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Introduction 
The ISO Compliance Database was created to allow an organization to easily, and inexpensively, 
implement, track and manage the major areas that are required for an ISO 9000 quality program. 
The program is designed to assist an operation in achieving a certification or developing a quality 
program that adheres to the standard. Each company’s certification requirements are different and 
should be developed in conjunction with the written standards provide by the International 
Organization for Standardization or the certification organization. 

The program utilizes Microsoft Access 2007 as the base platform for deployment in Run Time and 
Customized designs. If the Customized version is utilized, the location will need to purchase 
Microsoft Access 2007 before implementation. All navigation tools, keyboard shortcuts and search 
features associated with Microsoft Access are available in the program. In addition to the normal 
navigation tools, the program contains these buttons located at the top of each appropriate screen. 

 

 

 

 

 

                            
The normal Microsoft Access Navigation tool bar also applies to the record fields  

 
Prior to a Run Time deployment, all reports created by the program will be branded to the 
organization. If the customized version is used, reports and screens will be modified as needed. 

Note: The modules, screens and reports are based on a generic ISO 9000 program. While they are 
complete, they may not exactly fit your specific objectives. Consult with the certification and/or 
audit organization as to the exact requirements and formats that will be used during the 
certification process.  

Attachment fields are located in various areas of 
the program. There areas allow the user to keep 
multiple files (such as Word documents, Excel 
spreadsheets, etc.) with the records. If there are 
attachments saved, an icon will be visible in the 
field.  

By double clicking on the field, the user is taken 
to screen that lists the available attachments 
where the user can select and open the desired 
file, add more files or delete obsolete records. 

 

  

Add 
Record 

Delete 
Record 

First 
Record 

Previous 
Record 

Next 
Record 

Last 
Record 

Search 
Records 

Save 
Record 

Close  
Screen 

Duplicate 
Record 

Undo 
Record 
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Spell Check- Spell check is available in all text and memo fields by using the F7 button. Be sure 
and highlight the area to check of the program will check all records in the table. 

The program manages Document Control, Corrective Action, Supplier Certification, 
Calibration and Training requirements. A Table Maintenance section is used to maintain 
common tables and lookup lists. Each module is accusable by clicking on the icon to the left of the 
module name.  

 

 

 

 

  

Close program 
navigation 

Open screens are listed as tabs at the 
top of the program for easy navigation 
between modules 

Module 
Navigation 
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Runtime Installation 
 

The program is a standalone application to be installed at a location for use during an 
implementation and for ongoing support.  
 

1. Obtain the Corrective_Action_App.zip file. Unzip the file onto a convenent loction on the computer. 
 

2. Navigate to and click the Setup.exe program 
 

3. At the Welcome screen, click Next. 
 

 
 

4. Check the acceptance check box of the End-User License Agreement and click Next. 
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5. Enter Customer Information and click Next. 
 

 
 

6. Select Typical Setup 
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7. At the Ready to Install screen, click Install and the program will install. 
  

 
 
 

8. The program will complete the installation with these screens. 
 

  
 
 
 

9. After installation, the user will be able to access the program by an icon on the desktop or 
from the program list. 
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Document Control Module 
 

 
 

Subject: Document Control 
Policy: Procedures for control of all documents and data that relate to the requirements of 

the ISO 9000 Standard are established and maintained. 
Key System Elements: 

– All identified documents are reviewed and approved for adequacy by authorized 
personnel prior to use. 

– Documents are distributed to all locations essential to the effective functioning of the 
quality system. 

– Obsolete documents are promptly removed from all points of issue or use. 
– Changes to documents follow the same procedure as new documents, including 

approval. 
– A revision list is maintained to identify current revisions. 
– Documents are re-issued after a practical number of changes have been made. 

 
Document control is the heart of ISO’s effort to standardize work processes and to demonstrate 
repeatable quality to a customer. Managing procedures and standards in the program is 
accomplished in the Document Control module and is accessed by clicking on the icon to the left. 
The Document Master screen appears.  
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Document Master 

To add a document: 

1. Click New Record at the top of the screen or at the bottom record navigation bar. 

 

 

 

 

 
2. Click into and enter the Document Control Number (DNC) in the appropriate format. 
 

3. Tab to the next fields and enter the Current Revision#, Document Title, Manual Section, 
Distribution Pattern, Document Status and Approval Agent. Creation Date is 
automatically entered when a new record is added. 

