing “Status”, plus the column on the far right, “Effective”, are defined by Neosys and can'’t be ed-
ited.

Standort Ziirich (Arbeits- und Umweltschutz) - legislation document of 13.12.2023

) =@
Ba

To record proof of legal compliance, click on the field below “Fulfilment”.

Fulfilment ‘
e -]
No

Under assessment

Not relevant

Not edited

You can make entries in all columns to the right of “Fulfiiment” (beside “Effective”).

You can also enter a link to the corresponding document in the "Document location" column.

You must save your entries by clicking on the diskette symbol (bottom right). If you exit the
page without saving entries, a notification will be displayed.

The “Responsible” column must be predefined in the administration area beforehand. You can
then select the responsible persons from the drop-down menu. You can adjust the view to dis-
play an overview.

Back to overview
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How do I find further information about the requirements?

To view more information a requirement, click on the symbol » next to it.

Abgabe von Elektroschrott §14.600
Vermeidung und die
Entsorgung von Abfillen

Werordnung dber die Art. 11

..- & Legal areas & site object 17 | & ne Y | & Legislative act T | & Artice & Description
Clear El - - El ° -

() 2 Wer Produkte herstellt, muss die
Produktionsprozesse nach dem Stand der Technik so
ausgestalten, dass méglichst wenig Abfille anfallen und
die anfallenden Abfille maglichst wenig Stoffe
enthalten, weiche die Umwelt belasten.

The page will then display information regarding the legislative act (registration number, source
etc.), the version of the legislative act on which the requirement is based, and the requirement

itself (specific article).

Legislative act Version of legislative act Requirement

Description Wer sich eines Gerdtes oder eines Bestandteils entledigen will, muss dieses
Sammelstellen, welche diese Dienstleistung fiir Gerste oder deren Bestandteile anbieten.

Article Art 5

Coming into force 01.01.2022

Authorisation
Proof

einer Handlerin oder einem Handler, einer Hersiellerin oder einem Hersteller oder einem Ei

This information can be useful in case of a change in the requirements.

It is also possible to access the commentary on an amendment directly under the “Version of

legislative act” tab:

Abgabe ven Elektroschrott 514,620 Verordnung Ober die

Rickgabe, die Ricknahme

und die Entscrgung
elektrischer und
elektronischer Gerdte

Viersion of legislative act

Requirement

Legislative act

Maodification of

Art. 5 Wer sich eines Gerates oder eines Besta
entledigen will, muss dieses einer Hind
Handler, einer Herstellerin oder einem ¢
einem Entsorgungsurternehmen zuriich
ist auch die Rickgabe an &ffentiiche Sal
welche diese Dienstleistung fiir Gerate ¢
Bestandieile anbieten.

Effective
Source i
Commentary “Applicable” exPlus/2022_1/Deutsch/1169_814

620_VREG_20_10_2021_betroffen.pdf ==

Back to overview
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How do I filter the entries by keywords?

In each column, you can search for terms in the field directly under the column header. The
cells containing the search term will be displayed in the columns with full text. In the columns
with a drop-down menu, the category closest to the search term will be displayed.

Back to overview
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How do | customise the view?

By default, several columns (last check on, next check on, check mode, etc.) are hidden. All col-
umns can be shown and hidden as required.

Open the “Customisation of the view” tab.
Standort Zirich (Arbeits- und Umweltschutz) - legislation document of 13.12.2023

Requirements List of laws Removed items Individual requirements SUVA checklists

Requirements @

B Collapse all Expand all [ #* Customisation of the view © Y Filter for site object | ¥ Export as XLSX

A e

Then select “Column Chooser”.

X Sorting Grouping Filtering Column Chooser O

= Legal areas Gy
= Site object ©®
= No ®
= Legislative act ®
= Article ©
= Description 1O
= Authorisation L O
= Proof
= Status ©®

Here you can hide and unhide the columns as required by clicking on the eye symbol. Addi-
tional columns and any customised columns can also be hidden or displayed using this menu.
The order of the entries can be changed by left-clicking on an entry and dragging it up or down.
Do not forget to save the selection by clicking on the top right ().

