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QMS - Quality Management System

Overview

A quality management system (QMS) is a set of interrelated or interacting elements that
organisations use to formulate quality policies and quality objectives and to establish the processes
that are need ed to ensure that policies are followed and objectives are achieved. These elements
include structures, programs, practices, procedures, plans, rules, roles, responsibilities,
relationships, contracts, agreements, documents, records, methods, tools, techniques,

technologies and resources.

ISO 9000 2015 Definitions in Plain English
The Tricorn QMS software enables organisations to document procedures and record events
relevant to their ISO T International Organisation for Standardisation , requirements

Each element of the ISO requirement is separated into individual modules enabling users to easily
identify the ir necessary records.

These records can then be displayed in a notifier grid featuring a colour scheme indicating whether
the activity is within the stipulated timescale.

Date Document Version Software  Version Author

March 2015 1.0 4.0 Karen Jones
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Navigation

Menu Bar

File

Internal

Customers  Suppliers  Setup  Help

File 7 Exit i closes the application

Internal

Customers

Suppliers

Setup

Help

Audits i opens audit module

Calibrations Procedures 1 enter calibration procedure processes
Equipment 1 enter calibration equipment record
Record Calibrations 1 records periodic calibrations

Record Checks 1 records periodic checks
Usage 1 records usages

Maintenance Procedures 1 enter mainten ance procedure processes
Machines 1 enter machine records
In House i enter machine in house records
External 1 enter machine external records

Training T opens training module

Inspections i opens inspections module

Procedures 1 opens pr ocedures module

Document Register 1 opens document register module

Risk Assessments 1 opens risk assessment module

Rejects 1 opens rejects module

Concessions 1 opens concessions module

Non Conformances i opens non-conformances module

Complaints i opens complaints module

Edit Customers 1 opens customer record

Customer Satisfaction -
Send survey 1 opens picking list of customers
Record survey results 1 opens the survey records
Print survey results T opens survey print box

Rejects 1 opens rejects module

Concessions 1 opens concessions module

Non Conformances i opens non -conformances module
Complaints 1 opens complaints module

Edit Suppliers T opens supplier record

Password 1 enter security password
Numbering 1 opens calibration and reference number table
Reference Tables T opens reference tables

Content i all manuals now available through website, see Tricorn Systems
About i displays version details



Toolbars

Standard Toolbar

a

G By M| a e | F

Z|

&

Filter button 1 opens filter options

,@

Search button i opens search options

[

d

Print button T opens print

Moves to first record in the selection

Moves back 10 records

o

Moves back 1 record

Moves forward 1 record

L Moves forward 10 records

Moves to last record in the selection

Add a new record

Delete record

Edit record

Save record

Undo changes made since last save

Refresh record

Bookmark record

Go to bookmarked record



Module Toolbar

Two additional buttons are included on the module toolbar as well as all the buttons on the
standard toolbar

u Filter on a module
Copy current record



Setup

Setup is where a password can be set, the module numbering can be created and all the reference
information related to individual records can be created.

Password
Mumbering

Reference Tables

Password

Enter password to open the numbering and reference table windows, it is important this password
is recorded as Tricorndo  es not k eep records . Once the password is set it is possible to auto
remember by ticking the Remember Password box. Initially the password may be the
administration password for Tricorn Production.

QMS - Password Dialog

This area is password protected.
To continue enter the password and click the OK button.

I
I~ Remember Password Cancel

Numbering

This window sets the detail for calibration controls and all the document numbers.

F 4 Setup Quality Controls [=a= =]
r~Calibration Control;
5 Prefix Name Reference Number| ~
Prefix |TRI TR Ticam Syslems 1
| |KJ Karen Janes
Name ITrin:nmSystems
MNumber 1 o
Default Prefis [TAI ] o« ] P e m 4 = s e
[ Other
Prefix Humber Suffix Prefix Number Suffix
Procedures IFH 1 . Rejects |FIEJ 5 .
Calibration Procs |CAL 2 - Concessions [CON 1.
Maintenance Procs  [MAIN 1- Hon Conformancies [NC 2.

Training Records  [TRA Inspection Records [INSPEC

Machines [MAC Supplier Performance [SUP

Document Register |DR

I I I I
I I I I
I I I I
Audits [AUD - 2 Complaints [COMP .| 1
I I I I
I [ I I
I I I [

Risk Assessments |RISK

Naote: These were the last numbers allocated o owF

Calibration Controls

The top half of the numbering window sets the calibration detail. Organisations may have their

own calibrat ion equipment therefore the table needs to contain this information. If calibration

tools are owned by individuals or an outside organisati on their detail will need to be contained
within the table. This is to identify within the calibration module who o wns the equipment used on
calibrations or checks.



r—Calibration Controls
. I |P|eﬁx Mame Reference Number| ~
Prefic |l M| TRI Tricorn Systems 1
KJ Karen Jones
Hame ITricnm Systerns
Humber I 1 v
Default Prefix  [TRI gl [ ,/| B A0 Mo oo~ R (,|

Prefix 1 character prefix can be set to identify the owner of the equipment used

Name 1 name of the owner

Number i this is the number this owner can start their numbering from

Default T use the drop down to identify the default prefix to use. When creating a new calibration

record alternative prefixes can be sele cted

Other Documents

The bottom half of the number window sets the unique numbers used on all records. Individual
prefi x and suffix can be set to identify the record easily in the description field within the notifier.

~Other D
Prefix Number Suffix Prefix Number Suffix
Procedures |PR = 1 Reiects |REJ 5 -
Calibration Procs [CAL - 2 - Concessions |CON 1
Maintenance Procs IMAIN --I 1 --I Mon Conformancies INC 2

Audits  [AUD Complaints [COMP

Training Records ITHA Inspection Records IlNSPEC

Machines IMAC Supplier Performance ISUP

Document Register IDH Risk Assessments IHISK = I 2 ..I

Mote: These were the last numbers allocated - 7

Please note: enter the last number used, in other words if this is a new installation enter O to
select 1 when creating a new record. If using an existing numbered system enter the last number
used within this window to continue without any breaks in numbers.



Reference Tables

All

background pre -set references are setup within this window

Employees

This will be automatically populated from the data within Tricorn systems, however, if using QMS
independently employee names can be added using the

Enter the name, job description and clock number as required, save t

+ button at the bottom of the window.

he entry by using the tick

&

Set Up Tables

Employess |Depallments| Business Unitsl Ealegnriesl NntilierWamimgsl

Name |Karan Jones

Job Description ITlalmng anager

Clock Number

[=]l=]=]

H A4 = o = .

7

Name

-

Admin
James Leal

KarenJones

Tricom

10
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Departments

Departments are created to identify a department within the organisation when creating a Risk
Assessment record, individual departments can then be identified as owners of the risk.
Select + to create a new record. Enter name, the date created and any notes, the insert file
button can be used to attach relevant documentation. To save the record select V
& Set Up Tables [= = |[=]
Employess  Departments | Business Units | Categories Nulif\erW’amingsl
Department_Mame Date_Created ~
Department Name 13A11/2004
IAdmin Office taching Shap 131142014
CMC Machine Shop 13411/204
Date Created Clean Foom 1341172014

1312014 -

Notes

2

[ S R S ol

Insert Text or File/Object

The insert text or file/object button is featured throughout QMS and enables users to attach
supporting documentation within the chosen field. Attachments will be displayed in the field as an
icon with the file name beneath, any amendments made to the ori ginal document will be updated.

Insert text or file/object

File Edit View | Insert | Format
NI Object.. |
[MS Gans Ger = [a jn/u@|§§§|£é’
Z" R
Insert Object [=]
OK
© Create New
File: Foxit PDF Document Cancel
& Create from Fle  |C\Users'karenj\Documents\Training\Q1
Browse.. v Link
[v Display As lcon
[y
Result E
Inserts a shortcut which represents the file. The Welding
@_‘ shortcut will be linked to the file so that changes Equipment Risks
to the file will be reflected in your documert
Change lcon...
b om
To insert a file select Insert I Object 1 locate the file to attach using the Create from File radio
button, this will populate the file box in the centre. Use the Browse button to locate the file to be
attached, select the Link box to include the file name under the icon and Display as Icon ticked to

11



display the file format (Word, Excel , PDF etc). Save the document by selecting OK. The

attachment will now appear in the Rich Te xt window.

The attached file will now be displayed in the text area of the rich text window. Additional text can

be added as well as multiple attachments.

& Edit Rich Text (== =]

File Edit View Inset Format
D& # & 2B «~

[MS Sans Serif

B

Z.‘

Welding
Equipment Risks

[ [num

When adding additional text use the toolbar to change font, size, embolden, italicise, underline,

recolour, left, right and centre justify, bullet point and highlight.

To save entry, select File 7 Save & Exit. Double click on the attached file to view the content.

Business Links

Business links are created to identify a business area within the

Enter the unit name, the date created and any notes, the
relevant documentation.

organisation when creating a Risk
Assessment record, individual business areas can then be identified as owners of the risk.

insert file button  can be used to attach

[=&]=]

Date Created

& Set Up Tables
Employeesl Departments  Business Units ICatagones Notifier W’amingsl
Unit Name:
Unit Name L\é\‘;ﬁrkshops
IWUrkshng | |Office
Date Created
132m4 -
F’”’b»uq-—Arf;((-Q@

134142014
134142014

12



Categories

When creating a new record, categories can be selected from drop down boxes to standardise the

content of the record. Each category can be grouped and using the Group radio button us ers can
reduce the amount to search.

