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Getting Started / System Overview

Initial Data Entry

Due to the nature of relational systems, initial dataydMUST be performed to
complete key information tables prior to initiating and aging a CCA. The following
items can be entered in any sequence and are accessgghthither the “Getting
Started” or “Maintenance Activities” buttons on the mednsole.

Company Data
Problem Types
Corrective Action Types
Responsibility Areas



http://www.microsoft.com/accessdev/prodinfo/snapdl.htm

We have added a number of common problem, correctivenaanid responsibility types
for your use. You may keep these as is or overwrite thith your own information.
After the initial load, these tables may be updated atiargyusing the “Maintenance
Activities” button.




The Main Console

The main console directs you to the various sectibtiseoprogram. You will find the
screens ordered in the same sequence you'll perform gatine CCA work. The
“Getting Started” button provides a quick start for new siser

Getting Started

MAINTENANCE

Initiate New CCA

UpDATES
Email Reminders
Reportz
Charts
CCA Bev. 2.0- 12/12/2000 [:]
Maonsole

The Stop Sign button terminates the application.




MAINTENANCE MENU

enance

Customer Corrective Action System

General Data Maintenance

Problem Codes

Ay Company Corrective Action Codes

Resgponsibility Codes

COMPANY DATA

Select “Company Data” to enter basic information about yompany. This
information is added to our reports.

\""cg'ﬁfp any Data

s

Supplier Corrective Action System

Company Data

Company Name Co Name Paste a bmp copy
of your logo here:
Address:

City:

State:
Postal Code: [
Country:
Web Site:

Main Phone:

Company Data Form




DATA CODES

The CCA System uses 3 codes to characterize and surar@ix Data.

A number of basic codes were provided with the systeou nfay delete or overwrite
these. New Codes are added by entering informationhetblank line at the bottom of

1 Responsibility Code- to identify the department/area of responsibility: ®pen CCAs this
identifies where the CCA is currently being worked on,Gtwsed CCAs the code identifies
group/area responsible for the problem.

2. Problem Code— Used to group problems into categories.

3. Corrective Action Codes Used to group types of corrective actions.

the table.

The note the column heading “Chart Label” this is laloraviated code explanation
which is used as axis labels when creating charts.

| Responsibility Codes

- Supplier Corrective Action System
- Responsibility Assignments, Codes and Chart Labels
RespCode FResponsibiity Text Chart Label A |
» AC ACCOUNTING Aoct
o |CUSTOMER Cust
Ca | CARRIER Carrier
CR CREDIT Credit
E ENGINEERING ENG
P FINANCE FIN
M MARKETING MET
Mg Manufactuing hfg
5 SALES Sales
5 SUFFLIER Suppier
T TRANSPORTATION Trans

Supplier Corrective Action System
Problem Types, Codes and Chart Labels

Problem Type Test

Chart Label

DEFECTIVE

Def

DAMAGED

Damage

DUPLICATE SHIPMENT

Dup Ship

EARLY

EARLY

LATE

LATE

SPECIFICATION PROELEM

Spec

WRONG PART

Wrong

Corrective Action Types, Codes and Chart Labels

-Corrective Action Test

Chart Label

COUMSELLED

Counselled

DESIGN CHANGE - APFLICATION

Design Change

EQUIPMENT

Equipment

EQUIFMENT CALIBRATION

Calibration

H&RDWARE DESIGH CHANGE

Hardware

MATERIALS IMPROVEMENT

bt

NOME

Mane

OPERATIOMAL IMPROVEMENT

Operations

PROCESS CHANGE

Pracess Change




INITIATE a CCA ENTRY

Selecting “Initiate New CCA” from the Main Consolargs you to the Initiation Data
Entry Screen. (The Temp CCA# is assigned by the system.

The Screen has 4 tabs “Base Data”, “Part Data”,lflera Data” and “Assignment”.
Proceed through each section providing as much data ablpdssiknown).

See Appendix 2 for explanations of all the data fields.

Customer Corrective Action System

Initiate New CCA

Base Data |F'_art ﬂ,a_.i_Pm_l_:ulgm D}ate; Iss__Enment;

Chriginater:
Feguesied Date: 12/17/20086 Cpen Date: 1271772006
Customer Fef #:

Custemer Name:

Customer Email:

Customer Account#:

Shipping Inveice$:
Customer PO#:
Customer RMA #:

'E}ut and Accept '
This Entry |

Exit (Holds :
Delete This Eatry ‘

Record: [E 4 r—'f b @J of 1

The three action buttons at the bottom of the indrascreen provide the following
functionality.

