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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 PSB. The following
items can be entered in any sequence and are accesbednain console.

Company Data

PSB Types

Product Groups

Part Cross Reference Information
Customer Profiles

agrwnrE

We have added a number of common “PSB Types” and “Prodocip§’ for your use.
You may keep these or overwrite them with your own infatiom. After the data entry,
these tables may be updated at any time from the main. mfenan aid to completing

the initial data loading, we have included the capabilitynf@ort your data from Excel

for Customers, Contacts, Customer Part Numbers and youNBmber information.

Product Service Bulletin System

Colfaborative Registered

Q_H;ﬂﬁfy Service Expires: 1,/25/2009
Systems

Company Data <

Import Functions D

Manage PSB Types |

FManage Product Groups | €

Product Cross Reference <«

Customer Profiles |

Develop/Edit PBS [ |
Distribute PBS [ |

Revision -1.0.81 Customer Reports D

1/26/2008 PES Reports D

Update Contact Info: D

About PSBE: D Questions and [:]
Update Service: D Asgsistance:




Data Import

To import your base information, select the “Import Fiomd” button from the main
menu. Detailed instructions are provided for each importwygren the application by
clicking any of the “About” buttons on the right of theem. Excel sample formats have
been loaded during installation and are located in “C:Yarod-iles\CQS Applications”.
If you intend to import data, copy the same Excel filegau C:\ directory and add your
data to prepare your import. NOTE: ROW1 (Column Names} nansain exactly as
provided in the sample files.

i .Im-pn_r; Fun;im_is.Menu
Collabarative Import Functions

Quality
Sy'r ey PEB Bev-1.0.21 1/20/2008

Import/Append Customer Data from Excel

About Customer Excel file format D
C] Import/Append Customer Contact Data from Excel

About Customer Contact Excel file format D

C] Import/Append Customer Product Data from Excel

About Customer Product Excel file format D

C] Import/Append Product Data from Excel

About Product Excel file format D




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 PSB work.

Product Service Bulletin System

'Gaf&}waﬁheﬁ- Registered
Quality — Bervice Expires: 1/25/2000
Systems

Company Data D

Import Functions D

Manage PSB Types D
Manage Product Groups D
Product Cross Reference D

Customer Profiles D

Develop/Edit PES | |
Distribute PBS [ |

Revision -1.0.21 Customer Reports D

1/26/2008 PBS Reports D

Update Contact Info: D
About PSBE: D Questions and D
Update Service: D Assistance:

Ma@onsole

The Stop Sign button terminates the application.




COMPANY DATA

Select “Company Data” from the Main Menu to enter basgormation about your
company. This information is added to reports and outgoiral.em

Company Information

Collaborative Basic Company Data
Quality

S}’F fems PSE Rev-1.0.21  1/26/2008

Company Name IrOTAL SOLUTIONS LLC

Company Code: | T8 4 Characters Max.
Company Code is include in the PSB Number Assignment

B (i
Addressa: [77 Maple Drice J v
Addressz: Suite zooz | . z
- }“

CITY: i_l'{i:'tmé'town
State: OH
Postal Code: 937651234 ]
Country: usa

To add your Logo to
Report Headers
throughout PSB including

Web Site: ;www.cngusgs.cnm_. this screen. Paste a jpg
Main Phone: [408-555-1212 N ] of your logo into
. = C:%Program Files', CQS
Main Eai dofl-550-1913 | Applications Use
{replace) the filename
Myl ogo.jpg.

Company Data Form

When you first open this form, all the information Ma& empty except for the Logo. To
replace the orange art logo provided, paste a jpg file oflggorwith the file name of
MyLogo.jpg in “C:\Program Files\CQS Applications” replagithe current MyLogo.jpg
file found there.

1. PLEASE NOTE: The “Company Code” field is used to create PSB Numbets an
must be entered for proper operation of the applicatiB&B Notice Numbers are
created as follows: "PSB-[Company Code]-YearMonth-[REBk#]

For examplePSB-TS-20081-1s a notice number assigned for the company code above
(TS) issued in January 2008 and is tAdthe last -1) PSB issued by Total Solutions

LLC. The system automatically assigns PSB numéergew bulletins are created. This
assures each PSB number is unique and the format istamsi

2. ALSO NOTE: In multi user implementations, Basic Company Datarmétion is
only entered once and is shared by all users.




Product Support Bulletin Types

The PSB System maintains a list of Bulletin typesda$ed in developing PSBs.
A number of basic types are provided with the systemu rvay delete or overwrite

these. New Codes are added by entering informationhetblank line at the bottom of
the table identified by a “*” on the left of the row.