 

4. Tabbing again takes the user into the Document History section. This section is designed to 
record the different revisions that a procedure can go through. Enter the new Revision 

Attachment box contains location’s templates 
used to create various Procedure documents, 
SOP’s, Standard documents and other necessary 
forms. 

Attachment box 
contains this 
version’s document. 
Only one document 
per version. 

New 
record 
buttons When a document is 

no longer used, 
check the Out of 
Service check box 
and record the date 
of removal 
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number in the Revision # field. A Document Approval Number (DAF) and Revision Date 
are automatically assigned to this revision. Double click on the Document Attachment field 
and navigate to the appropriate document for this version. 

 

5. With the new version highlighted in the Document History section, click Document 
Approval by Revision button.  
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Document Approval Form 

The Document Approval Form (DAF) page is used to produce the DAF document for the selected 
revision. DAF is used to record the changes that have caused the procedure to be revised and to 
document the approval by the stakeholders. 
 

 
6. Select the employee who will be responsible for getting the document approved from the 

Responsible Person dropdown list. 
 

7. Select the Document Type. 
 

a. Non-consumable –Written policies, procedures and standards. 
b. Consumable – Forms, etc. 
c. Electronic – Databases, etc.  

 

8. Enter the document’s Purpose. This is a statement of why the procedure exists. If 
applicable, this purpose should be restated with each revision. 

 

9. Enter the ISO Reference field data. This is the standard or requirement that the procedure 
is supposed to fulfill. 

 

10. Enter the Review Comments. These comments state the changes that are reflected in the 
revision. If the is document is new, select “This is the creation of this document” or “See 
Revision Comments” from the dropdown list. This field is part of the comments. 
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11. Once the DAF form is completed, click the Document Approval Form button to produce the 
sign off sheet for the document. A sign off package should include a copy of the procedure to 
be approved (if this is a revision approval, a copy of the current procedure marked as 
“Current” along with a copy of the proposed procedure marked as “New”) and the DAF. The 
signed and dated DAF is returned to Document Control to be recorded and stored. 
 

Note: If, at any point, an approver does not agree with the procedure, they are not to sign the DAF 
and the process stops until the disagreement is resolved by revising the procedure or coming 
to an agreement.  
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Document Approval Log 

The Document Approval log is used to track the location of the approval package as to moves from 
approval point to approval point. The log is accessed by clicking on the Document Approval Log 
button located at the bottom of the DAF page. The displayed log is for that DAF only. 

 

 
 
The Document Controller uses the log to keep track of the location and its status by using the 
calendars and Document Location dropdown lists to record its progress. 
 

 
 
  

Click into any date and a calendar will 
appear beside the field. Click the little 
calendar to bring up a large calendar to 
select from 
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Corrective Action Module 
 

 
Subject: Corrective and Preventative Action   
    

Policy: A corrective action response is required for non-conforming product. 
 

Key System Elements: 
– The cause of non-conforming product is investigated. 
– Processes, work operations, quality records, and customer complaints are analyzed to 

determine non-conformance. 
– A corrective action is submitted, including procedure changes or other methodologies 

required to prevent re-occurrence. 
– Corrective actions are reviewed until completed. 
– Records of corrective actions are maintained. 

 
 

Investigating, documenting and developing plans to prevent errors from reaching a customer is one 
of the most valuable tools in the ISO quality tools box. When a company takes an organized 
approach to errors, localized firefighting and Band-Aid solutions become unnecessary. Eliminating 
repeated errors is accomplished by publishing documented solutions and sharing those solutions 
with everyone. 
 

Clicking on the Corrective Action icon navigates the user to the module.  
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Corrective Action Screen 

 
The Corrective Action program creates a Corrective Action Report (CAR) record for each entered 
incident. Navigation to the various areas is preformed through tabs at the top. Data entered into the 
CAR record is used to generate the reports and department logs required for certification.  