Rejects

Reject categories can be set within this tab, use + to create a new record. To save the record
select V

& Set Up Tables [=][= =]

Employeesl Deparlmants' Business Units  Categories INDlif\er W’amingsl

Rejects | Man Conformancel Cancesswonsl CDmp\aimls' Risks I CustomerSalisfaction'

Order By
|7(' Category " Group
Category ‘GIOUD Notes ~
¥ Eiraken
| | Mot to Drawing Specification

13



Non Conformance

Non Conformance categories can be set within this tab, use

record select V

+ to create a new record

& Set Up Tables =Er=]
Emploees | Depariments | Business Units Categaries | Nolfier Warnings |
Refects Men Conformance | Concessions | Complaints | Risks | Customer Satisfaction |
Order By
" Category " Group
|Ealegury ‘Eroup |Noles [Double Click to Ed\t‘ "~
ﬂNut to drawing specification
v
< > » » + - =7 5 o & @

Concessions

Concession categories can be set within this tab, use
select V

+ to create a new record.

& Set Up Tables ==
Employess | Departments | Business Uinits  Categories |an\F\a|Warnmgs|
He|e:ls| Non Conformance  Concessions |Compla\nls| Risks I CuslomelSatlslacl\onl
Order By
" Category © Group
|Concession Category | Category Giroup|Notes [Double dlick to view/edi)l | ~
(Mot to diawing specification
v
5 > » * + - - 5 o & &%

14
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Complaints

Complaint categories can be set within this tab, use

+ to create a new record.

select V
& Set Up Tables ===
Emploees | Depariments | Business Units Categaries | Nolfier Warnings |
Reiects | Mon Confomance | Concessions  Complaints | Risks | Customer Satisfaction |
Order By
" Category " Group
|Eomplamts Categary Category Eroup‘ Mates [Double Click to wiew aH/edlt]| ~
ﬂNut to drawing specification
v
- - " - + ¥ % o ¢ Z
Risks

Risk categories can be set within this tab, use

attaching relevant files to this risk use the

insert file button

+ to create a new record.
Enter the level of risk and assign a colour to indicate the severity. Enter the date created and if

Emploees | Depariments | Business Units Categaries | Nolfier Warnings |

Risk Colour

Vellaw j

Level

|Medium

Name
[Fossible

Date Created

10/02/2015 -~

Notes
Mimor Risk

& Set Up Tables

Reiects | Mon Confomance | Concessions | Complaints Risks | Customer Satisfaction |

== ]=]

Level Marme: Date Created ~
| Medium Unlileely 10/02/2015
| |Low Rare 10/02/2M5
_|Low Rare 10/02/2M5
| Low Unlikely 10/02/2M5
| |Low Possible 10/02/2M5
Medium Likely 10/02/2015
Medium Almost Certain 10/02/2M5
i Possible 10/02/2M5
| Medium Likely 10/02/205
|_|High Almost Certain 10/02/2M5
_|Low Rare 10/02/2M5
| Medium Unlileely 10/02/2015
| Medium Possible 10/02/2M5
_|High Likely 10/02/2Mms
|_|High Almost Certain 10/02/2M5
| Medium Rare 10/02/2M5
| Medium Unlikely 10/02/205
|_|High Possible 10/02/2M5
_|High Likely 10/02/2M5
|_|VewHigh  Almost Certair 10/02/2015
| Medium Rare 10/02/2M5
_|High Unlikely 10/02/2M5
_|High Possible 10/02/2M5

| |VerpHigh  Likely 10/02/2M5 &

Bs ® © € &

15
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Customer Satisfaction

Customer satisfaction categories can be set within this tab, use
clickinthe Active box to insert a tick if this criteria is current.

+ to create a new record.
To save the record select

& Set Up Tables
Employess | Departments | Business Uinits  Categories |Nnuheu Warings |

He|e:ls| Man Cunlolmancel Eoncessmnsl Compla\nlsl Risks Custamer Satisfaction |

[=E=]

Calegory [#ictive|Client_Risference[Motes |

| |adequate Fackaging [

|_|Atention to detai v 4
| pelivers on time W~ 4
|| Telephone Manne: v 4
|_|Response ta queries r 4
M ecuracy of order - 4

- » » 2] + - - 5 o

Notifier Warnings

\'%

The notifier window display s tasks as green for date not expired or red for date expired. Setting a
notifier warning by the given days will change the activity date to orange, enabling users to

identify tasks with a date about to expire

o= ]=]

|Wam Days |Dala Cre »

& Set Up Tables
Employees | Departments | Business Units | Categories  Motifier Warmnings |
Record Type Recaord Type
Supplist Perfoimance:
ICompIamls LI E Complaints
Beg T | Risk Assessment
T _|Training
_|Mon Conformance
| Calibrations
Notes _|Awudi Events
_|Extemal Maintenance
_|Inspctions
_|Rejects
| Concessions
| |Checks
L]
<

M«qr»u-l-—Ar”S.’("Qg

713/m/2
14/19/M/2
718/m/2
14/18/01/2
719/m/2
14/15/m/2
21/ 04/02/2
14/04/02/2
14/04/02/2
14/10/02/2
14/10/02/2
21/10/02/2

16
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Select + to add a new record

Click on the drop down against Record Type to display the pre populated types, select the relevant
type then enter the number of warning days to be taken into consideration. Prior to the days to
warn, the fields will be green. When t he warning days have been met the field will change to

orange, if the warning day has passed the field will be red.

Employees | Depatments | Business Urits | Categories  Notifier W amings |
Rlecord Type HeF:nld Type Wamn Dayps |Date Cre &
¥|Rejects 71940142
_|Complaints 719/0/2
_|Risk Assessment 719/01/2
Eﬂmﬂ'a'f!ts Training 14 1940172
ONCessIons —
Document Register I _[Mon Conformance 719/01/2
External Maintenance Calibrations 14.18/01/2
In House Maintenance [
Inspections
aintenance Procedures b
v
< >
M«qb»u-l-—Afsf(-&@
|Training Writing the manual | FB012075Y 2310172015
Complaint No Biscuits in the office [BI0AEETSY 19/01/2015
Procedures PR Quotation forms 20012015 19/01/2015
Complaint No cake today 2000102095 20/01/2015
Inspections INSPEC2 Widget Requires follow up JOD1E7/0 ZI01E0151 2010172015
| calibrations 788 Processlhieter Ref: TRI789 requires calibration | ZR020S ] 141172014
Checks RTD Calicrator Ref. TRIT12 requires checking [0GI02E018" 141112014
Audit Events AUD1 External Audit Review Is due on this date [0107/2015 | 141112014
Audit Follow-Up AUD1 External Audit Review Has an Audit tem that requirds BT/0TIE015 | 14/11/2014
In House Maintenance CHC Ref: MAC1 requires in house maintenance _2&:&1:2015
| External Maintenance CNC Miling Maching Ref. MACS requires in external maintehz 220742018 | 19/01/2015

The insert file button  can be used to attach relevant documentation

To save the record select \Y

17



Modules
Modules are the individual sections where records can be kept in relation to the module topic.
Procedures

All procedures applicable through the QMS system can be created within this module and cross
referenced

& Procedures (= |[= =]

Print

S QBB 4« « » o+ = a0 ED

Procedures
|F’F| | 5 |1 Dated |14/11/2014 = Category | Training > Default

Description |Tra|n\ng Process

Detail First Active |01/11/2014 = Last Active |26/01/2015 - Last Review |26/01/2015 =
etail

Terms and
ns of Training B

These are the procedues for training courses

Revisions

Hext Activity Date  |14/11/2015 - Approved v

Creating a new procedure

Select + to create a newrecord |, the next available procedure number will be displayed including
the current date.

Select the category from the drop down, enter a description then the first active date. Please
note: only use Default if all modules are to use the one procedure.

Include any detail relating to this procedure and attach documents using the insert file button

Insert any relevant revisions to this proced ure including any documents to attach.
Select a Next Activity Date to create a notifier for future reference.

Tick the Approved box if this procedure has been approved as part of the organisations procedural
policy.

To save the record select \Y

18



Audit Reviews

All Audi t Reviews can be created through QMS

iz ; [= @] =]
Print

S%HI(‘DDDH+—AF/'5f('&§

Audit Number

Desc |Ektemal Audit Review

[avp | 1|
Honth |Jun - Period [Month: | Amount | 12 Proc |PF"3' ﬂ
First Active |01/07/2014 v | Last Active |01/07/2014 - Last Audit |01/07/2015 | Mext Audit |01/07/2016
Motes =§
Revisions
Hext Activity -
|Data Of Activity|Auditor -
Date of Activity |01/07/2015 Auditor  |John Smith ﬂm J07/2015  John Smith
Outcome

E =ternal audit review caried out to organisations requirements

Next Activity  [01/07/2015  ~ M A > H & — a % @

Creating a new audit review

Select + to create a new record, the next available audit review number will be displayed including
the current date.

Enter a descriptiont o identify the audit.

To indicate when the audit is to be undertaken use the drop down boxes to select a month, period
(days/months) and the amount of days/months.

Use the Proc. dropdown to cross reference to a procedural process.

Enter all relevant  dates: First Active 1 date this record was first active
Last Active 1 date this record was last active
Last Audit 1 date the last recorded audit was undertaken
Next Audit T date of the next audit

Use the calculate button to calculate the next audit date, this will take into consideration the
month, period and amount details set.

Enter any notes applicable to this audit, including any attached documents using the insert file
button .

Enter any revision details applicable to this audit, including any attached documents using the
insert file button

In the lower half of the window, the detail of each audit can be recorded, including any attached
documents. Entert he date each audit was carried out and the name of the auditor. This will add
each audit review record to the right hand table.

19



The Next Audit date will automatically update using the month, period and amount detail.

it Numb
Audit Desc IExtemaIAuditFleview
jaup - —| 1—|
Honth IJun ;I Period IMonths;I Amount I 12 Proc IF'HGV ;I
First Active |01/07/2014 vI Last Active IU1.-"U?;"2U14 vl Last Audit |01/07/2015 VI Next Audit IUT /0742016 vI
Notes I :§
Revisions I
Mext Activity I 'l

A notifier will be automatically created wi th the Next Audit date.