e Nanagement

Collaborative Product Support Bulletin Types

Quality

5 ystems PSE Rev-i.0.21 1i/z26/2008

The Description is used in the Title Header of the PSB Summary Document

Type | I

Code PSE Type Description
_)m Application Specific Performance Issues.
IMPR Improved Product - New features or better performance.
LEX Limited Exposure - Affects Safety, Operative, Defect Levels or Fails Specification
FIND Mandatory Action - Affects Safety, Operative, Defect Levels or Fails Specification
FINR Minor Product Changes - Documentation Changes
S Minor Specification Change
*




Product Groups

The PSB System uses codes to identify Product Groups.Rakduct Families or
Product Series)

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

The Product Code is subsequently used to restrict distribtdicustomers that wish
NOT to receive every bulletin you issue as theyoanlg interested specific Product
Groups.

Eroduct Group Management

Collaborative Product Groups

Quality
Syf{ SIS PSB Rev-i.0.21  1/26/2008

Used to provide Internal and External contacts the ability to restrict the
Bulletins they receive by Product Code

Product | S SHS : i
Code | Product Group Description
» m Linear Product
Log Logic Product
Mult Multiplexers
*




Product Cross Reference

The PSB System stores a detailed list of all your prodadie used in developing PSBs.

Primary Part#: The sales part number as shown in ydaloga

Replacement Part#: If revised, the replacement part exact replacement with
identical specifications and footprint.

Substitute Part#: A substitute part is a similar part whiely differ in
specification or footprint.

Base Part#: The root part used for a series of products.

ProdGrp: The “Product Group Code” as entered in the “Prd8tenip” table.

The Primary Part# and ProdGrp are required in each fde.Replacement, Substitute
and Base Part Numbers are optional.

Product information may also be imported from excel usiedlthport Functions”
feature from the Main Menu. You may use the importtioncas new parts are added to
your catalog. Duplicate entries are prevented by the syistport function.

Product Cross Reference

PSB Rev-1.0.21 1i/26/2008

Primary Part# | Replacement Part# | Substitute Par# | BasePat# | ProdGrp

b 554 | L4558 | Mone | 55 Loy

— B | e _ Wane | ToehE bl

| AAKEE | AAKEEA | B34 | A | hult

— AAKEB | AAKSEA . MIMBE35 | AAX Ml

| ABCOT | ACBOTA | | ABC |Lin

| ABCO2 | ABCO2A | ) ] | ABC |Lin

| X Im | | DEFDM | YL |Log

| XII02 | . RERE2 | H¥E Loy

*

Record: [E 4 1 [r )] of 5




Customer Profile Management

Select “Customer Profiles” from the Main Menu. Enteur customer and contact
information or update any customer already listed. Thestomer Profile Management”
screen provides 4 options to manage your customer data.

Customer information may also be imported from excelguthe “Import Functions”
feature from the Main Menu. You may use the importthoncas new customers are
added to your client list. Duplicate entries by Account#paesented by the system
import function.

| Customer Profile Menu

. Colfaborative Customer Profile Management

Quality
.‘;y_"f,'emj PEB Rev-1.0.21 1i/26/2008

[:] Add new Customer
Update Customer Information {all)

[:] Update Customer Information {selected account#)

[:] Update Customer Information (selected Company Name*)




The Customer Profile — Tabl

The “Customer Profile” contains 3 major elements. 8&sistomer information,
Customer Contact Details, and Customer Parts Lists.

The first information tab on the Customer Profilegger contains basic customer data.

Customer: Inf

. Collaborative PSB Customer Information

Quality
Systerms

Customer Base Data . Contact Information | Customer Parts |

Account# |AS4589 KMAHDATORY FIELD. All Customers MUST have an Accounts

Zelect Customer Type [Internal

Customer Name |Microwave Assoc.

Division |{Central America

Address Line 1 [1556 ggth South 31st Street
Address Line =
CITY |Norway
State | TX
Postal Code |go7bs
Country |[USA

| Last Base Data Update:” 1/26/2008

Record: [E] 4 ]71 E][E]

Please NoteCustomers are divided into 2 types. Internal Custométkin your
company) and External Customers. When a PSBs is drgatewill be able to define if
the PSB is intended to be issued to “Internal Custon@id’Y, “External Customers”
ONLY or to all customers.




