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Getting Started / System Overview 
 

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 SCA. The following 
items can be entered in any sequence and are accessed through either the “Getting 
Started” or “Maintenance Activities” buttons on the main console.   
 

·  Company Data 
·  Problem Types 
·  Preventive Action Types 
·  Sources 
·  Originators 

 
We have added a number of common problem types, preventive action and sources for 
your use.  You may keep these as is or overwrite them with your own information. After 
the initial load, these tables may be updated at any time using the “Maintenance 
Activities” button.   
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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 SCA work. The 
“Getting Started” button provides a quick start for new users. 
 

 
                                               Main Console 
 
The Stop Sign button terminates the application. 
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MAINTENANCE MENU 
 

 
 
 

COMPANY DATA 
 
Select “Company Data” to enter basic information about your company.  This 
information is added to our reports. 
 

 
Company Data Form 

 
 



�

� ��� � ����

DATA CODES 
 
The SCA System uses codes to characterize and summarize SCA Data. 
 

1 Source Code - to identify where the Problem was identified 
 
2. Problem Code – Used to group problems into categories. 
 
3. Originators: Identifies the individual initiating this SCA and links their contact information to 
a number of reports and forms. 
 
4. Preventive Action Code – Used to group preventive actions into categories 

 
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 note the column heading “Chart Label” this is an abbreviated code explanation 
which is used as axis labels when creating charts. 
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Supplier Information 
 
Select “Update Master Supplier Data” from the main console.  Enter your supplier 
information or update the suppliers already listed. 
 

     
 
Please note that a supplier can have more that one contact listed in the “Contact 
Information” box.   
 
The binocular in “Find Supplier by Name” will bring up a search box. 
 

 
The search is performed against the Supplier name field by entering the search work into 
the “find what” box.  You can also change the match criteria by selecting a method from 

the drop down box labeled “match” 
 

INITIATE an SCA ENTRY 
 
Selecting “Initiate New SCA” from the Main Console brings you to the Initiation Data 
Entry Screen.  (The Temp SCA# is assigned by the system.) 
 
The Screen has 6 tabs “Base Data”, “Supplier”, “Problem”, “Assignment”, “Comments” 
and “Customer”.  Proceed through each section (by clicking on the tab) providing as 
much data as possible (or known). 
 
See Appendix 2 for explanations of all the data fields. 
 
 



�

� ��� � ����

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

1. “Exit and Accept this entry” : The data from the imitation tabs is transferred to the main SCA 
System and a SCA# is assigned by the system.  SCA#s are assigned using the format 
“SCA”+YEAR (yyyy) + MONTH + X.  X is the system record number or counter.  Example: 
SCA_2003_8_556 

 
2. “Exit and Hold this entry” : This allows you to hold a new initiation while you research missing 

information or even take a coffee break.  The initiation function holds all new SCAs in suspense 
until you accept them into the main system with option #1 above. 

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

 
See Appendix 1 for an explanation of the navigation bar at the bottom left of the 
screen. 

 
 
SCA Updating Options 
 
Selecting “Updates” from the Main Console brings you to an Update Options Screen.  
This screen provides a number of methods to view and manage your SCA data.   
 
“All Open SCAs” : will immediately open the SCA Update form with the data indicated 
“Closed SCAs”: will immediately open the SCA Update form with the data indicated 
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“Selected SCA”: You will be asked to enter the SCA number.  You need only enter the 
last “_” and numbers following it.  This is enough information for the system find the 
requested record.  
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SCA Updating, Printing and Emailing 
 
After selecting the Update option from the menu previously describe, the SCA update 
screen will open.  Since the SCA# is assign by a system algorithm, you can not 
change/update this field. 
 
See Appendix 2 for explanations of all the data fields. 
 
 

   
 
TAB 1 : Base Data.  You will note that most the information on this screen is from the 
SCA Initiation.  Data is shown about the originator entered during initiation as recorded 
in the “Originator” section of Data Management. You may update any of this information 
as required. 
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TAB 2: Supplier Info:  Information regarded the supplier as entered in the SCA 
origination.  Supplier information can be change on this screen or by entering supplier 
lookup to edit the main supplier table. 
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TAB 3 : Problem.  You will note that the problem description is from SCA Initiation.  
You may update this information or enhance this description as required. 
 
Be sure to select a “Prob Code” from the drop down.  You may add new codes in the 
“Data Maintenance” section of the main console. 
 
Comments enter here are NOT printed on any reports of forms. 
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TAB 4 : Assignment.  Some of this data was originally entered in the Initiation process. 
You may update as needed throughout the analysis process. 
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TAB 5: Enter the Root Cause of the problem and the Preventive Actions take to prevent 
re-occurrence.  (Note that containment actions or scrapping material are not preventive 
actions.)  Identify the person completing the analysis and date completed 
 
 Supplier Defined Inventory Disposition: (also known as Containment).  Describe any 
containment work that needs to be completed due to the problem.  This can include 
purges, quarantines, MRBs, additional inspections etc.. 
 
Be sure to select a “PA Code” from the drop down.  You may add new codes in the “Data 
Maintenance” section of the main console. 
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. 
TAB 6: Identify the individual at the supplier that completed the response including their 
title and date of response.  
 