Back to overview
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What are “Removed items”?

The Removed items tab shows the requirements that have been removed during an update of
the legislation document. This can happen if the requirement was deleted (following a revision
of the law or the replacement of the installation concerned in the company), or if Neosys has as-
signed the requirement to another site object. In this case, the requirement will still be found in
the document.

Back to overview

Neosys AG Page 23 of 56



Lexplus FAQ Neosys AG

Is there an archive?

Yes. To access the archive, go to the menu item “Sites” in the main menu on the left.

Sites @

Click on the » symbol to display further information the site.

The archive can be found under the tab “Legislation documents”.

Sites @

I S

Zrich (Arbeits- und Umweltschutz)

Legislation documents

Overview of legislation documents

12/13/2023 Current legislation document
3/16/2023 Archived legislation document
12/15/2022 Archived legislation document

Old documents, including documents with the individual requirements, are archived as soon as
Neosys publishes an updated version of the document. Each document can be opened in Lex-

plus (folder icon ) or exported as an Excel file (Excel icon 7).

Back to overview
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What are individual requirements?

Individual requirements can be found under a separate tab in the legislation document. They
can be edited by any user with write permission for the corresponding site. Individual require-
ments can be entered under the “Individual requirements” tab by clicking on the pencil to the left
of “Facility / activity”.

Standort Ziirich (Arbeits- und Umweltschutz) - legislation document of 13.12.2023

Requirsmeants List of laws Remaoved items SUVA checklizts

Individual requirements @

'=."a'"551 on objectives. directives, additional requirements associated with validations

Abwaszeraniage | Gichl Einlzitbedingungen Gemazinds XY 8/16/2016 17/2020 kcH Machweis

To save your entry, click on the diskette icon'" at the bottom right.

Individual requirements are part of the company’s binding obligations. They are additional re-
quirements that the company must imperatively meet, but which are not enshrined in legislation.
They may be statutory requirements arising from permits, provisions, etc.

Back to overview
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How do | export the document?

Option 1: Export the complete legislation document
You can find the export file of the complete legislation document in the archive. For this, click on

the Excel icon 'zl next to the relevant document.

Home S |
Ites @
= I N
Measures
Administration < ‘O Ziirich (Arbeits- und Umweltschutz)
Download area <

Legislation documents

Assessments <

Overview of legislation documents

. 12/13/2023 Current legislation document

3/16/2023 Archived legislation document

Option 2: Export a selection of requirements or laws

In the customer document, under the “Requirements” or “List of laws” tabs, the current view can
be exported by clicking on “Export as XLSX”. Any filters, groupings, etc. that have been set are
retained. This allows you to create for example lists of requirements or laws directly and easily
for the relevant responsible persons.

Standort Zirich (Arbeits- und Umweltschutz) - legislation document of 13.12.2023

Requirements List of laws Removed items Individual requirements SUVA checklists

Requirements @

& Collapse all Expand all £ Customisation of the view Y Filter for site obje -t | Y Export as XLSX '

Option 3: Export the overview for selected sites

In the Assessments menu, under Overview, the current view can be exported by clicking on
"Export as XLSX". Any filters, groupings, etc. that have been set are retained. This allows you,
for example, to compare directly, easily and precisely the Requirements assessment for the se-
lected sites.

Overview ©

Please select the requested sites (max. 10)

\/ Lausanne (AS/US) Lugano (AS/US) Luzern (HR)

Normen Basel (Lebensmittel) Bau

Unternehmen allgemein Bern (6ffentlicher Verkehr) St. Gallen (Medizinprodukte)
J Zirich (Arbeits- und Umweltschutz) Gerlafingen (Datenschutz)

Save selection

& Collapse all Expand all | ## Customisation of the vicw | T Export as XLSX ’

Option 4: In the Download area

Back to overview
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Can the document be reimported?