 

 

 

 

 

   

 

CAR # 
automatically 
generated 
when a 
record is 
started 

CAR Status 
records the status 
as: Approved, 
Void, Completed, 
Closed and 
Stopped. Required 
to save the record 

Supplier Name is used to 
identify a Supplier CAR. Field is 
linked to Supplier table and is 
listed alphabetically. The 
Supplier CAR checkbox is used 
to build the Supplier CAR 

t  

DOC/WI 
Change 
identifies the 
CAR as causing 
a procedure 
change. 

Reports 
that 
pertain to 
the 
displayed 
CAR 

Overall Corrective Action 
program reports 

Forms, Documentation 
An attachment field that contains an Excel form for 
manual data entry. This form is not linked to the CAR 
program and is used for manual data gathering. Once 
the form is completed, the data will be manually 
transferred to the respective CAR record. 
Also, a copy of the application’s operations 
documentation is included. 
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Initiator Tab 
 
Filling out a CAR begins with the Initiator tab. This tab is used to gather the basic information about 
the job and the non-conformance that created the CAR. 

Note: Avoid entering information about what caused the problem or what action needs to be taken 
to fix the problem. This information is entered in other areas of the CAR. 

1. Click New Record at the top of the screen or at the bottom record navigation bar. CAR # will 
automatically be assigned. 

 

Note: if this is a Supplier CAR, select the vendor from the Supplier Name dropdown list and check 
the Supplier CAR checkbox. This information is used for the Supplier CAR reports. 

 

2. Enter information about the job that problem the occurred. Enter Job Ticket#, Error Ticket 
#, Project Name, Customer Name, Team (if applicable), estimated or actual Error Cost, 
Non-conformance Date, Quantity and Criteria.  

 

3. In the Data about the problem field enter information about the non-conformance. Be 
specific in describing the non-conformance. Enter information about colors, forms, and why 
this is a problem.  

 
4. Select the person who started the CAR from the Initiated by dropdown list and enter the 

Initiated Date. 
 

5. Check the Initiated by Customer check box if the CAR was started because of a customer 
complaint. 

 

6. If there are documents of files that apply to the problem (i.e. emails from customer or 
complaint letters), use the Initiator Documents attachment field to link them to the CAR. 
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Investigator tab 
 
The investigator’s tab is used to record information about what happened to cause the non-
conformance. Information such as shift, time of day, type of raw materials and their supplier, lot 
numbers are appropriate in this tab. 

Note: Avoid entering information about what action needs to be taken to fix the problem. This 
information is entered in other areas of the CAR. 

1. Click on the Investigator tab at the top of the form. 
 

2. From the dropdown lists, select the Root Cause of the problem and the Area where 
cause originated. An Area designation is required before printing the CAR. 

 

         
 

 

Note: As the investigation progresses, these entries may change. The fields can be changed after 
the record has been saved. 

3. In the memo field, enter all pertinent information about the problem. Be very specific about 
what the investigation found and any methods used to uncover the data.  

 
4. Select the Investigator and the Investigation Date.  

 
Note: if a team is used to perform the investigation, list the team members in the memo field and 

select the team leader as the Investigator.  

5. If there are documents of files that apply to the investigation, use the Investigator 
Documents attachment field to link them to the CAR. 
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Corrective Action tab 
 
The Corrective Action tab is the conclusion of the process. Here, the analysis from the investigation 
is developed into concrete steps to prevent the problem from re-occurring. This may involve 
changing a written procedure, creating a new procedure, filling a training need or personnel 
changes. Any of these actions are detailed in these fields.  

The action plan should include: 

• Detailed areas that are affected by the change.  
• Detailed steps that are to be taken. 
• People who will be involved in the change 
• Implementation plans for the new process. 
• Audit schedule for the new process. 

Note: As the CAR’s and action plans are developed and completed, these records will form the data 
for the Corrective Action log report. 

Once an action plan has been developed, it is submitted to a management team called the 
Corrective Action Review Board (CARB). The purpose of the CARB is to check the plan to make sure 
it adheres to the company goals and does not interfere with other processes, to check the plan for 
completeness and effectiveness, approve the action plan and to aid in the implementation process.  

Finally, an Audit section is used to record a process audit to make sure the new procedure is being 
used and is working as expected. 