The following confirmation popup will appear, select Yes to confirm the entry.

Confirm @

&% Do you want a notifier for this Audit [tem

Yes No |

k. 4

The following popup will  then appear with pre -populated text, click into the field to change the text

as per require  ments. Select OK.

Enter or confirm text for notifier @

Prampt
IAUD‘I External Audit Review requires follow up

Caret_|

20



Calibrations

Calibration procedures  and equipment can be created within this module  and all calibr ation, checks
and usage recorded.

& CalibrationMenu | = |[ & | =2 |
What do you want to do?

Wark with calibration procedures

Record equipment

Record calibrations

Record Checks

Fecord uzage

|

Work with calibration procedures

Select the Work with calibration procedures to reco rd all procedures related to the organisations
requirements.

& Calibration Procedures [= = =]
Print
@lln«q»»ﬂi-—Arfﬁ\’ c &

—p, d f

) ) Dated [24/11/2014 ~ First Active [ZAAT/2004] ~|  Last Active | -

CTa

Equi ICaIibral\Un Tool 2

_ R Uszing: IWhat do you need to uze ta calibrate this item??
Calibration Procedure

hat are the pracedures required ta carmy out this calibration

Specification to be Achieved

Enter the specification to be achieved in this box

Notes

Revisions

Next Actlivity Date IDSJ‘I 242014 -

Creating a new calibration procedure

Select + to create a new record, the next available calibration procedure number will be displayed
including the current date.

Enter the first act ive date
Enter the description of the calibration procedure

Enter any relevant information relating to the procedure in the Calibration Procedure field, the
Specification to be Achieved field, Notes and Revisions fields.

To create an entry in the notifier insert a date in the Next Activity Date field.

To attach any documents into a field use the insert file button . To save the record select V

21



Record Equipment

Creating a new__ calibration _equipment _record

i Equipment - Calibrations [= =] =]
Print

@r’ff/bnu-l-—Ar/‘S\’("&@

Equipment Reference

Prefix |TRI -

Description |H TD Calibrator

Manufacturer |F|uke Proc |CALV1— j
Hmber 72 Purchased [28/08/2014 ~ Calibrations | Checks | Mokifer Dffsets |
Suffix Status [betive 7] Period [Months =] Last Calibration [01/03/2015 ~|
First Active’W last Active ’—L| Interval ,712 Next Calibration ’W‘
Uses Before Calibration | 0 Used | o

Location |Elean Foom

Equipment Notes ] Eallhrahnns] Checks 1 Usage]

The Fluke 785 ProcessMeter is the ultimate troubleshooting tool for electricians and instrumentation professionals, combining the
functionality of a loop calibrator with the power of a digital multimeter. By equipping the 789 with a temperature measurement
module and the wireless data logging capabilities of Fluke Connect™ with ShareLive™ video call (sold separately], process
technicians can now do a lot more while carrying a lot less. And with its built-in, selectable 250 ohm HART® resistor, it eliminates the
need to carry a separate resistor with you.

Select + to create a new record, the next available equipment reference number will be displayed
it is possible to manually change the number if an existing numbering system is in place . The
prefix is the default as setup within  Numbering .

Equipment Reference

Prefix m
Number [ 712
Suffe |

Enter the description of the calibration tool and the manufacturer.

Select the related pr  ocedure from the drop down menu.

Enter the purchased date and status o f the tool (Active, Quarantine or Scrapped)
Enter t he First Active, Last Active dates and the Location of the equipment

Set up the structure of the calibrations and checks. Notifier Offsets are no longer valid.

Calirations | Checks | Notifer Oifsets |

] - Calibrations i Period in months or days, Interval of months
Period |Months ~| Last Calibration [01/03/2015  ~ ) X N
interval [T Meat Caliwation [G705757E <] or days. Last calibration carrlec_l out_, use the calculate
button to calculate the next calibration date

Uses Before Calibration | 0 uUsed | 0
Calbrations. Checks | Ntfer Offsets | Checks - Period in months or days, Interval of months or
Peiad [Marihe  ~] Last Check [I672/2014  +] days. Last check carried out, use the calculate button to
Interval | Z Mext Cheok [0B/I2/2015 -] calculate the next  check date . Uses before check ( see Usage
Uses Before Check | 10 Used | o page 24 )

Calbrations | Checks oifier Dffsets |

Calibrations Checks

Notifier Offsets T no longer in use

Notifiers [0 [ 0

Aclivity Dates | ] [ ]
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Equipment Notes

Enter any relevant information relating to this item of equipment , supporting documentation can
be attached using the  insert file button

Equipment Notes I Calibrations ] Checks ] Usage 1

[The Fluke 789 ProcessMeter is the ultimate troubleshooting tool for electricians and instrumentation professionals, combining the
functicnality of a loop calibrator with the power of a digital multimeter. By equipping the 789 with a temperature measurement
module and the wireless data logging capabilities of Fluke Connect™ with ShareLive™ video call (=old =eparately), process
ttechnicians can now do a lot more while carrying a lot less. And with its built-in, selectable 250 chm HART® resistor, it eliminates the
need to carry a separate resistor with you.

Calibrations
Records of all calibrations for this item of equipment can be recorded
Equipment Mates  Calibrations ] Checksl Usage]
Date Due [01/03/2015 v| DateDone [01/03/2015 - [DateDue [DateDone |Performed By A
ﬂDWDSKZMS 01/09/2015 KaenJones
Certificate No |12583 Peformed by "Kareannes j
Within Tolerance |Yes j Adjusted |Nn j Actual Size
Hotes
v
< >
[T I . T O
Select + to add a new record
Enter the date due which automatically populates the notifier screen.
On completion of the calibration enter the date and the person who performed the calibration;
please note this field is self  -learning and will retain all names entered.
Enter the certificate number as applicable.
Select Yes/No if the calibration is within tolerance
Select Yes/No if the equipment had to be adjusted and the actual size adjusted to
Additional information relating to the calibration can be recorded in the Notes field . To attach any
documents into a field use the insert file button . To save the record select V
Checks
Records of all periodic checks for this item of equipment can be recorded.
EquipmantNotes] Calibrations Checks ] Usage]
Date Due |15 Date Done ,W‘ ‘Date Due  |DatzDone |Performed By ~
ﬂDEﬂ 272014 06/12/2014 Karen Jones
Certificate Mo |226629 Peformed by |KarenJones
Within Tolerance |No j Adjusted |ND j Actual Size
Notes
v
< >
M 4 ™ [ e = & @
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Select + to add a new record
Enter the date due which automatically populates the notifier screen.

On completion of the check enter the date and the person who performed the check; please note
this field is self -learning and will retain all names entered.

Enter the certificate number as applicable.
Select Yes/No if the check is within tolerance

Select Yes/No if the equipment had to be adjusted and the actual s ize measurement can be
recorded.

Additional information relating to the check can be recorded in the Notes field. To attach any

documents into a field use the insert file button . To save the record select V
Usage
Usage can be used to record individuals who ar e using this item of equipment
EquipmentNotes] Ca\ibrations] Checks Usage ]
Date Out [24/11/2014 | pateinfza11/2014 +| Employes_Name| User_Reference|Date_Out A
#[Bob Jones 22E6RED 2411720
Works Order | 2255853 |EobJones 2055369 240117200
Employee ‘BobJones Mumber of Uses 1 | |Bob Jones 12548 2811720
MHotes
v
< >
M 4+ ok = X

Select + to add a new record

Enter the date in and out, cross reference a works order number, insert the employee name and
how many times the equipment has been used.

Additional information relating to the usage can be recorded in the Notes field. To attach any
documents into a field use the insert file button . To save the record select 'V

If using Uses before Check within the Check s structure and the uses have been exceeded, a new
check will be created and added to the notifier screen.

Calbrations  Checks | otifer Dffsats |

Period |Months | LastCheck |[30/01/2016
Interval 12 Mext Check |02/03/2015 -

Uses Before Check | 8 Used | ﬂ
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Machine Maintenance

Machine Maintenance procedures and machine records can be created within this module and all
maintenance requir ements.

& Maintenance [ o |[@ |52 |
What do you want to do?

Work with maintenance procedures

Record machines

Record in house maintenance

Record external maintenance:

|

Work with maintenance procedures

Select the Work with  maintenance procedures to record all procedures related to the organisations
maintenance requirements.

& Maintenance Procedures [=][=@ =]

Print

@lln«db»n+—APf5( (‘6@|

_IIMA|N _I 1 _I Dated Im First Active IW Last Active Im
Equi |ENC Machires

Using: IExterna\Sources
Maintenance Procedure

s per manufacturer requirements

]

Specification to be Achieved

s per manufacturer requirements

5

Notes

Revisions

]

Mext Activity Date I - I

Creating a new maintenance procedure

Select + to create a new record, the next available maintenance procedure number will be
displayed including the current date.

Enter the first active date
Enter the description of the equipment procedure

Enter any relevant information relating to the procedure in the Maintenance Procedure field, the
Specification to be Achieved field, Notes and Revisions fields.

To create an entry in the notifier insert a date in the Next Activity Date field.

To attach any documents into a field use the insert file button

To save the record select \Y
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Record Machines

F. 3 Machine Maintenance (===
Print

@H«4>»H+—Ar/‘$(("6§

Maintenance -
Description |CNC
Prefix |MAC
L] I |BridgepurlC0nqueslV1DDD Procedure |MAIN-1- -
Number SE6ET
| Serial Number [1456534830613 Status e -

Suffi:
L Purchaszed |25/11/2013 « InHouse ]Exlernal]

First Active |01/02/2010 - Last Active - Period |Months ~| Last InHouse |[15/03/2015 -
Location |CNC tachine Shop Interval 3 MNext In House |15/06/2015 -

Machine Nates ] In Hause Maintenance ] External Maintenance ]

'The Bridgeport Conquest V1000 Vertical Machining Center is @ new generation machine. This machine is a fully digital, high- quality
machine tool, designed to achieve maximum capacity and performance in the Job Shop, OEM, Aerospace, Automotive and Power
Generation Industries and many other manufacturing sectors.