Neosys gives you the option to re-import Lexplus data that have been exported. The import
function only works for a complete Excel document and only if the designated cells in Excel
have been edited and no rows or columns have been moved. With the import, all data stored in
Lexplus is overwritten. Please contact your contact person at Neosys if you wish to make use of
this option.

Back to overview
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Are there maintenance interruptions?

We will inform you as early as possible of any maintenance interruptions. This information can
be found on the start page (after logging in) under “News”. We recommend that especially in the
case of an upcoming audit, you check whether a maintenance interruption is planned. When-
ever possible, maintenance interruptions take place in the evening or on the weekend so that
you can use Lexplus without interruption. Occasionally, interruptions may also be necessary
during lunchtime.

Back to overview
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Does Lexplus work with all web browsers?

Yes, the Lexplus start page is tested regularly with all current web browsers (Microsoft Edge,
Internet Explorer, Firefox, Safari and Chrome).

Back to overview
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What are site objects?

Neosys defines site objects individually for each site during the initial legislative analysis or the
transfer from an Excel document. Site objects are facilities, activities and products that exist at a
site or are sold by a site. Site objects can be named individually by Neosys and the assigned
requirements are also customisable. Requirements can be relevant for several site objects,
which is why the same requirement can appear several times in the document.
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How do | customise the column headers?

The column headers can be customised by a system administrator for each site in the admin-
istration area, under “Administration legislation document”.

LEXPLUSE «

Home
Sites
Measures

‘n' Administration v

Administration legislation
document

User administration

Download area <

Assessments <

Select the “Column headers” tab and enter the name of the column for the selected site:

legislation document

Responsibilities Master view Column headers Site objects

Column headers @

T P P [V Y PV P

Zurich (Arbeits- und
Umweltschutz)

Lugano (AS/US) Misure

Lausanne (AS/US)
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Why are some requirements in different colours?

To highlight the importance of the requirements for authorisations and evidence, authorisation
requirements are marked in blue and proof requirements in red. We have predefined these spe-
cial requirements for you to signal the need to submit a document. Special attention should be
paid to these requirements.

In addition, lines that combine a requirement for authorisation and proof have a back-
ground.

Jus
I i Dﬁcnptlun I

T Autorisati EI .I.,'t"'"

1 In den Gewisserschutzbersichen Au und Ao sowis J J
den Zustrdmbersichen Zu und Zo bedarf das Erstellen

oder Andem von Lageranlagen fiir Stoffe der

‘Waszergefahrdungsklasss 7 mit mehr als 2000 Litern

Mutzvolumen pro Tank sowie von Umschlagplitzen fiir
wassergefihrdende Flissigkeiten einer Bewilligung.

Requirements with the fulfiiment status “Yes” have a light green background in Lexplus.

I i [chptlun i Jtdtu-t T Acujmpﬂl_scrnem“ I

1 In den Gewisserschutzbersichen Au und Ao sowis J J Qi
den Zustrdmberzichen Zu und Zo bedarf das Erztellen

oder Andem von Lageranlagen fiir Stoffe :|E

‘Wassergefihrdungsklasss 1 mit mehr als 2000 Litern

Mutzvolumen pro Tank sowie von Umschlagpldtzen fiir

waszergefihrdende Fluszighks!

iten siner Bewilligung.
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What do “applicable” and “not applicable” mean in the “Applicable”
column of the list of laws?

The “Applicable” setting relates to the effects of a legislative change on your company. If the

box in the “Applicable” column is ticked ( ¥ = change), the change has an impact on the com-
pany or triggers a need for action. This is an initial assessment by Neosys based on your cus-
tomer profile in Lexplus and the experience of Neosys employees.

However, your company is affected by all legislative acts recorded in the list of laws, otherwise
the entry would not appear in this list. We recommend that you monitor all new legislative
changes to ensure that no important information is lost.

Back to overview
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Something is missing in my legislation document, what can | do?

Please get in touch with your Neosys contact person, who can record new site objects and add
them to your document. Alternatively, they can also be entered temporarily under "Individual re-

quirements”.