1. Click on Corrective Action tab at the top of the page. 
 

2. Enter the details of the action plan into the Corrective Action memo field. 
 

3. Select the Completed Date. 
 

4. If there are documents of files that apply to the action plan, use the Action Plan 
Documents attachment field to link them to the CAR. 

 
5. In the What processes are in place to detect this problem, list any procedure that has 

check point that is designed to catch the problem. For example, a press sheet check would be 
used to identify color variations or a final review of work instructions is designed to find 
missing information. There may be several points that the process can be stopped at once 
the non-conformance has been identified. Be sure and refer to procedures by their DCN 

 
6. The CAR Status (located at the top of the screen) is then changed to Complete. 

 
7. After the action plan has gone before the CARB and approved, select the CARB approved by 

person, check the CARB Approval check box and select the Approval Date. 
 

8. The CAR Status (located at the top of the screen) is then changed to Approved. 
 

9. After a designated period, the new process should be audited. When that occurs, the person 
performing the audit is selected in the Audited by dropdown list. 

 
10. The Audit Date and Audit Results are selected and any notes pertaining to the audit are 

entered. 
 

11. If there are documents of files that apply to the audit, use the Audit Documents attachment 
field to link them to the CAR. 
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12. If the process passes the audit, the CAR Status is changed to Closed. If the process fails the 
audit, the CARB is notified of the failure, the CAR Status is changed back to Open and the 
CAR is re-introduced for investigation and action plan development.  
 

 

 

 

 

 

 
  

Other CAR Status options are: 

• Void – A CAR was started but proved to not be valid. 
• Stopped- A CAR was started but was stopped pending 

other information, the completion of another CAR or action 
plan. The CAR can be changed to Open or Void depending 
on the outcome. 
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CAR Reports 

The module contains several reports to return the data entered for approvals, event notification, CAR 
tracking and departmental reporting requirements. There are two report menus. The CAR Reports 
menu, located down the right side, present the reports used by the displayed CAR. The Corrective 
Action Systems Reports pop-up menu contains the data subdivisions that are required to see the 
program as a whole. Each menu is accessed in a pop up screen 

 
 
Note: With the exception of the CAR Status Log, each report can be emailed by clicking on the 

reports email version. The report is output as a .PDF file and place in an email dialog box. 
Select the recipient and click Send. 
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CAR Report 
The Corrective Action Report (CAR) returns all the entries for a specific problem and produces a form 
for approval signatures. 

1. Navigate to the desired CAR, click the CAR Reports button to 
bring up the menu and select CAR – Printout.  

 
2. The CAR will appear in a preview screen form which a printer 

can be selected.  
  
3. The printed report that is ready to be used to gather final 

signatures for the CAR and to distribute to the affected parties 
(customers, etc.). The signed sheets are to be filed and made 
available for a certification audit. 

 

 
 



Q
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Corrective Action System Reports 

 
The Corrective Action Log popup screen displays the overall CAR system reports. The QA person is 
able to select the type of log report needed to inform the organization of the status of the corrective 
action program.  With the exception of the CAR Status Report, each report can be emailed as a .PDF 
file. Select the Printout report button for a hard copy or the Email version. 
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CAR Status Log 
 
The Car Status Log is used to track the progress of CAR’s in their various stages. The QA person 
selects the desired Status radial button and enters a Start Date and End Date range of the report. 
A date range is required for all status requests. 
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Supplier Certification Module 
 

 
Subject: Purchasing 

Policy: Procedures are established and maintained to ensure that the purchased product 
conforms to specifications. 

 Key System Element: 

– Vendors are selected, based on their ability to meet requirements set forth by 
customer specifications and verified, based on the product, service, or material 
supplied. 

Making sure that the raw materials used to manufacture a product is the first step in building quality 
into a product. Supplier certification allows the organization to perform quality audits of their vendor 
to ensure that they are getting the specified quality levels their vendors. Further, certification is 
conducive to building a partnership toward the goal of supplying the end user. 

The program is designed to work in conjunction with a formalized quality audit plan. Since each 
organization has different requirements, the modules designed to tracks the results of the audit and 
not the specific points asked. A sample questionnaire has been included. 

The module will produce an Approved Vendor List that can be distributed to purchasers. Also, the 
module is linked to the Corrective Action module and will report any supplier CARS.   