Creating a new machine maintenance record

Select + to create a new record, the next available maintenance reference number will be
displayed, it is possible to m anually change the number if an existing numbering system is in

place. Notice the prefix is the default as setup within Numbering .
Maintenance

Prefin [MAT

Number | 55687

Suffix |

Enter the description of the machine and the manufacturer.

Select the related procedure from the Procedure drop down menu.

Enter any serial number

Enter the purchased date and status of the machine (Active, Quarantined, Scrapped or Sold)

Enter the First Active, Last Active dates and the Location of the machine

Set up the structure of the machine maintenance.

In House | External | In House 1 Period in months or days, Interval of months or
Period [Morths  +| Last InHouse [15702/2015 =] days. Last in House maintenance  carried out, use the
interval | 3 MextInHouse [15/062016 <] calculate button to calculate the next maintenance date

InHouse External ]

External - Period in months or  days, Interval of months or

rerd | (| e o OO | days. Last External maintenance  carried out, use the
[ty 12 Next Estemnai 1471172015 -] calculate button to calculate the next maintenance date .

To save the record select \Y
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Machine Notes

Enter any relevant information relating to this machine , supporting documentation can be attached
using the insert file button

Machine Notes ] In House Maintenance] Extemal Maintenance]

'The Bridgeport Conquest V1000 Vertical Machining Center is a new generation machine. This machine is a fully digital, high- quality
machine tool, designed to achieve maximum capacity and performance in the Job Shop, OEM, Aerospace, Automotive and Power
Generation Industries and many other manufacturing sectors.

In House Maintenance

Information relating to an in house maintenance can be recorded also supporting documentation
attached.

Machine Notes  In House Maintenance ] Extemal Maintenance ]

Date Due [15/03/2015 ~| DateDone [15/03/2015 - |DaicDue [DateDone |ParfomedBy
ﬂ15!D3f’2D15 15/03/2015 David Smith
Certificate No |2583 Peformed by |Dawd5m|th
MNotes
240 Maintenance.tet (Command @
v
< >
M 4 » H o = a

Select + to add a new record
Enter the date due which automatically populates the notifier screen

On completion of the maintenance enter the date and the person who performed the maintenance;
please note this field is self ~ -learning and will retain all names ente red.

Enter the certificate number as applicable.

Additional information relating to the maintenance can be recorded in the Notes field. To attach
any documents use the  insert file button

To save the record select V
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External Maintenance

Information relating to an external maintenance can be recorded also supporting documentation
attached.

Machine Notes] In House Maintenance  Extemal Manienance I

Date Due [13/11/2014 ~| DateDone [14/17/2014 - |Date Due  [DateDone |Performed By~
ﬂ 13A11/2014 114A11/2014 | Bridgeport Machin
Certificate Mo [11245 Peformed by |Bridgep0|t Machine Maintenance
Notes

nnual maintenance of Bridgepart Conquest V1000 carried out according to manufacturers
inztruction

~
W

M 4 > F = a 7@

Select + to add a new record
Enter the date due which automatically populates the notifier screen

On completion of the maintenance enter the date and the person who performed the maintenance;
please note this field is self  -learning and will retain all names entered.

Enter the certificate number as applicable.

Additional information relating to the maint enance can be recorded in the Notes field. To attach
any documents use the insert file button

To save the record select \Y
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Training Records

Training records can be recorded with a notifer entry to remind users of any expiry dates.
F.4 Training Records [=][= =]
Print

S| O (BB m < » »r = a D

Training Reference

Employ |KarenJDnes j Job |Tra\n\ng M anager

[TRa | z—|

Decription |IDSH - Managing 5 afely

Fiecord Created
Procedure |FR-2-1 ~ | Date OF Training |20/04/2015 «| Mumber OF Days g Earese 03/02/2015

[Mat updatable]
Nature

I0SH is the Chartered body for health and safety professionals

A= the world's biggest professional health and safety membership organisation, we're the voice of the
profession, campaigning on issues that affect millions of working people.

Dutcome

Course &ttended as per annual appraisal

Comments
Mext Activity Date 3040442018 - Approved by |Managing Director

Creating a new training record

Select + to create a new record, the next available training record number will be displayed.

Select an employee from the drop down menu, their job title will be automaticall
the information retained in Tricorn Production or within the setup tables

Enter the description of the training
Select a procedure from the drop down menu.

Enter the date of the training with the duration in days. The original date of the r
displayed, itis no t possible to edit this date and the field is greyed out.
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Nature

Double click within the field to open the rich text window where text can be formatted, enter any

informat ion relating to this course. To attach any documents use the insert file button
& Edit Nature [o =] =]

File Edit View Insert Format

OE # =]

|Verdana j |8 j B 7 U E = =4
E‘--|---]---|‘--2---|---3‘--|---4---|‘--5---|---5[

IOSH is the Chartered body for health and safety professionals

As the world's biggest professional health and safety membership organisation, we're the
voice of the profession, campaigning on issues that affect millions of working people.

We set standards and support, develop and connect our members with resources, guidance, events
and training.

MNUM

Outcome

Perceived outcome of the course can be recorded within this field, also any post course interview

information.
Double click wit hin the field to open the rich text window where text can be formatted.

To attach any documents use the insert file button

Comments

Pre/post course comments can be recorded within this field

Double click within the field to open the rich text window where text can be formatted.

To attach any documents use the insert file button
Next Activity date - can be set to notify users this training record requires attention.
of the record appears in the beginning of the field, t ext within the notifier prompt

suit the user.

Confirm =] Enter or confirm text for notifier | 2 |

Do you want a notifier for this Training follow up Prarmpt
|TF!A1 requires fallow up

Yes No Cancel

Approved by T enter the name of the person who approved the attendance of this course.

To save the record select \Y
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Inspections

Periodic inspections can be carried

out against a works order.

&

Print

&lelm

Works Order Inspectio

Inspection Reference

‘H«qh»u-l-—AFfS(r.'Gg

[INSPEC —| 1 Procedure |FR-13- +| Raised ’W‘
Works Order Data
Works Order [JO0TE7/0  Get/Change Order Data | Customer |HARRODS DEPARTMENT STORE
Description |Widget
Drawing |W'idgel'| lzsue ’1_ Order Motes
Quantity |75U Delivery ’m

Built 50 Passed 40 Percentage a0 Rating

Inspection
Notes

Next Activity Date |20/07/2015 -

Creating an inspection record

Select + to create a new
The date raised will be automatically populate

Selecta procedure from the drop down menu

Works Order Data

inspection

iGet/Change Order Data'

d.

record, the next available

inspection

Use the Get/Change Order Data button to open the picking list of works orders.

Filters can be applied

to reduce the quantity of records retrieved.

number will be displayed.

&

Current Search Item and Sort Order =

Select Works Order

Woiks Order (ASCENDING)

o [=]=]

Find Dialogue. Find Next Simple Search

Print Report Edit Report

Mumber of Records : 33

[w/orks Order [Delivery [Description [Customer Name [Customer Onder] QuantiyPart Nurber _[Partlss[Drawing Number]Dra s [Order Date [Prepaied_[Price | A ~Customer
100153 4[Unfinhed 2171172004 | Another bit Tricorn Systems Limited 1 217204
1E O Uniinished | 27/11/2014 | Hew eem Westlield 11223 1223 2241172014
NEHES 0| Unfinished | 02/02/2015 | 4686 Aot Karen Training Campany 12569 100 4686 Foct |2 mAleme 156s  Statws
Jo0153 0| Unfinished 4596 Root Karen Training Company 100 4686 R0t 2 28112014 2810014 1Ggs ¥ Unlinshed B Defvered ™ Canceled
00160701 O|Deivered | 08/12/2014 | Base Shel Tricom Systemns Lirited _ fefdfdad 5 SWU-ASTUOO; SWU-ASTU0 w2A22ms 022014 45 W lewed [V Inveied [ Templates
10016002 | 0|Delvered |10/12/2014  Tap Panel Trican Systems Limited _ fafdidad £ SWLU-ASTU-00 SWU-RSTU-002 RN Q220 75 W ORSie
100160/05 | Oinvoiced | 08/12/2014 Base Inc Castors Tricon Systems Limited _ fofddgd 10 SWU-RSTU-00 SWU-RSTU002 02/12/2014 0212/2014 . 838 Date Range
00161 Ofiwoiced | 0512/2014 | Tubo Clamp Rings  Trizom Systems Limiced 4353453 2 E 0211242014 021212014 30
100162 0|Unfinished | 30/01/2015 | Tyre Serapper TAR Asrospace 653545 1 Tyre Scrapper 02Azam s @0y (oo Mo T
100183 0| Unfinished | 03/12/2014 | Fip Chat Tricorn Systems Limited 5FipChat |1 021242014 02A12/2014 o [TB072018 <] 7 300272015 =
/00163 1|Unfinished  09/12/2014  Board Tricom Systems Limited 5 Board 1 02/12/2014 021242014 Duistanding Ony [~
100163 2| Unfinished | 09/12/2014 | Fip Chart legs Tricarn Systems Limited 15 Fii Char legs |1 12M12/2014 021272014
Jooies 3|Unfinished | 03A2/2014 | Fen Tray Tricom Systems Limited 5FenTiay |1 02202004 021202014 Part Number/lssue/Methad
/00164 0|Unfinished  04/12/2014 toftee hammer Tricom Systems Limited 10 B756T 1 0312/2014 200 7 ’7 7
100165 Ofissued | 27/02215 widget HARRODS DEPART MER 5678505 S0widgetl 1 ‘widgetl 1 ONamS Nz M
100185 Ofinvoiced | 06/12/2014 | Lett Handed Screwdiive HARRODS DEFART WER 5736857 50 LHSD 12 LHSD 12 041202014 35
MJoo167 0|lssued 28/02/2015  Widget H&RRODS DEPARTMEN 50 Widget 1 1 Widget 1 1 05/M12/2014 05/01/2015 28,2936 i/ ’7
[Jon168 Oissued | F1/03/2015 | widget HARRODS DEPARTMER S0widgetl 1 widgetl T 0B/ DBAA0 B2 e i
100163 O Uniinished | 02/02/2015  widget HARRODS DEPARTHMER S0widge! 1 widget1 122015 08r12/2014 2,239
/00170 0|Unfinished  26/02/2015  'Widget H&RARODS DEPARTMEN 50 Widget 1 1 Widget 1 1 10/12/2014 10/12/2014 28,2936
Jom71 0] Unfinished | 09/03/2015 \widget HARRODS DEPARTMER Stwidget! 1 widget 1 A2 10A2204 B
- R ApplyFiter | ResetFiter | Save Fiter
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Information relating to this works order will be displayed for reference.
Use the lower half of the window to record the inspection detail.
Quantities 1 Built, Passed Percentage. Use the calculator button to calculate the percentage of

passed components. Insert a rating for this inspection, this field is free type therefore the content
is organisation dependant.