Please contact Neosys:
lexplus@neosys.ch
032 674 45 11

Back to overview
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My legislation document contains requirements that are not relevant
to me, what can | do?

Please select “Not applicable” in the “Fulfiiment” column for these requirements. Some require-
ments may be listed simply to document that they have been taken into account. If you no
longer wish to have non-applicable requirements in your legislation document, please contact
your Neosys contact person who can remove them from the document.

Please contact Neosys:
lexplus@neosys.ch
032 674 45 11

Back to overview
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| am interested in Lexplus, who should | contact?
Please contact us, we will be happy to provide you with further information.

lexplus@neosys.ch
032 674 45 11

Back to overview
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Can | display site objects in groups?
Yes, this is possible with the site object filter. You can find it under the “Requirements” tab.
Standort Ziirich (Arbeits- und Umweltschutz) - legislation document of 13.12.2023

Requirements List of laws Removed items Individual requirements SUVA checklists

Requirements @

8 Collapse all Expand all

& Site object 1 Y

The filter for site objects shows individual site objects in categories:

& Customisation of the view ' Y Filter for site object l Y Export as XLSX
—

Filter for site object X

B | Name

v B Gebéude/Infrastruktur

Heizungen und Feuerungen

Sozialrdume

Zusétze Brandschutz

» Klima/Kalte

’ Weitere Objekte Infrastruktur

’ Entwasserung und Abwasserbehandlung
4 Energieerzeugung und Verteilung

- J Lagersysteme
4 J Tankanlagen / Gebindelager
‘/ Gebindelager leichtentziindliches

W/  Férdereinrichtungen

Brandschutz
4 Pflichten Arbeitsschutz
4 Produkte und Dienstleistungen
3 Arbeitsplatze und Anlagen
3 Standort allgemeines
3 Logistik
» Entsorgung

Cancel Save N

The selected site objects (or categories) can be directly used as filter in the document.
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Can | rename site objects individually and directly assign responsibili-
ties for them?

Yes, this is possible. A system administrator can rename site objects for each site in the admin-
istration area, under “Administration legislation document”.

LEXPLUSER «

Home
Sites
Measures
£ Administration ¥

Administration legislation
document

User administration

Download area <

Assessments <

To do this, select the “Site objects” tab and in the middle column “Site object”, rename the site
object for the relevant site:

legislation document

Responsibilities Master view Column "Ead

The site objects can be renamed here. 0

u Standort Y | Site object T | Responsible
3 Zirich (Arbeits- und Umweltschutz] Stapler

» Zdrich (Arbeits- und Umweltschutz) Abgabe von Sonderabfillen Chemikalienverantwortlicher

It is also possible to assign a site object directly to a responsible person. For further information,
please see “How do | assign responsibilities for the requirements?”.

Back to overview

Neosys AG Page 38 of 56



Lexplus FAQ Neosys AG

How do | define responsibilities?

A system administrator can assign responsibilities for each site and for each user in the admin-
istration area, under “Administration legislation document”.

LEXPLUSE3 «

Home
Sites
Measures
£ Administration ¥

Administration legislation
document

User administration

Download area <

Assessments <

You can filter the relevant site under the “Responsibilities” tab. Here you can click on the pencil
symbol in the black bar in the ‘Responsibilities’ worksheet to enter a new responsibility.

legislation document

\ Responsibilities Master view Column headers

L

ite of

[
K=}
il

Responsibilities @

Zirich (Arbeits- und Umweltschutz) E|

Zirich [Arbeits- und Umweltschuiz) QSHE Manager

Zurich (Arbeits- und Umweltschuiz) Facility management

First, select the “Standort” and afterwords you can enter the responsible function or person in
the middle column “Function” (e.g. ‘QSHE Manager’) and save it by clicking on the icon at the

bottom right ). Once the responsibility has been saved, you can select previously entered us-
ers in the “Users” column on the right by clicking on “edit” (see next page):

legislation document

Responsibilities Master view Column headers Site objects

Responsibilities @

Standort B | Function

Clear Ziirich (Arbeits- und Umweltschutz) El
Ziirich (Arbeits- und Umweltschutz) QSHE Manager Martin Demo, Imme Rutzen, Danielle Diiby
Zurich (Arbeits- und Umweltschutz) Facility management Martin Demo
Zirich (Arbeits- und Umweltschutz) Arbeitsmittel Unterhalt Martin Demo

