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Download Link for Microsoft Snapshot Viewer  
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Initial Data Entry 
 
Due to the nature of relational systems, initial data entry MUST be performed to 
complete key information tables prior to initiating and managing a PSB. The following 
items can be entered in any sequence and are accessed on the main console.   
 

1. Company Data 
2. PSB Types 
3. Product Groups 
4. Part Cross Reference Information 
5. Customer Profiles 

 
We have added a number of common “PSB Types” and “Product Groups” for your use.  
You may keep these or overwrite them with your own information. After the data entry, 
these tables may be updated at any time from the main menu.  As an aid to completing 
the initial data loading, we have included the capability to import your data from Excel 
for Customers, Contacts, Customer Part Numbers and your Part Number information.  
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Data Import�
 
To import your base information, select the “Import Functions” button from the main 
menu.  Detailed instructions are provided for each import type within the application by 
clicking any of the “About” buttons on the right of the form.  Excel sample formats have 
been loaded during installation and are located in “C:\Program Files\CQS Applications”.  
If you intend to import data, copy the same Excel files to you C:\ directory and add your 
data to prepare your import. NOTE: ROW1 (Column Names) must remain exactly as 
provided in the sample files. 
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The Main Console 
 
The main console directs you to the various sections of the program.  You will find the 
screens ordered in the same sequence you’ll perform your routine PSB work.  
 

 
                                               Main Console 
 
The Stop Sign button terminates the application. 
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COMPANY DATA 
 
Select “Company Data” from the Main Menu to enter basic information about your 
company.  This information is added to reports and outgoing email. 
 

 
Company Data Form 

 
When you first open this form, all the information will be empty except for the Logo. To 
replace the orange art logo provided, paste a jpg file of your logo with the file name of 
MyLogo.jpg in “C:\Program Files\CQS Applications” replacing the current MyLogo.jpg 
file found there. 
 
1. PLEASE NOTE: The “Company Code” field is used to create PSB Numbers and 
must be entered for proper operation of the application.   PSB Notice Numbers are 
created as follows: "PSB-[Company Code]-YearMonth-[PSBIndex#]    
 
For example: PSB-TS-20081-1 is a notice number assigned for the company code above 
(TS) issued in January 2008 and is the 1st (the last -1) PSB issued by Total Solutions 
LLC.   The system automatically assigns PSB numbers as new bulletins are created.  This 
assures each PSB number is unique and the format is consistent. 
 
2. ALSO NOTE: In multi user implementations, Basic Company Data information is 
only entered once and is shared by all users. 
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Product Support Bulletin Types�
 
The PSB System maintains a list of Bulletin types to be used in developing PSBs.  
 
A number of basic types are provided with the system.  You may delete or overwrite 
these. New Codes are added by entering information into the blank line at the bottom of 
the table identified by a “*” on the left of the row. 
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Product Groups 
 
The PSB System uses codes to identify Product Groups. (Aka Product Families or 
Product Series) 
 
A number of basic codes were provided with the system.  You may delete or overwrite 
these. New Codes are added by entering information into the blank line at the bottom of 
the table. 
 
The Product Code is subsequently used to restrict distribution to customers that wish 
NOT to receive every bulletin you issue as they are only interested specific Product 
Groups. 
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Product Cross Reference 
 
The PSB System stores a detailed list of all your products to be used in developing PSBs.  
 

·  Primary Part#: The sales part number as shown in your catalog 
·  Replacement Part#: If revised, the replacement part is an exact replacement with 

identical specifications and footprint. 
·  Substitute Part#: A substitute part is a similar part which may 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 “Product Group” table. 

 
The Primary Part# and ProdGrp are required in each row.  The Replacement, Substitute 
and Base Part Numbers are optional. 
 
Product information may also be imported from excel using the “Import Functions” 
feature from the Main Menu.  You may use the import function as new parts are added to 
your catalog. Duplicate entries are prevented by the system import function. 
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Customer Profile Management 
 
Select “Customer Profiles” from the Main Menu.  Enter your customer and contact 
information or update any customer already listed. The “Customer Profile Management” 
screen provides 4 options to manage your customer data. 
 
Customer information may also be imported from excel using the “Import Functions” 
feature from the Main Menu.  You may use the import function as new customers are 
added to your client list. Duplicate entries by Account# are prevented by the system 
import function. 
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The Customer Profile – Tab1 
 
The “Customer Profile” contains 3 major elements. Basic Customer information, 
Customer Contact Details, and Customer Parts Lists. 
 
