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Getting Started / System Overview

Initial Data Entry

Due to the nature of relational systems, initial dataydlUST be performed to
complete key information tables prior to initiating and aging a SCA. 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
Preventive Action Types
Sources

Originators

We have added a number of common problem types, prevewtio® and sources for
your use. You may keep these as is or overwrite thiéimyaur own information. After
the initial load, these tables may be updated at any timg tiee “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 SCA work. The
“Getting Started” button provides a quick start for new siser

Supplier Corrective Action System

T
AT 3 o
Fal ‘ Getting Started
‘ MATNTENANCE
ACTIVITIES
Initiate New SCA Reports
{UpDATE SCA/ Charts
= = L UPDATE MASTER
e PR e e ]
SCA Rev. 2.0- 12/12/2000 [:]
Maionsole

The Stop Sign button terminates the application.




MAINTENANCE MENU

l Originators ] l Sources l
l Problems ] l Preventive Actions ]
I My Company ] [ Status Codes ]

COMPANY DATA

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

Company Mame Collaborative Quality Systems

Add @ FPaste bmp Logo here:
ress B éﬁ:'

|

CITY: “ ‘E |

State: - i

: il
Postal Code: . L

Countiy: USA
‘Web Site: www_ cogqusys.com
Main Phone: 617-555-3000

Company Data Form




DATA CODES

The SCA System uses codes to characterize and surarS&ix 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 linttseir 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 systeou nfay delete or overwrite
these. New Codes are added by entering informationhetblaink line at the bottom of
the table.

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

Supplier Corrective Action Sys

Enter your list of the sources of Supplier Corrective Actions.

SOURCE

Custorner

v

Ernployes Complaint

Iritial Testing

Quality Assurance

Guality Contral

Feceiving

Sales

*

Record: @ 4 1 [Z] of 7




Originator Title Phone Fax Ermail
p |Jame Boyle Manager 900-555-1212 900-777-1212 infol@icogusys. com
Jamie Shaw Engineer 900-555-1213 900-777-1213 info{Eicoquays. com
Albert Green Administrator 900-555-1214 900-777-1214 infol@icogusys. com
David James Frinciple Engineer 9005551212 900-800-5566 infol@icogusys. com

| Record: - r—‘l@@@ of 4

Enter your list of Supplier Problems.

P
Record: E 4”'[__1' @@ of 13

Protﬂem Code: Probler Description Chart Label A
» LP Delivery Performance Early/Late
E Electrical Elect 3
L Labsling Label 3
MC Mechanical Problem Mech.
(G]o] tis-Deliven Misdiect
MP Miszing Pieces Mizszing Pieces
MRk Lnit M arking Marking
u} Other Other
FEG Packaging Pack
Paperwork. Enor Faperwork M

| SCA Preventive Actions

Enter your list of Supplier Preventive Actions

Fa Code: P& Description Chart Label
» APP APPLICATION Cugtomer Elect
CaM SC4 CAMCELLED Cancelled
GOOD MATERIAL WaS FOUND TO BE GOOD Good
150 ISOLATED OCCURANCE Mo Ca - Isolateci
OTH OTHER Other
FHC PART NUMEBER CHAMGE Supplier Part
R REJECTED RESPOMSE Supplier
sSpDC PRODUCT DESIGH CHAMGE Supplier Dzgn
SFC SHOP FLOOR CONTROL Supplier
SLC LABELING CHAMGE Supplier Labeling
Record: @ ) ;_-_1 @@@ of 20




Supplier Information

Select “Update Master Supplier Data” from the main ctens&nter your supplier
information or update the suppliers already listed.

Suopplier Management Informatio

Find Supplier by Name

Supptier: [[RTER
-

Divison:

CCDE: ATA

CONTACT INFORMTION
Address: 2610 Orchard Park Contact,
Title:
City: [SAN JOSE Stat=: (CA EMail:
Zip: 95134 cc EMail:
Ceountry: |[USA Fhaone:

Ext:

Remowve this Supplier O Cell:
and all contrcts o

Remowe this Contact: [ |

Record: [E 4 Ll ¥ [E!i- Hiof

Last Updated: l:|

Record: EE] 3 mm of 637

Please note that a supplier can have more that onactdisted in the “Contact
Information” box.

The binocular in “Find Supplier by Name” will bring up asabox.
The search is performed against the Supplier name fieldtbgirmnthe search work into

the “find what” box. You can also change the matctea by selecting a method from
the drop down box labeled “match”

INITIATE an SCA ENTRY

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

The Screen has 6 tabs “Base Data”, “Supplier”, “ProhléAssignment”, “Comments”
and “Customer”. Proceed through each section (by olickn the tab) providing as
much data as possible (or known).

See Appendix 2 for explanations of all the data fields.




“Tnitiate New SCA'

Material Loc.

Originator:
Requested Date:

Saurce: |
|

Supplier Part#;
Internal Part#:

PO, &

Supplier Corrective Action System

Initiate New SCA

| Baze Data I_Smupi;;]-i-ef Pru-blem [ Assiznment éomments éi::s-tc-mer:

o]

12/17/2006 |

[vl

LB

Exit and Accept
This Entry

Exit and Hold This
Entry

Record: [E 1 r—i—[I]E of 1

‘ Delete This Entry

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

functionality.