Inspection Notes i double click within the field to open the rich text window where text can be
formatted.
To attach any documents use the insert file button

Quantities Built I 50 Passed 40 Pelcenlagel a0 | Rating I

Inspection
Motes
Next Activity Date |2DEU?;’2D15 vI
Description IW'idget
Drawing IW’idget‘I Issue |1 DOrder Notes
Quantity I 50 Delivery |28/02/2015 vl
Next Activity date - can be set to notify users this training record requires attention. The number

of the record appears in the beginning of the field, text within the notifier prompt can be edited t
suit the user.

Confirm (=] Enter or confirm text for notifier | &5 |
&% Do you want a notifier for this Inspection followup Prompt
- IINSF‘EE‘I widget Requires follow up

Yes No | Cancel |

To save the record select \Y
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Rejects

Rejects can be recorded against customers, suppliers and general.

& Reject Notes (===
Print
S B[ Be <« - » b = a0 ED
Reject Number ~
Date Raised |19/01/2015 Date Closed |13/01/2015 +
[REs —] 5—| .
Descrnplion |F|e|Ecl whole order
Procedure  |PR-15- <] Raised By [KarenJanes
Order Detail
Customer\warks Order i
General ] Supplier/Purchase Dlder} Description ‘W\dgal
Order N 5
rder No  |J0O0167/0 Get Works Drder Data DYSeiny ‘W\dgeﬂ D/ssue |1
Op Ne For Elpelalion| Mo Operation | Part [widgat T PAssue [1
Name ‘HARRDDS DEFARTMENT STORE j Cust Ord No ‘ Item |
Location [HARRODS DEPARTMENT STORE [~] Delivery [28/02/2015 <] Cost |
Contact | [ ] | atyOn Order 50 Gty Rejected 50
Reason Mhﬂle batch scrapped, machine was not set carectly and no 1st off was run
Action [Notdaing a 1st off must not be allowed to happen again
Prevention |Change of procedure
C Refi
ey ey - ) — Reject Category |Not to Drawing Specification +
=l = . i
Mext Actvity Date - Close

Creating a reject record

Select + to create a new reject record, the next available reject number will be displayed. The
date raised will be automatically populated.

Enter description of the reject and who it was raised by.
Select a procedure from the drop down menu.
General Reject

Use this tab to record detail of a general rejection.

General ] Customer\wforks Drder] Supplier/Purchase Order ]

Name |Karen Jones

Hote  Jiems iejected as a first off was not caried out and
therefare the whole batch is to be scrapped %

Enter the name of the person/organisation the rejection relates to and any supporting information

To attach any documents use the insert file button
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Customer /Works Order

Use this tab to retrieve works order information, select the Customer/Works Order button to open
the works order  picking list .
General  Customer/works Order ] Supplier/Purchaze Order ]
Order No ’W Get Works Order Data |
Op No ’_ “7 For l]pelalinn| No Operation |
Name |[HARRODS DEPARTMENT STORE |
Location |[HARRODS DEPARTMENT STORE [~]

Contact | | |z|

Select the relevant works order.

& Select Works Order o [@ =
Current Search Item and Sort Order = Warks Order [ASCENDING] FindDislogue |  FindNext | Simple Search
[works Order | SeaqfStatus Delivery [Description [ Customer Name [ Customer Drder| Quantity| Part Nurbsr [Pt Iss| Drawing Number| Dralss [Order Dats_|Prepaied _[Price [ A —Customer
J00153 4[Unfirished  21/11/2018_ Ancther bt Tricotn Systems Limited 1 221172014 [
288 0|Unfirished | 27/11/2014  Newitem Westfeld 11223 1223 221172014
Jo0se 0|Unfirished | 02/02/2015 4586 Root Karen Training Compary 12569 1004686 oot 2 20/11/2m4 15ps  Status
Jonisa 0| Uniinished 4686 Raot K.aren Training Compary 100/ 4636 Roct |2 871172014 28/11/2014| 1564 ¥ Unfirished ¥ Delivered ™" Canceled
J00150/00 0|Delivered | 0B/12/2014 Base Shelf Tricotn Systerns Limited _ faifdgd 5 SWU-ASTUOD; Swl-RSTUO020 D2n2/204 02M22014 | a5 M lssued [V Invoiced [ Templates
Jo0150/02 0|Deliversd 104122014 Top Panel Tricorn Systems Limited _ fdicfdad 6 SWU-RSTL-00 SwU-RSTLI002 02M2/2014 021242014 75 R OffSite
|vome0ss Olinvoiced  08/12/2014  Base Ine Castors Tricorn Systems Limited _ (didfdgd 10 $wU-RSTU-00 Swl-RSTU-002 02112/2014 0212/2014 895 “Date Range
Jouis1 Olirwoiced | 05/12/2014  Tutbo Clsmp Rings  Tricorn Systems Limted 4353453 10 EX50813 1 02/12/2014 0241242014 30
Jo0isz 0|Unfinished  30/01/2015  Tyre Serapper TAG Aerospace 653545 1| Twe Serapper 0212/2014 By (@ W Ml ® O
Joni6a 0|Unfirished | 09/12/2014 _ Fiip Chait Tricotn Systems Linited 5 FipChat |1 0241272014 02/12/2014 rom [FRBTE014 <] 1 [0670272015 <]
00163 1|Unfinished  09/12/2014  Board Tricom Systems Limited 5 Board 1 02/12/2014 02/12/2014 OustandingOnly
Jooies 2|Unfirished | 09/12/2014  Fip Chart legs Tricotn Systers Linited 15 Flip Chartlegs 1 0212/208 | 0212/2014
Jomiez 3| Unfinished  0912/2014  Pen Trap Tricom Systems Limited 5 Pen Trap 1 02H 242014 0241242014 Part Number/lssue/Method
Jooise 0|Unfirished | 04/12/2014 _ tcffee harmer Tricotn Systers Linited 10 6756v 1 nanzeme a0 | o
[Jo0ie5 Oflssusd  27/02/2015  Widgel HARRODS DEPARTMEN 6673585 50 widgst1 1 ‘widget 1 [ 0B/01/2015 | 04/12/2014 78 2395 -
Jomes Ofnvaiced  06M12/2014  Left Handed Sereweive HARRODS DEPARTMEN 6786867 50 LHSD: 12 |LHSD 12 onzome g5 Drawing Number/lssue
¥|oonis7 Oflssued  28/02/2015  Widgel HARRODS DEPARTMEN 50 Widgst1 1 Widgetd 1 05/12/2014 05/01/2015 2 2395 I
Jo0ise Ollssued  31/03/2015  widgel HARRODS DEFARTMEN 50 widgetl 1 ‘widgel1 1 0B/01/2015 08122014 B29H
§ ! arks Order Customer Order
Jon6a 0|Unfirished  02/02/2015  widgel HARRODS DEPARTMEN 50 widgst1 1 ‘widget1 1 02/02/2015 | 08/12/2014 2 2335
Jon 70 0|Unfinished | 26/02/2015  widgel HARRODS DEFARTMEN 50 widgetl |1 ‘widgel1 1 WAz 0208 Baws | [
Jomi 71 0|Unfirished  03/03/2015  widget HARRODS DEPARTMEN 50 widgstl 1 ‘widget1 | 104122014 10/12/2014 25,2995,
= S Apply Fiter ‘ Fieset Fille|| Save Fiter ‘

Print Report Edit Report Exit

Number of Records: 258

All information relating to this works order will be displayed in the centre of the reject window.

Order Detail
Description |W'idget

| Drawing |Widget 1 D/lssue |1
Op No For Operation | Mo Operation | Part |w’idget1 Pllzsue |1
Name [HARRODS DEPARTMENT STORE ~| Cust Ord No | ltem
Location |[HARRODS DEPARTMENT STORE E Delivery [28/02/2015 ~| Cost |

Contact ‘ | |z| Aty On Order 50  Qty Rejected 50

General CustomerWorks Order ] Supplier/Purchase Order 1

Order No |JDUT E7/0 | Get Works Order Data

Rejects against an Operation
Rejection against an individual operation within the works order.

General  Custometworks Order | Supplier/Purchase Order |

Order No  [JOME7/0 Get Works Order Data ‘

Op Mo [ 20 [LaTH [For Biperatian| No Opesation |
Name [H4RRODS DEPARTMENT STORE

Location ‘HAHHDDE DEFARTMENT STORE E

Contact ‘ ‘ E

Select the For Operation button to open the operation picking list. Select the relevant operation .
To remove select No O  peration.