The first information tab on the Customer Profile Screen contains basic customer data. 
 

     
 
Please Note: Customers are divided into 2 types. Internal Customers (within your 
company) and External Customers.  When a PSBs is created you will be able to define if 
the PSB is intended to be issued to “Internal Customers” ONLY, “External Customers” 
ONLY or to all customers.    
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The Customer Profile – Tab2 
 
The second information tab on the Customer Profile Screen contains your customer 
contacts. Each Customer may have multiple contacts.  Each contact may have differing 
Product Group interests that will be used in defining the distribution of you PSB. 
 
 

 
 
The navigation selectors identified with arrows allow you to easily move through the 
customer and contact information.  The “Green Arrow” navigation area navigates from 
customer to customer.  The “Red Arrow” navigation area navigates from Contact to 
Contact within the same customer.  (See Appendix 1 for navigation area details) 
 
In the above example, Dresden Macman is interested in PSBs from ALL product groups 
as indicated by the “Check Box” (“Blue Arrow”) 
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The Customer Profile – Tab2 – Advanced Example 
 

 
 
The contact information for James Lanny above highlights some key characteristics for 
the PSB System.   
 

The “Green Arrow” shows you that James is ONLY interested in PSBs that affect 
products in the groups “Lin” and “Log”.  You can add additional group interest for 
this contact by clicking the “dropdown selector” identified “Red Arrow” which will 
provide a list of your previously assigned product groups to select from. 
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The Customer Profile – Tab3 
 
The third information tab on the Customer Profile Screen contains customer part number 
detail.  The Customer Part Number list may be imported from excel or entered on the 
Customer Part screen. 
 

 
 

Customer Parts lists are used to define the distribution of PSBs when you select the 
option to issue your PSB to just the customers that are affected by the notice. 
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Develop/Edit a PSB 
 
Selecting “Develop/Edit PSB” from the Main Menu brings you to the PSB Management 
Screen.  
 

 
 

 
 
The PSB Process Screen provides options to create a New PSB Manually or to copy a 
previously created PSB for use in development of a new PSB.  You may also Update any 
PSB by index number or Update all the PSBs that are as yet unissued. 
 
Lastly, options are provided to View, Print or Email a PSB Form.  When selecting these 
options you will be asked to enter the PSB Index Number. The Email Option on this 
menu opens Outlook with the PSB attached, you will enter the information on the To: and 
cc: lines manually. The email is ONLY sent when you click the send button. 
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PSB Create/Update Options 
 
Selecting any of the “Create” or “Update” options from the 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 Issue Date and Re-Issue Date are 
assigning by the PSB Application, you can not change/update these fields.  These fields 
hare highlighted in light blue for identification. 
 

 
 
In the PSB Header Section depicted above in the Red Box Area.  Enter a title for your 
PSB. Then by using the dropdowns (blue arrows) select the appropriate PSB Type and 
Distribution Plan. 
 

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

 
2. The PSB Form Tab1 – PSB Contact Information����
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TAB 1: Contact Data.  Enter the contact person that a customer is to communicate with 
regarding any questions they may have. 
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3. The PSB Form Tab2 – Problem Detail 
 

 
 
TAB 2: Problem Detail:  Enter information regarded the problem.  
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4. The PSB Form Tab3 – Action Detail 
 
 

 
 
TAB 3: Action Detail.  Provide your customer information on how to avoid or 
workaround this specific problem.  Also provide detail on action your company is taking 
to implement a permanent “Corrective Action” on future products. 
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5. The PSB Form Tab4 – Affected Products 
 

 
 
TAB 4: Affected Products.  Enter the list of product affected.  This can be completed 
manually or by selecting from your list of products. (Blue Arrow).  The Product Selection 
Option opens a menu the offers you’re the choice to select products from all your parts, a 
selected Product Group or a selected Base Part Number. On the bottom of this menu, you 
may opt return to “Tab4” with or without adding parts. 
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6. The PSB Form Tab5 – Email Attachments 
 

 
 
TAB 5: Email Attachments: The system allows you to include up to 5 additional 
attachments to you PSB emails.  Identify the full path of the folder these attachments are 
stored followed by the attachment names with file extension.  These attachments can 
include spec errata, screen shots, specifications and other documentation or photos 
 
If you intend to issue only the PSB form, leave all the fields blank. 
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7. The PSB Form Tab6 – Hyperlink Data 
 

. 
TAB 6: Hyperlink Data: Identify an internet location for customers to find additional 
information/detail regarding this product issue 
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8. The PSB Form 
Following is a sample of a completed PSB form containing all the data entered in the 
PSB entry tabs.  This form is the PSB Form Attachment included in emails to your 
customers. 
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PSB Email Distribution Creation Process 
 
Selecting the “Distribute PSB” options from the Main Menu will open the distribution 
control menu. This menu has three major sections. 1. Developing the customer 
notification list. 2. Developing the customer contact notification list. 3. Initiating the 
email process. 
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PSB: Developing Customer Distribution List 
 
There a 2 selection choices in this section plus a report to detail the results. The first rule 
applied regardless of you selection is the system will determine customer selection based 
on you choice of “Internal”, “External” or “All” customers as entered on PSB Entry Form 
Header.  
 