Neosys AG Page 39 of 56



Lexplus FAQ Neosys AG

The requirements are then assigned to the responsible persons in the current legislation docu-
ment of the site (see main menu “Sites”). The assignment of responsibilities in the Require-
ments document is particularly important when users are entered as editors, as they only have
access to requirements that have been assigned to them.

Several users can be assigned to each function. The users can be directly selected among the
users registered in User administration:

| user -
Y
Danielle Dby 3
' v Do
dl 8 I
mme Rutzen
Marion Kdrner
Leonie Liechti
J’ Danielle Dby
Selected: 2 Danielle Diiby
Katja Moller
1 Konstantin Kosicek
Nathalie Baumeler-Locatelli

=

However, users do not necessarily have to be selected to define a function. Functions can be
selected using the drop-down menu in the “Responsible” column of the legislation document.
Please note that in order for them to appear in that location, they must first be entered here.

The responsibilities saved here can then be selected using the drop-down menu in the “Re-
sponsible” column of the legislation document and assigned to the individual requirements. It is
also possible to assign responsible persons directly to a site object. See “Can | rename site ob-
jects individually and directly assign responsibilities for them?*.
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Can | define a master view?

Yes, as a system administrator you can define a master view for each site under “Administration
legislation document”.

LEXPLUSE3 «

Home
Sites
Measures
£ Administration ¥

Administration legislation
document

User administration

Download area <

Assessments <

To do this, click on the “Master view” tab and select the columns you wish to display for the rele-
vant sites:

legislation document

Select the columns that will be displayed to the user. 9

Lausanne (AS/US)

Description Authorisation Si s Fulfilment Measure Last check on Next check on Checking method

v v v v v

Normen

v

Unternehmen
allgemein

<
&R TR
NN R
N NS

v
v
Zirich (Arbeits- V]

und
Umweltschutz)

«

The master view can only be defined for new users, as the columns will then be saved individu-
ally in the account settings.
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What types of assessments are possible?
The legislation document contains three types of assessments: Diagrams, Overview and Legal

Compliance (which shows progress made). Only users with the role “System administrator” or
“Auditor” have access to the assessments.

LEXPLUSES «

Home

Sites

Measures

Administration <

Download area <

il Assessments v

Diagrams
Overview

Legal Compliance

Back to overview
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What diagrams are available?

The following diagrams can be created for each site:
By degree of fulfiiment

Requirements requiring authorisation
Requirements requiring proof

By site object

By legal area

By responsibility

Assessments Standort Ziirich (Arbeits- und Umweltschutz)

Degree of fulfiiment Requires authorisation Requires proof Site objects Legal areas Responsibilities

Fullfilled: 180

I Notfulfilled:7

B Underassessment: 29
Not edited: 188
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What information can | find in the overview?

In the overview, the requirements for selected sites can be compared by degree of fulfilment,
status and legal area.

Overview @

Please select the requested sites (max. 10)

/| Lausanne (AS/US) Lugano (AS/US) Luzern (HR)

Normen Basel (Lebensmittel) Bau

Unternehmen allgemein Bern (&ffentlicher Verkehr) st. Gallen (Medizinprodukte)
W/ Zirich (Arbeits- und Umweltschutz) Gerlafingen (Datenschutz)

B Collapse all Expand all | & Customisation of the view | ¥ Export as XLSX

Legal areas

oglE

e object - "
Olheizung Umweltschutz Luftreinhalte-Verordnung Art. 13 Yes not available

QOlheizung Umweltschutz Luftreinhalte-Verordnung Anh. 3, Zift. 41 Yes not available

This can be useful to compare sites or, as a system administrator, to assess the work on individ-
ual sites. The view can be customised using the “Customisation of the view” menu. The custom-
ised view can then be exported as an XLSX file.