The module is divided into four tabs.  
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Supplier Information 

The Supplier Information tab contains the basic information about the vendor. 

1. Click New Record at the top of the screen or at the bottom record navigation bar. The 
supplier ID is automatically assigned. 

 
2. Enter Supplier Name, Address, City, State, Zip, Phone and Fax Numbers, Contact 

Name and Title, Web Site, Email Address and Last Year’s Sales (optional). This 
information is used to populate the Approved Vendor List. 

Note: The Other System ID field is used as a reference field to record the Purchasing ID from the 
plants Management Information System. 

3. From the dropdown lists, select Manufacturing Location (city at which the material will be 
made) Supplier Level, Product #1 and #2, Plant Contact, and Approval Level. 

 
4. If applicable, check the Tradework Supplier checkbox and ISO Certification checkbox. 

Record the Certification Number if the vendor has completed certification. 
 

Note: A certified vendor is not required to fill out a SPS and is exempt from on-site audits. 
 

5. If applicable, enter the date a written Manufacturing Standard was sent or when a Quality 
Audit was requested. 

 
6. If there are files that pertains to the vendor (phone lists, pricelists, etc.), use the Supplier 

Information attachment field to link them to the vendor. 
 

7. Enter and Notes that apply. 
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Supplier Scoring 

The Supplier Scoring tab is used to track and record the activity around the Supplier Performance 
Survey (SPS).   

1. The certification process starts when the Letter Sent Date is entered, the Cover Letter is 
produced by clicking the Cover Letter button for this survey and a SPS is sent to the vendor. 

 
2. The vendor fills out the SPS and performs a self-audit and self-score.  

 
3. Once completed, the survey is retuned and the Letter Back and Self Score data are 

recorded. The retuned SPS is attached to the record in the attachment field.  
 

4. If an on-site audit is necessary, the Audit Date is entered and the Audit Team members 
are listed. 

 
5. After completing the on-site audit, the Audit Score and Audit Notes are entered; any 

electronic documents are then attached using the Attachment field. 
 

6. Depending on the audit schedule, recorded each certification as an individual record. 
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Supplier CAR 

The Supplier Car tab is linked to the Corrective Action module and returns information about any 
CAR’s applied to the supplier.  

Note: Data cannot be changed on this screen. 

The tab lists the CAR ID, Job Ticket, Error Ticket Project Name, Customer, Problem Details, 
Non-conformance date (NC Date), Quantity, Job Costs and the Corrective Action Taken.   

 
  

Click here to select the record 

Use the slide bar 
to see the 
remaining data 
fields 

The complete CAR report can be 
printed by selecting the desired 
record and clicking the Print CAR 
button. 
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Reports 

The Reports tab contains links to the reports and documentation that is associated with Supplier 
Certification. 

 

 
 

  The Supplier Performance 
Survey(s) field is an attachment 
section where QA stores any 
necessary forms. Double click on 
the icon to bring up the 
attachment field popup. 
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Calibration Module 
 

 
Subject: Control of Inspection, Measuring and Test Equipment 
 
Policy: Measuring and testing equipment are calibrated and maintained. 
 
Key System Elements: 
 

– Measurements and tests to be made are identified, and appropriate and capable 
equipment is available. 

– Measuring and testing equipment are regularly calibrated to accepted standards, 
including national standards, if such exist. 

– Equipment is identified, and records are kept of frequency of calibration and 
calibration results. 

– Equipment is identified with a sticker showing calibration results and date. 
– The environment where equipment is used is maintained to meet manufacturers’ 

recommendations. 
– Test hardware and software are reviewed for acceptability prior to use. 

 
Tracking calibration is used to reduce variations in process due to instrumentation and to prove that 
mission critical tools are capable of performing the tasks. The Calibration module allows QA to 
identify instruments that are important and to show when it was calibrated and the results. 
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Entering an Instrument 

 
 

1. The top portion of the screen is used to identify the device.  Click New Record at the top of 
the screen or at the bottom record navigation bar. Enter Instrument Description, 
Manufacturer Serial# and Company ID. 