£ Select Ope.. [ = |[ = |[ £
Operation | Wik Centre ~
10/ 5w
20/LATHT
30/MILL1
40/GO0DSOUT
50518 CON

Cancel

hd
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Supplier/Purchase Order

Use this tab to retrieve purchase order information, select the Supplier/Purchase Order button to
open the purchase order picking list

General | CustomerAworks Order - Supplier/Purchase Order |

Order No IPUUU5? | Get Purchase Order Data i

Name IMilsubish\ Metals

Location IPIaterite

[ [ L

Contact I

Select the relevant  works order.

Lookup =]
Search Characters Search By

IF‘urchase Order Number j

Purchase Order Number| Status ‘Total Cost Order D ate | A
|PO0043 Unfinizhed 256/07/10/2014
_|PO00S0 Unfinished 202.75 08/10/2014
_|PO00S1 Unfinizhed 4845 06/11/2014
_|PO0os2 lzsued 24011117204
_|PO0DS2 Completed 5800/11411/2014
_|PO0DS4 Unfinished 211142014
_|PO00SS Unfinizhed 220/02A12/2014
FO00SE Izsued 150.75 04/12/2014
FO0D5E Canceled 450/ 04412/2014

PO0DS3 Unfinished 21.9737 14/01/2015 v

o Ok I X Cancel |

& Purchase Order Search [=][= =]
Supplier Mame IMitsubishi Metals
Purchase Order NO - |PODOE7 Order Date  |04/12/2014 Purchase Order Status |Unfinished

Farm ‘Specification |Cost |Quantity |F\equired_Date|Delivery_Data|Quantity_DeIivered ~
Metres  5t/St430FR i3.45 20 0512/2014 (0411272004 20

< > ’
Search DK LCancel
All information relating to this purchase order will be displayed in the centre of the reject window.

Order Detail
Description |1.445" Dia St/5H 430FR ANM GRD [A151 ] Round Bar

General | Customer/works Order  Supplier/Purchase Drder |

Order No [POO0E7 [ Got Purchase Order Data | B | Drsswe [

Name [Mitsubishi Metals | Part | Prssue |
Location IPIatanle IZI Cust Ord No I Item l—
Contact | [~ Delivery [04/12/2014 ~| Cost |

Aty On Order 20 Qty Rejected I 20
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. Reject Notes (o= =]
Print
P R = N B e L . S T NI R
el Gl Date Raised [15/0172015 + Date Closed [15/01/2015 +
|HEJ _l s _l Description ‘HE|EE| whole order
Procedure  |PR-15- -] Raised By [KarenJones
General Customer™orks Order ISupp\islfPulchass Urderl n[')‘::'cllji:tliani:l |W'\dgsl
Order No 001670 Get Works Order Data BEsig |\N"\dgal1 D/lssue |1
OpNo [ For Dpelatiun| Ho Upelalion| Part [widgat 1 PAssue [T
Hame [HARRODS DEPARTMENT STORE =1 || custordho | ltem |
Location [HARRODS DEPARTMENT STORE =] Delivery [28/02/2015 +| Cost |
Contact | [ [ || ayonoer [ 5  otyRejected| W
Reason [Whu\e batch scrapped. machine was nat set carrecthy and no 1st off was run
Action Mot doing & 1st off must not be allowed to happen again
Prevention [Change of procedure
Cross References -
Mon- Conf C 8 C 1o Reject Category Mot to Drawing Specification +
j‘ ﬂ‘ ﬂ Next Actvity Date - Close
Reason
The reason for logging this rejection can be recorded within this field.
Double click within the field to open the rich text window where text can be formatted.
F.4 Editing Rejects - Reason [=][=@][=]
File Edit View Insert Format
0DE & =
[MS Sans Seit ~lov -l B 7 U @ =
Z‘--.---1---.‘--2---.---3‘--.---4---.‘--5---.---5‘
YWhole batch scrapped, machine was not set correctly and no 1st off was run
MNUM
To attach any documents use the insert file button
Action
Actions taken for this rejection can be recorded within this field.
Double click within the field to open the rich text window where text can be f ormatted.

To attach any documents use the insert file button
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Prevention
Preventions taken for this rejection can be recorded within this field.
Double click within the field to open the rich text window where text can be formatted.

To attach any documents use the insert file button

Cross References
When creating a rejection it is possible to cross reference to other related modules.

Non -Conformance i use the drop down menu to open the non -conformance picking list, select
the record that is related to this rejection (if applicable)

Concession - use the drop down menu to open the concession picking list, select the record that
is related to this rejection (if applic able)
Complaint - use the drop down menu to open the complaint picking list, select the record that is

related to this rejection (if applicable)
Reject Category - use the drop down menu to select a reject category
Next Activity Date i enter the next activity date if this reject needs to be followed up. A notifier

will be created for future reference. The following popups will appear confirmed the creation of the
notifier. Text can be overwritten to suit the organisation requirement.

Confirm =] Enter or confirm text for notifier | £ |
|@\ Do you want a netifier for this Reject follow up Prompt
b ‘HEJE Reject whols arder This Reject requires follo
Ves No Cancel

To save the record select \Y
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Concessions

A concession is a special approval that is granted to release a nonconforming product or service for
use or delivery. Concessions are usually restricted to a specific use and limited by time and
guantity and tend to specify that nonconforming characteristics may not violate specified limits.

ISO 9000 2015 Definitions in Plain English

F.3 Concessions (== =]
Print

S| OB« « » »H k= a7 oD

Concession Number Date Raised |06/02/2015 +|  Date Closed -

coM | 2—|

Description |Concession applied to arder

Procedure |FR-5- - Raised By |KalenJones
Drder Detail
Description |Widgel

General I Customer\works Order 1 Supplier/Purchase Order I

Name |Karan Jones Drawing |Widgel 1 D/lssue ‘1
Hote lthaugh the iterns are scratched ey do nat hinder the Part |Widgel 1 Pflssue ‘1
uze. o,
Cust Ord No | Item

Delivery [28/02/2015 ~| Cost |

Aty On Order 50  Qty Hejected 50

Reason Custarmer accepting as the fault does not restrict usage
. Fietum to customer y
Action
i Ensure the correct procedures are caried out bo stop this re-accuring
Prevention @
Cross References R
oo Canlemenes Reject Complai Concession Category |Customer Accepted e
j |HEJ'5' j | j Mext Activity Date - Close

Creating a concession record

Select + to create a new concession record, the next available concession number will be
displayed. The date raised will be automatically populated, use the Date Closed to indicate this
record has been finalised.

Enter description of the concession and who it wa s raised by.

Select a procedure from the drop down menu.

General Concession

Use this tab to record detail of a general concession.

General | Customerwiorks Order | Supplier/Purchase Drder |

Name ‘Kar&n dones

Note  [ajhough the items are soratched they do not hinder the

use, @

Enter the name of the person/organisation the concession relates to and any supporting
information

To attach any documents use the insert file button
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Customer/Works Order

Use this tab to retrieve works order information, select the Customer/Works Order button to open
the works order picking list.

General  Customer/works Order ] Supplier/Purchaze Order ]

Order No  [J00167/0 Get Works Order Data |
Op No | For Dperation | No Operation |

Name |[HARRODS DEPARTMENT STORE =]
Location |[HARRODS DEPARTMENT STORE [~]

Contact | | |z|

Select the relevant works order.

# Select Works Order o || = ]|
Cument Search Item and Sort Order = Works Order [ASCENDING) Find Dialogue Find Hext Simple Search
[works Order | SeqfStatus Delivery [Desciption [ Customer Wame [ Customer Dider] Quantity|Part Number [Fart Iss[Drawing Humber| Dig Iss [Order Date_[Frepared  [Fice [ A ~Customer
NERER) AUnfiiched 2171172012 Another bt Trioon Systems Limited 1 2741172014 I
] 0|unkirished 271172018 Wewitem westfsld 11223 1223 2741172014
[JouiEs | Unfirished | 02A12/2016 468 Ront Karen Trairing Compary | 12563 100 4688 Flont |2 281/2014 16Rs  Status )
Jomsa 0| Uninished 4686 Raot Karen Training Company 100 4686 Foat |2 281172014 204172014 15ps ¥ Unfirished 7 Delivered [ Canceled
s O Delivered  06/12/2012 Base Shelf Trivon Systems Limited _ fdicfdad 5 SwlRSTUON, SwU-RETLIANR 0e/2/a0n4 021202014 a5 7 lssued [ Invaiced [ Templates
[vomenne O|Delivered  10712/2018  Top Fanel Tricam Systems Limited _ fdifdgd B SwLHRSTUA00 SwL-RSTU-00Z 02ri0Te 2AZ2M. 75 [ DffSie
s invoiced  08/12/2012 Base In Castors Trivon Systems Limited _ fdicfdad 10 SwLRETL-00 SwU-RSTL-00Z 021202014 024122014 G5 Date Rangs
NEEE Olinvoiced  05/12/2018  Tubo Clamp Rings  Tricom Systems Limited 4353453 0 EXE0E 1 zrzATe N2AZ/EMS 30
Jo0162 0O|Urfinished  30/01/2015  Tyre Serappet TAG Astospace 653545 1 Tye Scrapper 02/12/2014 " Day " Week " Month & Other
[Jomez 0|unfinished | 08/12/2018 Flip Chan Tricam Systems Limted 5FipChat 1 02r12/2014 021 2/2014 o [0 =] 1 [0670272075 <]
Jomea 1| Unkiished | 1812/2018 Bosrd Tricon Systers Limited 5 Bosrd 1 271242014 0261 2/2014 =
[Jomes 2| Unfinished | 018412/2012 Fiip Chat legs Trivon Systers Limited 15 Flp Chart s |1 021242014 02412/2014
Jomez 3| unfrished 09122014 Pen Tray Tricorn Systers Limited SPenTray 1 02/12/2014 021202014 Part Number/lssue/Method
N W Unfirished 0441222018 toffes hammer Trivon Systems Limited 10 6758 1 n3zome o | o
Jomes lissued 270202018 widget HARRODS DEPARTMEN 5678505 B0 widget] 1 widgetl T OUAS DAAZID R
[Jomes finwoiced 06272012 Left Handed G orowekive HARRODS DEFARTMEN 786367 50 LASD 2 |LHsD 2 0422014 36
¥|iomer Dllssusd 280202018 widget HARRODS DEPARTHMEN B0 widget] 1 widgetl 1 0512/2018 DE/1/2015 28,2996 i
somea fllssusd  AA2NE widget HARRODS DEPARTMEN 5O widget1 1 widget! T OB/I/0TS 08122004 BN e o 5
orks Drder ustomer Drder
[Jomes 0|unfinished | (2/02/2016  widget HARRODS DEPARTMEN 0 widgetl 1 widgetl 1 (22201 DE/12/2014 78,2936
MR 0 Unfinished  26A02/2016  widget HARRODS DEPARTMER 50 widgetl 1 widgst! 1 nzeme 0izene B | [
NEEE 0|unfinished | 08/03/2016  wiget HARRODS DEFARTMEN 0 widget] 1 widgetl T 022ns 101272008 8296
= S Apgly Fiter ‘ Feset Fme.| Save Fiter ‘
Print Report Edit Report Exit
Number of Records : 258