Overview @

Please select the requested sites (max. 10)

J Lausanne (AS/US) Lugano (AS/US) Luzern (HR)

Normen Basel (Lebensmittel) Bau

Unternehmen allgemein Bern (6ffentlicher Verkehr) St. Gallen (Medizinprodukte)
‘/ Zurich (Arbeits- und Umweltschutz) Gerlafingen (Datenschutz)

Save selection

@ Collapse all Expand all (( % Customisation of the view |} ¥ Export as XLSX
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What steps do | need to take as a system administrator before | can
give the legislation document to my colleagues for editing?

Register all employees in the User administration.

For each user, select the role “User” (can edit all requirements) or “Editor” (can only view
and edit the requirements assigned to them).

Create the master view. What columns must be displayed and edited?

Assign users to responsible functions.

Assign all requirements to the responsible functions.

Users with the role “User” must now filter requirements by their responsibility in the legis-
lation document, under the “Responsible” column. Users with the role “Editor” will di-
rectly view only the requirements that were assigned to them.

N —

oarw®

Back to overview

Neosys AG Page 45 of 56



Lexplus FAQ Neosys AG

How do | assign responsibilities for the requirements?

The first step is to predefine responsibilities. You then have two options to assign them to the
requirements.

Option 1:
In the requirements document, view each requirement and in the “Responsible” column, use the
drop-down menu to select the responsible person.

Option 2:

In the administration area, you can assign each site object for a site to a responsible person or
function. This allows you to fill in all the requirements assigned to a site object with just one click
in the legislation document.

Note: If responsibilities have already been assigned to individual requirements in the legislation
document, this will be overwritten if you select option 2.

To do this, as a system administrator, open “Administration legislation document” in the admin-

istration area.
LEXPLUSE «

Home
Sites
Measures
£ Administration v

Administration legislation
document

User administration

Download area <

Assessments <

Under Site objects, you can assign responsibilities for a complete site object per site. To do this,
select the responsible person using the drop-down menu in the “Responsible” column (Note:
these must be predefined first).

legislation document
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How do | group or display requirements differently?
This can be done in two ways.

Option 1:
Select “Customisation of the view”.

Standort Zirich (Arbeits- und Umweltschutz) - legislation document of 13.12.2023

Requirements List of laws Removed items Individual requirements SUVA checklists

Requirements @

B Collapse all Expand all ¥ Customisation of the view Y Filter for site object Y Export as XLSX

Click on “Grouping” and select the columns by which you want to group the items. The se-
quence of the columns can be determined by simply dragging the entries in the top part of the
menu.

Sorting Grouping Filtering Column Chooser
—
Site object @
Columns to Group
Legal areas
Site object @
No.

Legislative act
Article

Description

Option 2:

Drag the column you want to group by into the dashed field while holding down the left mouse
button until two arrows appear above and below the column header. The sequence of the col-
umns is determined by the order in the dashed field.

Requirements @

B Collapse all Expand all ¥ Customisation of the view | Y Filter for site object | ¥ Export as XLSX

i Site objeci{ 1 Y

B Legislative act

L T | & No. Y | @ Legislative act T
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What information can I find under Legal Compliance?

The degree of fulfilment of a site document can be tracked over any period of time under “Legal
Compliance”.

Legal Compliance @

Selection standort

Ziirich (Arbeits- und Umweltschutz) B

From

12/31/2022 E

To

12/31/2023 E
Save selection

January 2023 February 2023 March 2023 April 2023 May 2023 June 2023 July 2023 August 2023 September 2023

A Notedited g Underassessmert 4 Notfulfilled gy Fullfilled

This allows you, as system administrator or as auditor, to assess the progress of individual
sites.
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How do | enter and monitor measures?

There are several locations in Lexplus where you can record individual measures:

e On the start page:
o in the “Amendment of the legislative act” dashboard,
o in the “Commentaries” dashboard and
o in the “Consultations” dashboard.
e In the current leqgislation document for the site:
o under the “List of laws” tab.