1. “Exit and Accept” : The data from the imitation tabs is transferrethéomain CCA System and
a CCA# is assigned by the system. CCA#s are assigmeglthsi format “CCA”+YEAR (yyyy) +
MONTH + X. X s the system record number or countekample: CCA_2003_8 556

2. “Exit and Hold” : This allows you to hold a new initiation while yaesearch missing
information or even take a coffee break. The initrafimction holds all new CCAs in suspense
until you accept them into the main system with option #1@bov

3. “Delete this Entry” : deletes the entry currently active.

See Appendix 1 for an explanation of the navigation bereabbottom left of the screen.




CCA Updating Options

Selecting “Updates” from the Main Console brings yoandJpdate Options Screen.
This screen provides a number of methods to view and maonage€CA data. The first
three views (All, Open and Closed) will immediately oples CCA Update form with
the data indicated.

“Selected CCA” : Selecting this option will result in the systemiagkyou for the CCA
# you wish to update. You must enter the Entire CCA Number.

“by Assignee”: You will be asked to enter the Assignee’s name. fiverd only enter
enough of the name to make it unique such as “John J” ior Jimes.

“by Originator” : You will be asked to enter the Originator's nameuYeed only
enter enough of the name to make it unique such as “JdanJshn Jones.

Update Options

All CCAs E

All Open CCAs E
All Closed CCAs [:
Selected CCA E

Open CCAs by Assignee E
Open CCAs by Originator E




CCA Updating, Printing and Emailing

After selecting the Update option from the menu previodskcribe, the CCA update
screen will open. Since the CCA# is assign by a sysigorithm, you can not
change/update this field.

See Appendix 2 for explanations of all the data fields.

Customer Corrective Action System

CCA# 1

Base Dats | Part Data | PROB | Assign | Contain | AcTION | cMTS | Activin | PrintEmail

Originator: |
Fequezted Dase: (12/17/2006 Open Date: | 12/17/2006

Customer Fef #:

Customer Name:

Customer Email:

Customer Account#:

Shipping Invoice#:

Customer PO#:

Customer FAA #:

st | I

mRecord:E 4 l 1 K !>- of 1

TAB 1 : Base Data. You will note that all the infaation on this screen is from the CCA
Initiation. You may update any of this information as resplir




CCA# | CCA 200612 480

| Base Data | Par: Data | PROB | Assien| Contain | ACTION | curTs | Activiey | PrintEman

Internal Part#: | |

Customer's Parts: | |

Record: [14] < [ 1 [ |PT]RH] of 34

TAB 2 : Part#. You will note that all the information this screen is from the CCA
Initiation. You may update this information as required.

CCA# i

| Baze Data | Part Data| PROB | Assign | Contain | ACTION | cMTS | Activity | Print Eman|

Deseribe Problem

3

Problem Code:  |SP M

SPECIFICATION PROBLE

Record: [E 4] 1 M[}ﬁ of 34

TAB 3 : Problem. You will note that the problem descoiptis from CCA Initiation.

You may update this information or enhance this descripgorguired.




Customer Corrective Action System

CCA# i CCA 200612 480

Bace Da.ta|| Pm_na_m” P‘RDB| Assign | Contain | ACTION ii CMTS | Activity || Print-Email |

Assipned Date:

Ascigned to: |3um Hanks |

Aszsignes Email: |iﬂf"'@ﬂﬂ"l‘lm-¢°m |

Department: |{h.wtom.er Support |
Due Date: | 12/28/2006

Fezp. CDdE:|S Ei
SALES

R

! Record: 4] T (2 Jri]e ] of 34

TAB 4 : Assignment. This data was originally enterethelInitiation process. You may
update as needed throughout the analysis process includasgigeing the analysis.




TAB 5 : Containment. Describe any containment work bias been completed due to
the problem. This can include purges, quarantines, MRBsjaudiinspections etc.
Containment could also be called “corrective actiontheswork implemented is
intended to limit the release of poor or defective produtdwever, the actions included
in containment do no cure the problem.




TAB 6 : Action. Enter the Root Cause of the problem &edRreventive Actions take to
prevent re-occurrence. (Note that containment acbossrapping material are not
preventive actions.) Identify the person completingahalysis and date completed.
Identify the individual in QA reviewing the response anthd response was accepted.

If Rejected the “Closed Date” is left blank and QA nesfthe assignee detailing steps
needed to complete closure acceptably.

If the Assignee analysis/Preventive action is acadptnter a closed date.




TAB 7 : Just Comments. For QA use. This comment fe QT printed on any reports
of forms.




TAB 8 : Activity. Use this area to note meetings hedthinder calls, and other notable

milestones. The system automatically updates th&swahen initiation emails and
reminder emails are issued.

This information is printed on many reports.




TAB 9 : Print-Email. The first button prints the CG&m.

Two base Email functions are provided, Email to AssigireeEmail to Customer.
These options will bring up the email screen with gherapriate address from the
database entered and the CCA form attached. You maylddwaal addresses as well
as commentary in the message body.