All information relating to this works order will be displayed in the centre of the reject window.
Order Detail

Description |Widget

| Drawing [Widget 1 DAssue [T

OpHe [ [ For Dperaliun| No Operation | Part [widget1 Pilssue ’1—

Name |HARRODS DEFARTMENT STORE | CustOWdNo | dem |

Location ‘HAF\F\DDS DEPARTMENT STORE |z| Delivery |23302;2015j Cost |

E Qty On Order 501  Qty Rejected 50

General CustomerAworks Order ] Supplier/Purchase Drder]

Order No |JDDT E7/0 | Get Works Order Data

Contact

Concession against an Operation
General  Custometworks Order | Supplier/Purchase Order |

Order No [J001E7/0 Get Works Drder Data ‘
Op No [ 20 [LaTHT [For Biperatian| No Opesation |
Name [HARRODS DEFARTMENT STORE

Location ‘HAHHDDE DEFARTMENT STORE

Contact ‘ ‘

Concession against an individual operation within the works order.

Select the For Operation button to open the operation picking list. Select the relevant operation.
To remove select No Operation.

&% Select Ope.. [ = | @ |[ =
Operation | Work Cantie ~
10 58
20 LATHI
30 MILLY
40 GODDSOUT
50 SUB CON

Cancel

[Ld
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Supplier/Purchase Order

Use this tab to retrieve purchase order information, select the Supplier/Purchase Order button to
open the purchase order picking list

General | CustomerAworks Order - Supplier/Purchase Order |

Order No IPUUU5? | Get Purchase Order Data i

Name IMilsubish\ Metals

Location IPIaterite

[ [ L

Contact I

Select the relevant works order.

Lookup =]
Search Characters Search By

IF‘urchase Order Number j

Purchase Order Number| Status ‘Total Cost Order D ate | A
|PO0043 Unfinizhed 256/07/10/2014
_|PO00S0 Unfinished 202.75 08/10/2014
_|PO00S1 Unfinizhed 4845 06/11/2014
_|PO0os2 lzsued 24011117204
_|PO0DS2 Completed 5800/11411/2014
_|PO0DS4 Unfinished 211142014
_|PO00SS Unfinizhed 220/02A12/2014
FO00SE Izsued 150.75 04/12/2014
FO0D5E Canceled 450/ 04412/2014

PO0DS3 Unfinished 21.9737 14/01/2015 v

o Ok I X Cancel |

F.3 Purchase Order Search [=][= =]
Supplier Marme IMitsuhishi Metals
Purchase Order MO |PO00ST Order Date |04/12/2014 Purchase Order Status |Unfinished

Form ‘Specification |Cost |Duantity |Hequired_Date|Delivery_Date CQuantity_Delivered| A
{ound Bar Metres  St/SH430FR i3.45 20/0612/2M4 0412424 20

W
< >
Search 0K | LCancel
All information relating to this purchase order will be displayed in the centre of the concession

window.

Order Detail
Description |1.445" Dia St/SH 4230FR ANMN GRD [A151 ] Round Bar

Genarall Customer/works Order - Supplier/Purchase Order |

Order No IPUDUE? | Get Purchase Order Data i Drawing I DZlssue l—

Name |Mitsubishi Metals | Part | Phssue [
Location |Platerite [~ Cust Ord No | fem [
Contact | [~ Delivery [04/12/2014 ~| Cost |

Oty On Order 20 Qty Rejected I 20
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F.3 Concessions (== =]
Print
S| O |B|m « « » » H ¢ = a K oD
Concession Number Date Raised [U6/02/2015 ~|  Date Closed -
coM | 2| - - -
Description |Concesslon applied ta arder
Procedure |FR-5- - Raised By |KarenJones
Order Detail
Cust Aaforks Ord, i
Gereral LCustomerWorks Urder ]Suppllerﬂ’F‘urchase Drder] Description |W’\dget
Order No [ J00167/0 \ Get Works Order Data | Drawing [o7dze DiAssue [
Op No For Dperation ‘ Mo Operation | Part |W'\dget1 Pllssue ‘1
Name |HAF|F|DDS DEPARTMENT STORE j e A Dl | e ’—
Location |HAHHDDS DEPARTMENT STORE |z| Delivery |23-"'02-"'2015j Cost |
Contact | |z| Qty On Order 50  Qty Rejected 50
Reason Customer accepling &s the fault does nat restrict usage
Action Fieturn to customer
i Ensure the comect procedures are caried out to stop this re-accuing
Prevention @
Cross References B
Non- Conformance Reject Complai Concession Category |Customer Accepted e
j |HEJ'5' j | j Mext Activity Date > Close
Reason
The reason for logging this concession can be recorded within this field.

Double click within the field to open the rich text window where text can be formatted.

& Editing Concessions - Reason |E||E”E|
File Edit View Inset Format
D& # @2
[Mz Sare Sert ~lg =l Bsru@
O R 6
Customer accepting as the faull does not restict usage
NUM
To attach any documents use the insert file button
Action
Actions taken for this concession can be r ecorded within this field.

Double click within the field to open the rich text window where text can be formatted.

To attach any documents use the insert file button

Prevention
Preventions taken for this concession can be recorded within this field.
Double click within the field to open the rich text window where text can be formatted.

To attach any documents use the insert file button
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Cross References
When creati ng a concession it is possible to cross reference to other related modules.

Non -Conformance i use the drop down menu to open the non -conformance picking list, select
the record that is related to this concession (if applicable)

Reject - usethe dropdown menutoopenthe reject picking list, select the record that is related
to this concession (if applicable)

Complaint - use the drop down menu to open the complaint picking list, select the record that is
related to this  concession (if applicable)

Conces sion Category - use the drop down menu to select a concession category
Next Activity Date i enter the next activity date if this concession needs to be followed up. A

notifier will be created for future reference. The following popups will appear confirmed the
creation of the notifier. Text can be overwritten to suit the organisation requirement.

Confirm =] Enter or confirm text for notifier | 22 |
.'@'. Do you want a netifier for this Concession follow up Frompt
k. |EUN2 Concession applied to order follow up
Yes No Cancel

To save the record select \Y
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Non - Conformance

A non -conformance means that something went wrong T a problem has occurred and needs to be
addressed. Non -conformances are addressed with corrective actions.

www.qualitysystems.com/support/pages/non -conformance
F.3 Non Conformancies ===
Print
S| O By «r ot = a oD
Non Conformance Number
Date Raiged |13/01/2015 hd Date Closed -
MC — 2 —
‘ | | Description |N0n Confarmance applied to order
Procedure |pR.17. = Raised By |KarenJ0nes
General  Customer/works Order ] Supplier/Purchase Order ] Dll)iilc?i:lliaui:l |W'idget
Drder No [JO0E7/0 Get Works Order D ata | Drawing |W’idgel1 D/lssue |1
Op No 20 |LATHT For Operation | Ho Operation ‘ Part |W'idget1 Pilssue |1
Mame [HARRODS DEPARTMENT 5TORE B oo hea [—
Location [H4RRODS DEPARTMENT STORE Delivery [2/72/2115 <] Cost|
Contact | [~] Qty On Order 51 Oty Rejected 50
Reason ‘This order does not meet the standards as set within the contract %
Pl ‘Check correct procedures are in place
Prevention Check the arder in stages to ensure it does not go to the customer not meeting standards
C'D“RFL?;‘;B"G“ C . C iR Non Conformance Category -
= =l | Mext Activity Date [20/02/2015 = Close
Creating a non -conformance record
Select + to create a new non -conformance record, the next available non -conformance number
will be displayed. The date raised will be automatically populated, use the date closed to indicate
this record has been finalised.
Enter description of the concession and who it was raised by.
Select a procedure from the drop down menu.
General non -conformance
General IEuslumerMmks Ulder} Supplier/Purchaze Ellder]
Mame |KalenJones Empluyee‘
Note |This _EéldEfdhaS nnldr;}et ”73 required standard therefore is
COnSiderad nom {= Tyl
’ s
Use this tab to record detail of a general non - conformance
Enter the name of the person/organisation the non -conformance relates to and any supporting
information
To attach any documents use the insert file button
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Customer/Works Order

Use this tab to retrieve works order information, select the Customer/Works Order button to open
the works order picking list.