In these locations, in the “Measure” column, you can directly enter an individual measure for
any law amendment, commentary, requirement etc. There is also the option of activating an e-
mail notification. This means that the person responsible receives a reminder e-mail both for the
entry itself and for the appointment.

In addition to the "Measures" column, the current status of the measure can be filtered.

Create a measure x

Measure

Comment

Deadline

Responsible

Infrastructure Manac =

Email netification

Save

When you save the measure, it will appear under “Measures” in the main menu on the left. All
the measures you have entered are listed there, regardless of where you entered them.
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LEXPLUSES «

Home

Sites

Administration <
Download area <
Assessments <

Each measure is numbered (“Measure” column) and in the “Reference” columns you can see
what the measure refers to (where you entered it). You can still edit all measures here. If you
change the "Status" of a measure to “Completed”, the measure disappears from the "In pro-
gress" tab and appears under the "Completed” tab.

Important: You cannot enter measures here, only edit them.

Measures

In progress Complete

Export as XLSX

T | comment ¥ | Createdby ¥ | status m

» 18 11/28/2023 (i und Umweltschutz) - test 2 Zirich (Arbeits- | - Imme Rutzen New 12/6/2023 Link QSHE Manager

For t 2 - Bundesgesetz dber und
e herheit Umweltschutz)

> 7 11/28/2023 Ziirich (Arbeits- und Umweltschutz) - Test 1 Ziirich (Arbeits- | - Imme Rutzen New 1/12/2024 Link Qualititsmanagement
Forderungen Art. 4 - Verordnung Gber und
den Verkehr mit Abféllen Umweltschutz)

» 16 11/14/2023 Kommentare - Nr. 510.625 - Verordnung | Test_Test Test Lukas Felix New 1171572023 Link Sicherheit Beauftragter
iber die geografischen Namen (GealNV)

» 5 10/9/2023 Bern (Sffentlicher Verkehr) Konsequenzen fiir LV24 Jirgen In progress | 10/31/2023 Link Rail department
Gesetzesliste 616.1 - Bundesgesetz iber 28 priifen_Test Schellander
Finanzhilfen und Abgeltungen

If you want to group the columns differently, press and hold the left mouse button and drag the
column you want to group by into the dashed field above the table.
You also have the option of exporting all your measures as a list in an Excel document (press

the button at the top right).

This makes it easier for you to keep track of changes in laws and the resulting need for action
by your company.
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What information can | find under SUVA Checklists?

Your current legislation document also contains the “SUVA Checklists” tab. This provides you
with an overview of all SUVA checklists relevant for your site, with information about the legisla-
tive act (=name), number, description, and status.

To access and edit the checklists questions, click on the triangle symbol (circled in blue).

Standort Zurich (Arbeits- und Umweltschutz) - legislation document of 13.12.2023

Requirements List of laws Removed items Individual requirements SUVA checklists

SUVA checklists @

Next check
on

T

Legislative act o Description Editor T | status T | Lastcheckon Y

( 3 ) Checkliste: Baukreissage 67003 Wie sicher arbeiten Sie, Ihre Mitarbeiter und Mitarbeiterinnen an der Baukreissige? SUVA

Unflle an der Baukreissage haben in der Regel schwere Verletzungen zur Folge und sind
entsprechend teuer. Sie kénnen dieses Risiko erheblich reduzieren, wenn Sie fiir funktionstiichtige
und sichere Maschinen sorgen und Ihr Personal gut instruieren

Die Hauptgefahren sind:

+ Schnittverletzungen durch das Sageblatt
* Verletzungen durch wegfliegende Werkstiick- und Werkzeugteile

Mit dieser Checkliste bekommen Sie solche Gefahren besser in den Griff.

3 Checkliste: Tischkreissdge - 67002 Wie sicher arbeiten Sie und Ihre Mitarbeiter an der Tischkreissige? SUVA
Gefahrenermittlung und
Massnahmenplanung

In der Unfallstatistik iber die Holzindustrie bilden die Unfille an Tischkreissagen einen
Schwerpunkt. Darum lohnt es sich, hier den Hebel anzusetzen.

