
 

 

 

 

 
 
 
 
 
Go to www.ucpm-sops.eu 
 
You will find instructions for registration by clicking "Request access". 
 
When access is granted, you will receive a login link by email. 
 
Reset your password first by entering a new password in the password field 
(notice the password requirements). 
 
After successful logging in, choose your respective module and start writing the 
SOP. Click the name of the module and the template opens.  
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Here you can also access all the forms you have created and the forms created by other 
registered users. Please note that once you fill in your team's / module's form, other 
registered users can see it as well.  



 

When you choose the form to fill, the template opens (here, MUSAR was chosen): 

 
 
By clicking the pen sign you can change the title of the form.  
 
 
Template is filled simply by writing the required text in the boxes.  
 
Annex files can be added by clicking "add file", after which you browse your folders in order 
to download it as an attachment. 
 
On the right side you find "save changes", "print" and "download annexes".  Please 
remember to save all changes manually by pressing "save changes" because your SOP is not 
automatically saved. The system reminds you to save changes by flashing the save changes 
text. Please note that changes cannot be saved when you are offline. 
 
From the index in the upper left corner you find shortcuts to different chapters of the 
template. 
 
You can also grant access to read your SOPs to someone who has not registered in the 
platform. He / she can only view the document, not edit it. You can only grant reading access 
to your own documents. 
 
This is done by clicking  "Grant read access" and filling the required information in the fields 
(name and email of the person access is granted to, username and password).  
 



 

 
 
The person will receive an email with a link and credentials to view the forms. 

 
 
Should you have any questions, please do not hesitate to contact us at 
cp@pelastusopisto.fi  
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