General  Customer/works Order ] Supplier/Purchaze Order ]

Order No  [J00167/0 Get Works Order Data |
Op No | For Dperation | No Operation |

Name |[HARRODS DEPARTMENT STORE =]
Location |[HARRODS DEPARTMENT STORE [~]

Contact | | |z|

Select the relevant works order.

& Select Works Order o [@ =
Current Search Item and Sort Order = works Order [ASCENDING] FindDislogue |  FindNext | Simple Search
[works Order | SeaqfStatus Delivery [Description [ Customer Name [ Customer Drder| Quantity| Part Nurbsr [Pt Iss| Drawing Number| Dralss [Order Dats_|Prepaied _[Price [ A —Customer
Jomes a|Unfiished 2171172018 Ancther b1 Trican Spsters Limted 1 2741172014 [
£ W Unfinished 271172012 Wewitem wisstfickd 11223 1223 2741172014
Jomes 0|unfiished | (2/02/2018 4606 Ract Karen Training Company 12563 L e 20/11/2m4 15ps  Status
Jonisa 0| Uniinished 4686 Raot K.aren Training Compary 100/ 4636 Roct |2 871172014 28/11/2014| 1564 ¥ Unfirished ¥ Delivered ™" Canceled
Jomenm O|Delivered  0B12/2018  Base Shel Triza Systerns Limbed  fdfofdgd 5 SwLHASTUOL, SwL-RSTUIODRE D2n2/204 02M22014 | a5 M lssued [V Invoiced [ Templates
RS 0| Delivered  10/12/2012 Top Panel Trivon Systems Limited _ fdicfdad B SwLHRSTLA0 SwU-RSTL-002 nazenTa 0222014 75 @ DS
~[romenas Olinvoiced  0812/2018  Base Inc Castors Trivam Systems Limited _ fdicfdgd 10 SwL-RSTL-0 SwL-RSTU-00Z U2r12/2074 02112/2114 8% Date Range
e tirwriced  05/12/2014  Tutho Clamp Rings Tricean Systerns Limted 4353453 10 EXE0RE 1 nz12/014 0242/2014 30
Jo0isz 0|Unfinished  30/01/2015  Tyre Serapper TAG Aerospace 653545 1| Twe Serapper 0212/2014 By (@ W Ml ® O
Jomea | Unfirished | 03/12/2014 Fip Chan Tricon Systems Limited 5Fipthat 1 021202014 02612/2014 e [FB20T4 =] 1 [B0272015 <]
00163 1|Unfinished  09/12/2014  Board Tricom Systems Limited 5 Board 1 02/12/2014 0212/2014 OustandingOnly
[Jomes 2|unkiished | 0912/2018 Fip Chat legs Trizan Spsters Limited 15 Flip Chart legs |1 V21202014 021 2/2014
Jomiez 3| Unfinished  0912/2014  Pen Trap Tricom Systems Limited 5 Pen Trap 1 02H 242014 0241242014 Part Number/lssue/Method
[Jomes 0|unkinished | 0412/2018  tetfes harmer Trizan Spsters Limited 10 67567 1 nanzeme a0 | o
[Jomes Wlssusd 2722016 widget HARRODS DEPARTMEN 5673585 SO whidget] 1 widgetd T O AT B L
Jomes Olirwiced  OBA2/2018 ek Handed Sorewetive HARRODS DEPARTMEN G7BE967 50 LHSD 12 |HeD 12 na2Eme B
¥|somer Mlssumd 280272015 widget HARRODS DEPARTMEN SO widget] 1 widgetd 1 O5A2/2014 05/01/2015 22336 I
[Jomes lissued  TAENE  widget HARRODS DEFARTMEN 0widgetl 1 widgetl 1 0I5 08A2/2014 BANE
; L arks Order Customer Order
Jomiea 0 Unfirished  02/02/2015  widget HARRODS DEPARTMEN 50 widget1 1 widgetd 1 O2AR2/01E 05/12/2014 72336
NEEE 0|Unfinished | 6/02/2016  wiget HARRODS DEFARTMEN 0 widget1 1 widgetl 1 wnmanenzems B | [
N | Unfirished | 03A13/2016  widget HARRODS DEPARTMEN 50 widgetl 1 widgetl 1 0A2/2014 101272014 282356,
= S Apply Fiter ‘ Fieset Fille|| Save Fiter ‘
Print Report Edit Report Exit
Number of Recards : 258

All information relating to this works order will be displayed in the centre of the non -conformance
window.

Order Detail

Description [widgst

| Drawing |W|dget'\ D/lssue ’1—

Op No For Operation | Mo Operation | Part |Widget1 Pilssue ’1—

Name ‘HAF\F\DDS DEFARTMEMT STORE Cust Ord No Item ’—

Delivery [28/02/2015 ~| Cost |

Gty On Order 50  Qty Rejected =i

General  Customer/wiorks Order ] Supplier/Purchase Drder]

Order No |JDDT E7A0 | Get Works Dider Data

Location ‘HAF\F\DDS DEFPARTMENT STORE

Contact

L]

Non - conformance against an Operation

General  Custometworks Order | Supplier/Purchase Order |

Order No  [JOME7/0 Get Works Order Data ‘

OpNo [ 20 [LatH [ForBpcration| No 0peration |
Name [HARRODS DEFARTMENT STORE =
Location [H&RRODS DEPARTMENT STORE =

Contact ‘ ‘ E

Non-conformance against an individual operation within the works order.
Select the For Operation button to open the operation picking list. Select the relevant operation.
To remove select No Operation.

& Select Ope.. [ = | = | £
Operation | Work Centre ~
10 58w
20 LATH1
30 MILL1
40 GOODSOUT
50 5UB CON

Cancel
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Supplier/Purchase Order

Use this tab to retrieve purchase order information, select the Supplier/Purchase Order button to
open the purchase order picking list

General | CustomerAworks Order - Supplier/Purchase Order |

Order No IPUUU5? | Get Purchase Order Data i

Name IMilsubish\ Metals

Location IPIaterite

[ [ L

Contact I

Select the relevant works order.

Lookup =]
Search Characters Search By

IF‘urchase Order Number j

Purchase Order Number| Status ‘Total Cost Order D ate | A
|PO0043 Unfinizhed 256/07/10/2014
_|PO00S0 Unfinished 202.75 08/10/2014
_|PO00S1 Unfinizhed 4845 06/11/2014
_|PO0os2 lzsued 24011117204
_|PO0DS2 Completed 5800/11411/2014
_|PO0DS4 Unfinished 211142014
_|PO00SS Unfinizhed 220/02A12/2014
FO00SE Izsued 150.75 04/12/2014
FO0D5E Canceled 450/ 04412/2014

PO0DS3 Unfinished 21.9737 14/01/2015 v

o Ok I X Cancel |

F.3 Purchase Order Search [=][= =]
Supplier Marme IMitsuhishi Metals
Purchase Order MO |PO00ST Order Date |04/12/2014 Purchase Order Status |Unfinished

Form ‘Specification |Cost |Duantity |Hequired_Date|Delivery_Date CQuantity_Delivered| A
{ound Bar Metres  St/SH430FR i3.45 20/0612/2M4 0412424 20

Search 0K | LCancel

All information relating to this p urchase order will be displayed in the centre of the non
conformance window.

Generall Customerorks Order - Supplier/Purchaze Order | U:;::LE:::‘:;' |1.445.. Dia 5t/5t 430FF ANN GRD [A151 | Found Bar
Order No IF‘UDUS? | Get Purchase Order Data i Drawing I N I—
Name [Mitzubishi Metals =~ Part | PAssue |
Location IF‘latante E Cust Ord No I Item I—
Contact | [ Delivery [04/12/2014 ~| Cost |
Oty On Order 20 Qty Rejected |—2U
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Reason

The reason for logging this non -conformance can be recorded within this field.

Double click within the field to open the rich text window where text can be formatted.

& Editing Non Conformance - Reason = |[®][=]

File Edit View Insert Format

0E # =)

[ Sans Ser i <l Brsu
1z 3 4

This order does not meet the standards as set within the contract

I
il
1
KN

o
@

To attach any documents use the insert file button

Action

Actions taken for this non -conformance can be recorded within this field.

Double click within the field to open the rich text window where text can be formatted.

To attach any documents use the insert file button

Prevention

Preventions taken for this rejection can be recorded within this field.

Double click within the field to open the rich text window where tex t can be formatted.

To attach any documents use the insert file button
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Cross References
When creating a non -conformance it is possible to cross reference to other related modules.

Reject - usethe dropd own menu to open the reject picking list, select the record that is related
to this non -conformance (if applicable)

Concession T use the drop down menu to open the concession picking list, select the record that
is related to this non  -conformance (if appl icable)

Complaint - use the drop down menu to open the complaint picking list, select the record that is
related to this non  -conformance (if applicable)

Non -conformance Category - use the drop down menu to select a non -conformance category
Next Activity Date T enter the next activity date if this non -conformance needs to be followed

up. A notifier will be created for future reference. The following popups will appear confirmed the
creation of the notifier. Text can be overwritten to suit the o rganisation requirement.

Confirm [=] Enter or confirm text for notifier | 2 |

|@\ Do you want a notifier for this Non Conformance follow up Prampt

‘NCZ Man Confarmance applisd to order fallow up

Yes No Cancel

To save the record select \Y
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Complaints

In the context of ISO9001, a complaint refers to an expression of dissatisfaction with a product or
service and is filed by a customer and received by an organisation. Whenever a customer lodges a
complaint, a response is either explicitly or implicitly required.

ISO 9000 2015 Definitions in Plain English

Creating a complaint record

Select + to create a new complaint record, the next available complaint number will b e displayed.
The date raised will be automatically populated, use the date closed to indicate this record has

been finalised.

Enter description of the complaint and who it was raised by.

Select a procedure from the drop down menu.

General complaint

Use this tab to record detail of a general complaint.

Enter the name of the person/organisation the complaint relates to and any supporting information

To attach any documents use the insert file button
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