Selecting the “Select Customers Affected by Product List” will only identify those 
customers with an affected part number in the customer profile.  Selecting the “Select All 
Customers” option will select all customers listed in your customer profiles. 
 

 
 
Once your choice is clicked and small screen will pop up detailing a summary the 
selected customers.  On the sample, 3 customers have met the criteria to be notified. 
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PSB Develop Customer Contact Distribution List 
 
There are 2 selection choices in this section plus a report to detail the results. The first 
rule applied regardless of you selection is the system will determine customer selection 
based on you choice of “Internal”, “External” or “All” customers as entered on PSB 
Entry Form Header.  
 
Selecting the “Select Contacts by Product Group Interest” will only identify those 
contacts (from the customer list previously developed) with an affected part number in 
their Product Group interest list. If the contact has indicated interest in all Product groups, 
they will also be added to the list. 
 
Selecting the “Select All Contacts” option will select all the contacts listed in your 
customer profiles of the customers selected in the “Develop Customer Distribution List” 
previously complete. 
 

 
 
Once your choice is clicked and small screen will pop up detailing a summary the 
selected customers. On the sample, 5 contacts from the 3 previously selected customers 
met the criteria for notification. 
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PSB Customer Contact Review 
 
Once both Customers and Customer Contact selection is completed, one last review is 
available prior to starting the email process. Selecting the “Customer Contact Review” 
button will display the following: 
 

 
 
This form details all the customers and contacts that have been selected to receive this 
PSB.  Those contacts requesting all PSBs are noted in column 3.  In column 4 “Send this 
PSB”, you may un-check any customer contact you wish to exclude from the email 
process. 
 
Once this screen is reviewed and/or updated, you are ready to perform the actual email 
distribution. 
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PSB Email Distribution Email Process 
 
Selecting the “Start PSB Customer Email Process” will open the Email/Print Menu.   
 

 
 

 
 
The information on this form can NOT be edited except for a few KEY email options as 
highlighted in the box.  
 
1. You may decide to include the PSB form as an attachment and you may select the form 
to contain a list of the affected parts or not.   2. You may also included an excel file 
attachment of the affected parts.  Tabs 1 and 3 contain information from the data entered 
previously in the PSB Entry/Update form.  Tab2 “Email/Print Actions” is the key to the 
email process. 
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PSB Email Distribution Email Process 
  
 

 
 
The “Email/Print Actions” tab provides four functions for the user.  

1. Email PSB to the “Current Customer” as detailed in Tab1 “Affected Customer-
Contact Data” 

2.  Email the PSB to ALL affected customers based on the customer and contact 
selection previously completed. 

3. View the complete PSB Form on your terminal. 
4. Print the completed PSB Form. 
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Microsoft Outlook Auto Email Blocker 
 
It’s a feature.  In order to prevent harmful applications from auto emailing junk to every 
contact in your Outlook Contacts list, Microsoft has added this handy security feature that 
requires you to “Click Yes” to every email being issued without an email preview.  
You’ll note that you have to wait for the “Yes” button to become active each time.   
Selecting no stops the entire process, so if you have 20 customers to contact and you 
click “No” on the 4th email, the process ends and customers 5-20 are not emailed.   
 
You can override this feature by obtaining a “ClickYes” utility.  Many of these utilities 
can be found on www.download.com. 
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 ����PSB Reports Menu 
 
Select “Reports” from the Main Console for various reports developed the data contained 
within the database.  
 

 
�����
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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 various reports developed from the 
data contained within the database.  
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.Appendix 1 
 
The Access Navigation Bar 
 
The Microsoft Access Navigation bar appears at the bottom of data entry forms and 
reports throughout the database. The navigation bar allows you to move between records 
and, in some cases, create new records. The following is a reference menu for the buttons 
shown on the navigation bar. The current record number appears in the white field at the 
center of the Access navigation bar.  
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