 
2. Select the Location that the instrument is assigned. 

 
3. Enter any manufactures Tolerance that apply to this instrument. 

 
4. Select the calibration Frequency and identify the Type of Instrument.  

 
5. Enter the applicable National Institute of Standards and Technology (NIST) standard. 

 
6. Check the In Service check box. 

 
7. Enter up to four Target measurements for the instrument. 

 
8. If the calibration is a pass/fail type, select yes from the dropdown list. 

 
9. Enter any notes about the instrument in the Comments section.  
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Calibration 
The lower portion of the screen is used to record the calibration events. Create one record per event, 
per device. 

 
1. Click New Record in the center portion of the screen 

 
2. Select the Calibration Date and the Calibration Person. 

 
3. If an outside calibration service was used, enter the company name and technician’s name in 

the Calibration Service field 
 
Note: the Calibration Documents attachment field is used to link certificates of calibration to the 

event. 
 

4. Read the instrument and enter up to four measurements as a performance base. 
 

5. Calibrate the instrument by the manufacturer specifications. 
 

6. Perform the measurements again and enter the readings. 
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7. If the measurement is not within the tolerances of the target, a flag will appear and the 
measurement target that failed will be highlighted 

 

 
8. Once the instrument passes calibration, check the Calibration Approved check box and click 

the Calibration Sticker button the print the approval sticker. 

  

The Difference Field is reporting 
the amount of change from the first 
measurement to the second. 
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Internal Audit Module 
 

 
Subject: Internal Audit 
 
Policy: Internal Audits are conducted at planned intervals to determine whether the 

organizations Quality Management System conforms to the planned arrangements to 
the requirements of the International Standard, conforms to the company’s quality 
requirements and is effectively implemented and maintained. 

 
Key System Elements: 
 

– The audit program has been planned, taking into consideration the status and 
importance of the processes and areas to be audited, as well as the results of 
previous audits.  

– The audit criteria, scope, frequency and methods have been defined. Selection of 
auditors and conduct of audits ensures objectivity and impartiality of the audit 
process.  

– The responsibilities and requirements for planning and conducting audits, and for 
reporting results and maintaining records are defined in a document procedure. 

The Internal Audit module is designed to manage and record document and procedural audits along 
with report the results to management.  
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Internal Audit 

 

 
 
The Internal Audit page consists of two sections. The top section controls the audit schedule. An 
Audit ID is automatically created for the audit record. The Scheduled Audit Date records when 
the audit plan is to begin. Once the audit has been completed, the Schedule Complete check box is 
checked and the audit certification authority is selected from the dropdown list.  
  

Slide bar is used to access the other fields 
associated with the audit 
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Audit Schedule 

The Audit Schedule section is used to list the policies, procedures, work instruction or standards that 
are to be examined along with the results of the audit. The audit authority to selects the desired 
procedures and the section records: 

– DCN (Document Control Number) which is used to select the procedure from a dropdown 
list. DCN’s are selected for the Document Control Module. The Document Name is the title 
of the document as listed in the Document Control section. 

– Department is the department that is to be audited for compliance to the listed document. 
– Audit Date refers the date that the document is audited. 
– Auditor is the internal auditor selected to examine the procedure. This person may be 

independent of the audit certification authority. 
Note: Selection of auditors and the manor of conduct for the audits are to ensure the 

objectivity and impartiality of the audit process. Auditors do not audit their own work or 
department. 

– Pass Audit checkbox indicates if the procedure passed the audit. 
– If the procedure failed the original audit, then a Re-audit Date and Auditor is selected. A 

Pass Re-audit checkbox indicates that the procedure has passed the re-audit. 
– If the audit uncovers a recurring non-conformance, a Corrective Action Report (CAR) is to be 

created following the CAR procedures. The CAR Created checkbox is used to indicate that 
the audit caused a CAR to be created. A CAR dropdown list is provided to link the CAR to the 
audit. 
Note: A CAR must be created first before selecting it from the dropdown list or entered into 

the field. 
– A Document Change checkbox is used to indicate that the audit caused the document to be 

revised. 
– Audit Documents is a storage area where forms and other documentation can be linked to 

the audit. Multiple documents can be entered into the field.    
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Training Module 
 

 
Subject: Training 
 
Policy: Procedures for training all personnel performing activities affecting quality during 
production are established and maintained. 
 