There are 2 email attachment types: RTF: (Rich Text&t) this format allows the
recipient to edit the CCA form, however, much of ttvenal formatting such as logo’s,
boxes and dividing line are lost. SNAP: This is themgsoft equivalent of Adobe
Acrobat for ACCESS. SNAP files are not editable dmrecipient MUST have the
Microsoft Snap Viewer to open your attachment. All fottmg including logos is
maintained.




Reports

The remaining options on the Main Console are forowarreports from the data
contained within the database. Reporting is divided intodections

NOTE:A CCA is considered Overdue on the 14" day after the date assigned.




This is a sample “Open Report by CCA#”. The report details the pnoptiate opened,
assignment information and a history of actions and follow-ups. All@peh” and
“Overdue” report have a similar format.

CHARTS MENU

The charts provided give a summarized view of the status of then systats
achievements. The “Current Status” chart is shown below. It previfermation
cycletime, aging, CCA trends, and areas of responsibilities. siitgée chart defines the
health of the CCA System. The “Open by Responsibility” chart sth@asurrent
workload by assignee department. Finally, the “Preventive Actiohattcshows the
improvements made.







Appendix 1

The Access Navigation Bar

The Microsoft Access Navigation bar appears at thebotif data entry forms and
reports throughout the database. The navigation bar ajlow$o move between records
and, in some cases, create new records. The followmgeference menu for the buttons
shown on the navigation bar. The current record nungyeeas in the white field at the
center of the Access navigation bar.

2 5, 2 5




Appendix 2

Definition of Terms

TAB 1: Base Data

Originator:
Open Date:

Requested Date:
Customer Name!

Customer Email:

Customer Account#;

Shipping Invoice:

Customer PO#:

Customer RMA #:
Status:

TAB 2: Part Data

Supplier Part#:
Supplier:
Internal Part#:

Customer’s Part#!

TAB 3: Problem

Describe Problem!

Problem Code:

The complete name of the person originating this CCA.

The date the CCA was opened for action

The date the original request was made to open a CCA

Complete customer name. (ie Apex Roofing Company)

Customer contacts email address. SMTP format. (ie. jjones@compx.com)
You account number for this customer

The shipping invoice number associated with this issue.

The customer’s purchase order number associated with this issue

The RMA assign to the customer associated with this issue

Select from dropdown: Open, Closed, Rejected or Cancelled

Enter the Supplier part number or part description
Enter the Supplier Name or Supplier Code
Enter the part# you use internal for this item

Enter the Customer’s Part Number

A detailed description of the problem.

Select appropriate code from the drop down. Additional problem codes can

be added in “Maintenance Activities” — “Problem Codes”




TAB 4: Assignment

Assigned Date:
Assigned To:
Assignee Email:
Department:
Due Date:
Resp. Code:

TAB 5: Containment

Containment:

TAB 6: Actions

Root Cause:
Preventive Action:

Preventive Code;

Completed by:
Completed Date:
QA Reviewer:
Accepted:

Closed Date:

The date the CCA was assigned to an individual to analysis and action.

The full name of the individual the CCA was assigned to.

)

The department the assignee is in.
The date the completed CCA is due back to QA.

The responsibility code. Selected from the drop down the department
responsible for the analysis while the CCA is Open. Change to the
department responsible for the problem when the CCA is closed. Additional
Resp. Codes can be added in “Maintenance Activities” — “Responsibility
Codes”

Describe here all the actions that to prevent a further occurrence of the
problem in the short term. This is sometimes called “corrective action”. The
actions described do NOT solve the root cause. Examples of containment
are: purged stock. Added an extra inspection at QC, etc.

Describe the exact cause of the problem.

Detailed the actions taken to perminently prevent re-occurrence of the
problem. These can be design changes, process changes, and on rare
occasion retraining.

Select a prevention code from the drop down. Additional Preventive Codes
can be added in “Maintenance Activities” — “Preventive Action Codes”

Complete name of the individual completing the analysis
Date complete.
The name of the QA individual who reviewed the completed CCA

Enter “Yes” for accepted or “No” for rejected If rejected, QA must return the
CCA to the action assignee with an explanation of what steps are need to
complete the CCA satisfactorily. A closed date is NOT entered until an
acceptable response is approved.

If QA accepted enter the date the issued was accepted. (and closed)




TAB 7: Comments

Comments: QA comment. (Enough said)

TAB 8: Activity The activities form allows enter of information from emails, phone call etc.
The reminder system automatically makes entries here as well when reminder emails are issued.

Date: Date of occurrence

Status: Describe activity. (ie. Called Bob to remind him the customer is expecting a
response. Completed root cause analysis and emailed customer a
preliminary report, etc.

Who: | Enter who did the activity.