You also have the option of recording the date of the last and next checks for each checklist.
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What files are available in the download area?

The download area can only be accessed by the “System administrator” and “Auditor” roles. It
has three sections:

LEXPLUSER «

Home

Sites

Measures

Administration !
& Download area =

All legislation documents
Mewsletter

b

Assessments <

The “All legislation documents” section contains the archive of all legislation documents for all
sites.

The “Newsletter” section lists all newsletters that were sent to you, in chronological order. It also
gives you the option of downloading them.

In the “Reports” section, you have the option to receive, view and download reports on your
sites.
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How do | subscribe to the Neosys newsletter?

To subscribe to the Neosys newsletter, simply assign the “Newsletter” role.
This can only be done by a system administrator. To do this, go to “User administration" in the
main menu on the left and enter a new user with the role “Newsletter”, or edit an existing user

by clicking on the pencil icon and adding the role “Newsletter” to their assignments.

When the box for the “Newsletter” role is selected, the line “Newsletter delivery period” appears
above it. You can choose to have the newsletter delivered every month, every 3 months, or
every 6 months. You can always change this setting in the User administration.

Add new user X

%
Name: B

E-mail:*

Language:*

@sletter delivery@ -

1 Month

Roles:
3 Months

6 Months
Systemadministrator

User

' Newsletter

Please save the access rights before creating the user

Active:* /
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Are there backups in Lexplus and how long are they stored?

Lexplus uses two different types of backups:

1. the daily backup, which saves the difference to the previous day. This is carried out during
the night

2. a weekly full backup in the night from Sunday to Monday

The backups are stored for 30 days and then deleted. If you need access to data in the backup,
please contact your Neosys contact person.
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How do | work with the master document?

You can access the master document via the “Sites” menu:

LEXPLUSE «

Home

@ standorte

Massnahmen

Administration <
Downloadbereich <
Auswertungen <

In the master document, all sites are displayed simultaneously in one document.

Standorte @

Masterdokument

Name

p  Aktuelles Gesetzesdokument  Zurich (Arbeits- und Umweltschutz)

» Aktuelles Gesetzesdokument  Lugano (AS/US)

p  Aktuelles Gesetzesdokument  Lausanne (AS/US)

Master document: Requirements
Depending on the sorting criteria, for instance, site objects and requirements that appear in mul-
tiple site documents can be displayed in a list and processed together.

Masterdokument
Gesetzesliste

Forderungen @

@ Alle zuklappen Alle ausklappen | %% Anpassung Ansicht | ¥ Standortobjektfilter | W Export als XLSX

» Lugana (AS/US)
» Zurich (Arbeits- und
Umweltschutz)

@ Rechtsbereiche | il Standortobjekt TY &N

Arbeitsschutz, Brandschutz allgemein 1-15
Umweltschutz
Arbeitsschutz, Brandschutz allgemein 1-15
Umweltschutz

Master document: List of laws
Depending on the sorting criteria, legislation amendments that appear in multiple site docu-

ments can be displayed in a list and processed together.

& Erlass

¥ Brandschutznorm

Brandschutznorm

Brandschutznorm

Bl | & Artikel

[-]

Neosys AG
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Masterdokument

Forderungen Gesetzesliste

Gesetzesliste @

B Alle zuklappen Alle ausklappen | & Anpassung Ansicht | T Export als XLSX

] + ] 1
Herausgeber Erlass

— & Standort Betroffen | il Erlass T N T
Zuricksetzen El El Brandschutznorm E e
] ber: Vereinigul it Feuerversicherungen VKF

Zurich (Arbeits- und ‘/ Brandschutznorm 1-15
Umweltschutz)

Bau Brandschutznorm 1-15

Lugano (AS/US) J Brandschutznorm 1-15

Sorting, filtering, editing, entering measures, adding comments, etc., works in the same
way as for individual site documents. Amendments made in the master document are au-
tomatically updated in the individual site documents.
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