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LOGIN
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Login

Steps:
1) Link: 

https://cara.aeonretail.com.my
2) Username: Staff ID
3) Password: user (Default)
4) Click “Login”

https://cara.aeonretail.com.my/
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GENERATE SOP
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Generate SOP

Go to the SOP tab1

Click My Workspace2

Note:
Use filter function to search and 
locate information more easily
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Generate SOP

Select Generate SOP3



8

Generate SOP

Fill in the required details4
• Select Language – English or 

Malay
• Select Template – AEON or 

AEON BIG
• Select Division – Select the 

division
• Select Department – Select 

the department
• Select Folder – Folder where 

the SOP will be saved

Click Draft to save 
progress
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Generate SOP

• Title – Enter the SOP title
• SOP Number – Format as 

Company/Department 
Code/Number (if unsure, 
contact DBP)

• Effective Date – Enter when 
SOP is effective

• Version Number – Indicate 
version of the SOP (e.g. 1.0, 
2.0, 3.0)

• Version Description – Provide 
details of the version

• Created Date – Date the SOP 
is created (auto)

Click Draft to save 
progress
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Generate SOP

• Purpose – Explain the purpose 
of the SOP

• Scope – Define what the SOP 
covers

• Definition/Abbreviation – 
Explain terms or short forms
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Generate SOP

• Responsibilities – List of 
roles involved

• General Information/Other 
information – Relevant 
details that support the SOP

Click Draft to save 
progress
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Generate SOP

Click Next to proceed 
to the next section

• Click Choose File and 
upload the process flow 
diagram. Use an image 
format (PNG, JPG, etc.) to 
embed the image — PDF 
files will appear as 
clickable links.

Click Draft to save 
progress
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Generate SOP

• Procedure – Enter the following: 
o Title of Procedure
o Description
o Appendix (if any)

• Click Add New to include any 
additional procedures related to 
the SOP

Click Draft to save 
progress
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Generate SOP

• Reference –  State related 
documents, policies, rules, or 
regulations (if any)

• DBP Reviewer – Select a DBP 
team member

• Reviewers – Select reviewer 
from BU

• Approvers – Select approver 
from BU

Click Draft to save 
progress
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Generate SOP

Monitor the status of SOP in Digital 
SOP and act accordingly using the 
available buttons

5

As a Creator, you can manage files using the 
following buttons (Workspace view only):
• Preview – View the SOP
• Log – Display the activity log for the SOP

• Edit – Amend the SOP’s information (only 
when rejected)

• Delete – Remove the SOP from the system
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Generate SOP

After creating and submitting an 
SOP, Creator should regularly check  
Outlook email for CARA 
notifications regarding the SOP 
status and any required actions

6
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Generate SOP

Once the SOP is approved by the Approver, 
the Creator may generate an updated version 
through the Version Update option for any 
future modifications

7
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GENERATE POLICY
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Generate Policy

Go to the Policy tab1

Click My Workspace2
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Generate Policy

Select Generate Policy3



21

Generate Policy

Fill in the required details4 • Select Language – English or 
Malay

• Select Template – AEON or 
AEON BIG

• Select Division – Choose the 
division

• Select Department – Select 
the department

• Accessible to All Staff – Yes or 
No

• Select Folder – Folder where 
the policy will be saved

Click Draft to save 
progress
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Generate Policy

• Title – Enter the policy title
• Policy Number – Format as 

Company/Department 
Code/Number (if unsure, 
contact DBP)

• Effective Date – Enter the 
original effective date

• Version Number – Indicate 
version (e.g. 1.0, 2.0, 3.0)

• Version Description – Provide 
details of the version

• Created Date – Date the policy 
is created (auto)

Click Draft to save 
progress
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Generate Policy

• Confidentiality Statement – 
Insert confidentiality note

• Purpose – Explain the purpose 
of the policy

• Scope – Define what the 
policy covers
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Generate Policy

• Definition/Abbreviation – 
Explain terms or short forms

• Responsibilities – List of roles 
involved

Click Draft to save 
progress



25

Generate Policy

• Policy Statement / 
Information – Enter the 
following: 

o Title
o Description
o Appendix (if any)
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Generate Policy