Identify the individual in QA reviewing the response and the review date.  
 
If the supplier’s response is Rejected the “Closed Date” is left blank and QA notifies the 
supplier detailing steps needed to complete closure acceptably. 
 
If the Supplier’s analysis/Preventive action is accepted, enter a closed date. 
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TAB 7: Two base Email functions are provided, Email (rtf format) and Email (SNAP 
format).  These options will bring up the email screen with the appropriate address from 
the database entered and the SCA form attached.   You may add additional addresses as 
well as commentary in the message body. 
 
The 2 email attachment types: RTF: (Rich Text Format) this format allows the recipient 
to edit the SCA form, however, much of the formal formatting such as logo’s, boxes and 
dividing line are lost.  SNAP: This is the Microsoft equivalent of Adobe Acrobat for 
ACCESS.  SNAP files are not editable and the recipient MUST have the Microsoft Snap 
Viewer to open your attachment. All formatting including logos is maintained. 
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The Print and Email functions on this screen email or print the SCA Form.  This form is 
sent to the supplier for them to complete and return for your QA review. 
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TAB 8 : Activity.  Use this area to note meetings held, reminder calls, and other notable 
milestones.  The system automatically updates this area when initiation emails and 
reminder emails are issued. 
 
This information is printed on many reports. 
 
 
 
 



�

� ������ �� ����

 ����Reports 
 
The remaining options on the Main Console are for various reports from the data 
contained within the database. Reporting is divided into two sections 
 

 
�
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�
�

 
NOTE: An SCA is considered Overdue on the 14th day after the date assigned. 
 
NOTE: All reports are first opened as a screen preview.  Depending on your PC’s setup, you can 
send any report to you printer by either going to “File – Print” or typing CTRL-P 
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This is a sample “Overdue SCA Report sorted by SCA#”.  The report details the problem, 
date opened, assignment information and a history of actions and follow-ups.  All the 
“Open” and “Overdue” report have a similar format. 
 
 

 
CHARTS MENU 
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The charts provided give a summarized view of the status of the system and its 
achievements.  The “Current Status” chart is shown below. It provides information 
cycletime, aging, SCA trends, and areas of responsibilities.  This single chart defines the 
health of the SCA System. The “Open by Responsibility” chart shows the current 
workload by assignee department. Finally, the “Preventive Actions” chart shows the 
improvements made. 
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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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.Appendix 2 
 

����Definition of Terms 
 
Update Form TAB 1: Base Data 
 

Originator: The complete name of the person originating this SCA. 

Requested Date: The date the original request was made to open a SCA 

Source: The source of the request. 

Supplier Part#: Enter the supplier’s part number 

Internal Part#: Enter the part# used internal for this product 

PO#: Your PO# the product was purchased under 

 
 
Update Form TAB 2: Supplier Info 
This information can be entered in the “Update Master Supplier Data” from the main 
console or directly in the initiate or update screens. 
 

Supplier: Enter the supplier’s complete name  

Division: Enter Supplier Division 

Address 2 lines provided for the supplier address 

City Enter city 

State Enter state 

ZIP Enter ZIP or postal code 

Code The code use to identify this supplier 

Contact Name of supplier contact for SCA requests 

Phone: Enter Contacts Phone Number 

FAX: Enter Contacts FAX Number 

Cell: Enter Contacts Cell Phone Number 

Email: Enter Contacts complete Email Address 

Cc Email: Enter a cc address if needed 
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Update Form TAB 3: Problem 
 

Describe Problem: A detailed description of the problem. 

Problem Code: Select appropriate code from the drop down.  Additional problem codes can 
be added in “Maintenance Activities” – “Problem Codes” 

Comments: Enter comments for your own use.  The comment field is NOT printed. 

 
 
Update Form TAB 4: Assignment/Samples 
 

SCA Sent Date: The date the SCA was sent to the supplier. 

SCA sent by: The full name of the individual that sent the SCA to the supplier. 

SCA Due Date: The date the completed SCA is due back to QA. 

AGE When in the Update screen.  Displays the age in days since the SCA was 
sent. 

Sample Date: The date the samples were sent to the supplier for evaluation. 

Samples sent by: The full name of the individual that sent the SCA samples to the supplier” 

Sample Amount: Number of samples sent 

Sample return date: The date the supplier returned the samples 

 
 
Update Form TAB 5: Supplier Actions 
 

Supplier Defined 
Root Cause: 

Enter the supplier’s description of the cause of the problem.  

Supplier Preventive 
Action: 

Enter the supplier’s preventive action. 

PA Code: Select a code from the drop down. 

Supplier Defined 
Inventory 

Disposition: 

Enter all instructions provided by the supplier to manage inventory in regard 
to this problem. 
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Update Form TAB 6: Status/Close 
 

Supplier Investigated 
by: 

Enter the name of the individual at the supplier that completed this analysis 

Title: Title of the above individual 

Supplier Response 
Date: 

Enter the date of the supplier’s response. 

Our QA Review: Enter the name of the QA individual reviewing this SCA 

Our QA Review 
Date: 

Enter date of QA review 

Status Code: Select an appropriate code from the dropdown 

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

 
 
Update Form TAB 7: Email/Print 
 

  

 
 
Update Form TAB 8: Activity Tracking   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. 

 
 