The Customer Profile — Tab2

The second information tab on the Customer Profile&trontains your customer
contacts. Each Customer may have multiple contdeash contact may have differing
Product Group interests that will be used in definingdib&ibution of you PSB.

Customey Info

Collaborative PSB Customer Information

Quality
Systems

| Customer Base Data | Contact Information | Customer Parts |

» First Name I'%% |Interested in ALL Product Groups:| !HI
L=t Tisemat Contact - Product Group

Selection List

Title|Staff Engineer

Department|Engineering 3 | w

Phone| 978-555-1212 | Ext| 1020 |

Email|PSB@coqugys.com

Comment|Add any comment here

Record: E 1 RO R

Record: E q ’71@@ <

The navigation selectors identified with arrows allow yo easily move through the
customer and contact information. The “Green Arroanigation area navigates from
customer to customer. The “Red Arrow” navigation areégades from Contact to
Contact within the same customer. (See Appendix hdwigation area details)

In the above example, Dresden Macman is intereste®&Bs from ALL product groups
as indicated by the “Check Box” (“Blue Arrow”)




The Customer Profile — Tab2 — Advanced Example

A

s

A

A

The contact information for James Lanny above highlightiseskey characteristics for
the PSB System.

The “Green Arrow” shows you that James is ONLY iasted in PSBs that affect
products in the groups “Lin” and “Log”. You can add additiogralup interest for
this contact by clicking the “dropdown selector” identdfi&ked Arrow” which will
provide a list of your previously assigned product groups totdeden.




The Customer Profile — Tab3

The third information tab on the Customer Profile Scre@ntains customer part number
detail. The Customer Part Number list may be impdrted excel or entered on the
Customer Part screen.

Customer Parts lists are used to define the distribofié¥&Bs when you select the
option to issue your PSB to just the customers thaaféeeted by the notice.




Develop/Edit a PSB

Selecting “Develop/Edit PSB” from the Main Menu bringaiyto the PSB Management
Screen.

The PSB Process Screen provides options to create &8BvManually or to copy a
previously created PSB for use in development of a ndBv ¥®u may also Update any
PSB by index number or Update all the PSBs that aretamigsued.

Lastly, options are provided to View, Print or Email @8F%rm. When selecting these
options you will be asked to enter the PSB Index Numbiez. Email Option on this
menu opens Outlook with the PSB attached, you will @hteinformation on the To: and
cc: lines manually. The email is ONLY sent when yackcthe send button.




PSB Create/Update Options

Selecting any of the “Create” or “Update” options frtima PSB Develop/Edit menu will
open the “PSB Entry and Update Form”.

1. The PSB Form Header
Since the PSB Index#, Complete PSB Number, First Bsiie and Re-Issue Date are

assigning by the PSB Application, you can not change/upkase fields. These fields
hare highlighted in light blue for identification.

In the PSB Header Section depicted above in the RedABex Enter a title for your
PSB. Then by using the dropdowns (blue arrows) selecipiirepriate PSB Type and
Distribution Plan.

The last step in the Header Area is to enter a Revidiomber and the Revision Date.
These fields are used to identify changes in the patifin and are included on the PSB
Form when a notice is issued as shown in the PSB Heauer below.

—

2. The PSB Form Tabl — PSB Contact Information




TAB 1: Contact Data. Enter the contact person tlratstomer is to communicate with
regarding any questions they may have.




3. The PSB Form Tab2 — Problem Detall

TAB 2: Problem Detail: Enter information regarded thebfam.




4. The PSB Form Tab3 — Action Detall

TAB 3: Action Detail. Provide your customer information how to avoid or
workaround this specific problem. Also provide detail ofoacyour company is taking
to implement a permanent “Corrective Action” on futpreducts.




5. The PSB Form Tab4 — Affected Products

TAB 4: Affected Products. Enter the list of product etiéel. This can be completed
manually or by selecting from your list of products. (BAreow). The Product Selection
Option opens a menu the offers you're the choice ta@tspteducts from all your parts, a
selected Product Group or a selected Base Part Numbene®ottom of this menu, you
may opt return to “Tab4” with or without adding parts.




6. The PSB Form Tab5 — Email Attachments

TAB 5: Email Attachments: The system allows you tdude up to 5 additional
attachments to you PSB emails. Identify the full ptthe folder these attachments are
stored followed by the attachment names with file extensThese attachments can
include spec errata, screen shots, specifications anddutbementation or photos

If you intend to issue only the PSB form, leave all tbkl$§ blank.