Key System Elements: 
 
– Training needs in areas affecting quality are identified and planned for. 
– Personnel performing specific tasks are qualified on the basis of appropriate education 

and/or experience. 
– Training provided is recorded and maintained. 
 

The Training module is designed to manage and record document and procedural training along with 
report the training that each team member has received.  
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Document Training tab 

The Document Training tab is used to organize and manage training sessions for a specific procedure 
or policy. Training sessions are based on the Document Approval Form (DAF) which is used to 
manage the different version in Document Control.  
 

To begin a training session: 
 

1. Click the New Record button at the top or bottom of the page. 
 

2. Enter or select the Document Approval # (DAF) that will be trained. The DCN, Document 
Name, Revision# and Revision Date will automatically be populated. 

  

Note: The Document attachment field links back to the attachment field in document control. The 
user can double click on the icon and get the file that is to be trained. 

 

3. Select the sessions Training Date and the Department being trained. 
 

Note: Members attending the sessions are not limited to the department selected. This is a 
reference field and is not used in selecting members. 

 

4. Select Members to be trained. Basic contact information will be displayed. 
 
 

  
 

5. After all of the members have been selected and the record saved, click the Class Roster 
button, print the report and close the preview window. 

 
6. Back on the training tab, click Sign-off Sheets. 
 

 

7. A Members Sign-off Sheet is produced for each individual selected on the tab.  
 

8. Print the reports and close the preview window. 
  

Link to 
Document 
being 
trained. 
Double click 
to for the 
file. 
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Member Training Records 
The Member Training Records tab draws information from the training sessions and displays the 
procedures that the individual has received. No data is entered on this screen. 
 

 
 
 
Click the Member’s Training Report button for a report of all training activity the individual has 
received.  
 
  

Use these navigation 
tools for the member 
records 

These tools DO NOT apply to the 
Member Training Records tab 
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Table Maintenance 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Table Maintenance allows the QA administrator to manage the information in the various program 
tables. Clicking the Table Maintenance button activates the maintenance popup screen. 
 
Table Maintenance is divide series of dash board popups representing the various modules. Each 
dashboard uses tabs to bring up the tables associated with the module and is access by clicking on 
the icon to the left of the module title.  Additions to the records are made by using the record 
navigation bar located at the bottom of each tab page 
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Document Control Dashboard  

Tables controlled are: 
 

• Procedure Sections – Where is the document assigned to the quality manual 
 

• Document Distribution Pattern - Where is this document going to be displayed. 
 

• Document Location – Locations for a document as it is being approved. 
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Corrective Action Dashboard 

 
The Department table used in the Corrective Action module and is shared in other areas of the 
program. The tables under control are: 
 

• Status – Used by the CAR to designate its stage in the process. 
 

• Criteria – Used in a CAR initiation to define why the CAR was started 
 

• Root Cause– Used in a CAR investigation to define why a non-conformance occurred. 
 

• Department – Names of the various department in the organization. Used in the CAR to 
assign where the non-conformance occurred. 

 
• Team – Used as a subdivision within a department as to where the CAR originated. Examples 

are Customer Service teams, department shifts or sections in a department (small press, 
large press, etc.). 
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Supplier Certification Dashboard 
 
The tables under control are: 
 

• Supplier Products – A list of goods and services that supplier provide to the organization. 
When used in conjunction with the Supplier Level field, these categories will determine the 
suppliers ranking within the product category. 

 
• City – City used in the Supplier’s address 

 
• State – State used in the Suppliers address. All United States abbreviations have been 

entered. 
 

• Plant Locations – List of cities where suppliers have manufacturing plants. Used to identify 
where a product originates from. If the product could come from multiple plants, select the 
main manufacturing location. 
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Calibration Dashboard 
 
The tables under control are: 
 

• Instrument Type – Type of devices used by the plant.  
 
Note: Leave the first record blank to serve as the default. 
 

• Instrument Location – Areas in the plant where the devices are used. 
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Team Member Dashboard 
 
The Team member table is shared by all other modules. The table under control is: 
 

• Member- Basic contact information about individuals who will be listed in the different 
modules. The attachment field can be used to store images of the individual. 

 

 
 
 

The Search field located in the 
records bar is used to quickly locate 
a record 