• Policy Statement / 
Information – Enter the 
content: 

o Title
o Description
o Appendix (if any)

• Click Add New to include 
additional entries

Click Draft to save 
progress
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Generate Policy

• Reference –  State related 
documents, policies, rules, or 
regulations (if any)

• DBP Reviewer – Select a DBP 
team member

• Reviewers – Select reviewer 
from BU

• Approvers – Select approver 
from BU

Click Draft to save 
progress

Click Submit for 
review
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Generate Policy

As a Creator (Workspace view only), you can:
• Preview – View the Policy
• Log – See activity history
• Delete – Remove the Policy
• Edit – Update Policy details (only when 

rejected)

Monitor the status of your policy in 
Digital Policy and act accordingly using 
the available buttons

5
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Generate Policy

After creating and submitting a Policy, Creator 
should regularly check Outlook email for CARA 
notifications regarding the Policy status and 
any required actions

6
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Generate Policy

Once the Policy is approved by the Approver, 
the Creator may generate an updated version 
through the Version Update option for any 
future modifications

7
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UPLOAD SOP
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Upload File

Go to the SOP tab1

Click My Workspace2
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Upload File

Click the Upload File 
button

3
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Upload File

Select the template, division, 
department, folder, category, and 
effective date. Then click Next.

4
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Upload File

Enter the file title, select the file from your 
computer, and click Submit
*Supported file types include: .doc, .docx, .pdf, .ppt, 
.pptx, .xls, .xlsx, .jpg, .jpeg, .png, .mp4, .mov, and .txt

5
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Upload File

Check your file in the SOP Library 
under the folder you selected

6

As a Creator, you can manage files using the 
following buttons (Workspace view only):
• Preview – View the file
• Export Report – Download a report of user 

acknowledgements
• Edit – Update the file’s information
• Digitalize – Convert the file to a digital format
• Archive – Move the file to the SOP Archive
• Delete – Remove the file from the system
• QR Code – Share a QR Code (for video only)
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UPLOAD POLICY
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Upload Policy

Go to the Policy tab1

Click My Workspace2
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Upload Policy

Select Upload File3
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Upload Policy

Select the template, division, 
department, folder, category, and 
effective date. Then click Next.

4
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Upload Policy

Enter the file title, select the file from your 
computer, and click Submit
*Supported file types include: .doc, .docx, .pdf, .ppt, 
.pptx, .xls, .xlsx, .jpg, .jpeg, .png, .mp4, .mov, and .txt

5
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Upload Policy

Check your file in the Policy Library 
(My Workspace) under the folder 
you selected

6

As a Creator you can:
• Preview – View file
• Export Report – Download user 

acknowledgements
• Edit – Update file info
• Digitalize – Convert to digital 

format
• Archive – Move to SOP Archive
• Delete – Remove file
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CREATE FOLDER SOP



44

Create Folder

Go to the SOP tab1

Click My Workspace2
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Create Folder

Click the Create Folder 
button

3
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Create Folder

Fill in the required 
details and click Create

4

Note: The folder will 
automatically appear 
under Digital SOP, SOP 
Library, and SOP Archive 
sections
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Create Folder

To edit or delete a folder, search for its 
name using the search box, then click 
the Edit or Delete button accordingly

5
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CREATE FOLDER POLICY
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Create Folder Policy

Go to the Policy tab1

Click My Workspace2
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Create Folder Policy

Select Create Folder 3
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Create Folder Policy

Fill in the required 
details and click Create
*If you select Yes for 
‘Accessible to All Staff,’ the 
folder will be Public and will 
only store public files. If you 
select No, the folder will 
store private files accessible 
only to staff in the same 

division.

4

Note: The folder will 
automatically appear in 
the Digital Policy, Policy 
Library, and Policy 
Archive sections
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Create Folder Policy

To edit or delete a folder, search for its 
name using the search box, then click 
the Edit or Delete button accordingly

5
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