7. The PSB Form Tab6 — Hyperlink Data

TAB 6: Hyperlink Data: Identify an internet location foustomers to find additional
information/detail regarding this product issue




8. The PSB Form

Following is a sample of a completed PSB form contaiaihthe data entered in the

PSB entry tabs. This form is the PSB Form Attachmeitided in emails to your
customers.




PSB Email Distribution Creation Process

Selecting the “Distribute PSB” options from the Maiei will open the distribution

control menu. This menu has three major sections. lelBgwng the customer
notification list. 2. Developing the customer contaatification list. 3. Initiating the

email process.




PSB: Developing Customer Distribution List

There a 2 selection choices in this section plus atrépdetail the results. The first rule
applied regardless of you selection is the systendeikbrmine customer selection based
on you choice of “Internal”, “External” or “All” cusmers as entered on PSB Entry Form

Header.

Selecting the “Select Customers Affected by Product wigi”only identify those
customers with an affected part number in the custpnadile. Selecting the “Select All
Customers” option will select all customers listegamnir customer profiles.

Once your choice is clicked and small screen will pop tigildey a summary the
selected customers. On the sample, 3 customers havbamiteria to be notified.




PSB Develop Customer Contact Distribution List

There are 2 selection choices in this section plepart to detail the results. The first
rule applied regardless of you selection is the systgihdetermine customer selection
based on you choice of “Internal”’, “External” or “Atustomers as entered on PSB
Entry Form Header.

Selecting the “Select Contacts by Product Group Intevelttonly identify those

contacts (from the customer list previously developed) aiit affected part number in
their Product Group interest list. If the contact inaicated interest in all Product groups,
they will also be added to the list.

Selecting the “Select All Contacts” option will sel@ll the contacts listed in your
customer profiles of the customers selected in the “Dpw@ustomer Distribution List”
previously complete.

Once your choice is clicked and small screen will pop tigildey a summary the
selected customers. On the sample, 5 contacts froBgheviously selected customers
met the criteria for notification.




PSB Customer Contact Review

Once both Customers and Customer Contact selectemmipleted, one last review is
available prior to starting the email process. Seled¢tisgCustomer Contact Review”
button will display the following:

This form details all the customers and contacts that been selected to receive this
PSB. Those contacts requesting all PSBs are notedumno 3. In column 4 “Send this
PSB”, you may un-check any customer contact you wigix¢tude from the email
process.

Once this screen is reviewed and/or updated, you are r@@eyform the actual email
distribution.




PSB Email Distribution Email Process

Selecting the “Start PSB Customer Email Process”ap#én the Email/Print Menu.

The information on this form can NOT be edited excepaffew KEY email options as
highlighted in the box.

1. You may decide to include the PSB form as an attachameihyou may select the form
to contain a list of the affected parts or not. 2. Y@y aso included an excel file
attachment of the affected parts. Tabs 1 and 3 comfairmation from the data entered
previously in the PSB Entry/Update form. Tab2 “EmailiPActions” is the key to the
email process.




PSB Email Distribution Email Process

The “Email/Print Actions” tab provides four functionsg fthe user.
1. Email PSB to the “Current Customer” as detailed in T&dfected Customer-

Contact Data”
2. Email the PSB to ALL affected customers based onukomer and contact

selection previously completed.
3. View the complete PSB Form on your terminal.
4. Print the completed PSB Form.




Microsoft Outlook Auto Email Blocker

It's a feature. In order to prevent harmful applicasi from auto emailing junk to every
contact in your Outlook Contacts list, Microsoft laasled this handy security feature that
requires you to “Click Yes” to every email being issued authan email preview.

You'll note that you have to wait for the “Yes” butttmbecome active each time.
Selecting no stops the entire process, so if you have #inhoers to contact and you

click “No” on the 4" email, the process ends and customers 5-20 are not@maile

You can override this feature by obtaining a “ClickYes” wytiliMany of these utilities
can be found omwww.download.com




PSB Reports Menu

Select “Reports” from the Main Console for variousarts developed the data contained
within the database.

NOTE All reports are first opened as a screen preview. Depending on your PC’s setup, you can
send any report to your printer by either going to “File — Print” or typing CTRL-P




Customer Reports Menu

Select “Customer Reports” from the Main Menu for @as reports developed from the
data contained within the database.




Appendix 1

The Access Navigation Bar

The Microsoft Access Navigation bar appears at thebottf 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.