1. "Exit and Accept this entry”: The data from the imitation tabs is transferretheomain SCA
System and a SCA# is assigned by the system. SCA#issigaed using the format
“SCA"+YEAR (yyyy) + MONTH + X. X is the system recordumber or counter. Example:

SCA_2003_8_556

2. “Exit and Hold this entry” : This allows you to hold a new initiation while you rasg missing
information or even take a coffee break. The initrafilmction holds all new SCAs 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 bar at theditom left of the

screen.

SCA Updating Options

Selecting “Updates” from the Main Console brings yoandJpdate Options Screen.
This screen provides a number of methods to view and manag&CA data.

“All Open SCAs”: will immediately open the SCA Update form with theéadmdicated
“Closed SCAs”: will immediately open the SCA Update form with theadmdicated




“Selected SCA™ You will be asked to enter the SCA number. You nedylemter the
last “_" and numbers following it. This is enough inforioatfor the system find the

requested record.

All Open 5CAs

Clused SCA

Selected SCA Enterthe last ' " and numbers from the full SCAH




SCA Updating, Printing and Emailing

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

See Appendix 2 for explanations of all the data fields.

.....

scaz SCA_200612_813 |

| SupplierActions |  Status/Close |  EMAIL/Print |  ActionTracking |
Base Data | Supplier Info | Problem | Assiznment/Samples |
Qriginator: ;! !ﬂ@i ily Phorme 900-555-1214
Requested Dater (12132006 Fax; 900-777-1214
Source:  |Customer |ry EMail: info@coqusys.com
Supplier Part#; THM4540
Internal Part#: TMS4540
P.O, & | MY&7-330

Record: @Ei 95 of 92 (Filtered)

TAB 1 : Base Data. You will note that most the imhation on this screen is from the
SCA Initiation. Data is shown about the originatareeed during initiation as recorded
in the “Originator” section of Data Management. You raggate any of this information
as required.




| SupplierActions |  Status/Close | EMATL/Print [ Action Trac‘a;ing |

| Basedata |  Supplierinfo | problem |  Assignment/Samples |
Supplier: m
Divison: | | Cmte:| AVY
Addresz: |17th AVENUE SOUTH Contact: |I.EE PACK
City: |MYRTLE BEACH Fhone: [B43-946-0260
State: [SC Fax: |B43-448-2111
Zip: (29577 Cell:
Email; |info@coqusys.com
Country: |lPSA cc Email:
|_Supplier Lookcup |

| recors: (IOCEIT 55 (PIBLIBH of 55 (rtered)

TAB 2: Supplier Info: Information regarded the supplieeatered in the SCA
origination. Supplier information can be change ongbisen or by entering supplier

lookup to edit the main supplier table.




TAB 3 : Problem. You will note that the problem descoiptis from SCA Initiation.
You may update this information or enhance this descripgaeguired.

Be sure to select a “Prob Code” from the drop down. ¥ay add new codes in the
“Data Maintenance” section of the main console.

Comments enter here are NOT printed on any repoftsios.




TAB 4 : Assignment. Some of this data was originallesad in the Initiation process.
You may update as needed throughout the analysis process.




TAB 5: Enter the Root Cause of the problem and the PrexeAttions take to prevent
re-occurrence. (Note that containment actions oppang material are not preventive
actions.) ldentify the person completing the analysisdate completed

Supplier Defined Inventory Disposition: (also known as Cantant). Describe any
containment work that needs to be completed due to the proflgi® can include
purges, quarantines, MRBs, additional inspections etc..

Be sure to select a “PA Code” from the drop down. ¥way add new codes in the “Data
Maintenance” section of the main console.




TAB 6: Identify the individual at the supplier that coetgld the response including their
title and date of response.

Identify the individual in QA reviewing the response arelidview date.

If the supplier’s response is Rejected the “Closed Datksft blank and QA notifies the
supplier detailing steps needed to complete closure acceptably.

If the Supplier’'s analysis/Preventive action is acedpénter a closed date.




TAB 7: Two base Email functions are provided, Emailfotat) and Email (SNAP
format). These options will bring up the email scredth the appropriate address from
the database entered and the SCA form attached. Yypaddaadditional addresses as
well as commentary in the message body.

The 2 email attachment types: RTF: (Rich Text Fortiasg)format allows the recipient
to edit the SCA form, however, much of the formahiatting such as logo’s, boxes and
dividing line are lost. SNAP: This is the Microsoft eglent of Adobe Acrobat for
ACCESS. SNAP files are not editable and the reciléMdldST have the Microsoft Snap
Viewer to open your attachment. All formatting including leg® maintained.




The Print and Email functions on this screen emagront the SCA Form. This form is
sent to the supplier for them to complete and returgdar QA review.




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.




Reports

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

NOTE:An SCA is considered Overdue on the 14" 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




This is a sample “Overdue SCA Report sorted by SCA#”. The repaitsdhe problem,
date opened, assignment information and a history of actions and follow-llse A
“Open” 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, SCA trends, and areas of responsibilities. ifilgie £hart defines the
health of the SCA System. The “Open by Responsibility” chart shevesitrent
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 7. 2 7




Appendix 2

Definition of Terms

Update Form TAB 1: Base Data

Originator: The complete name of the person originating this SCA.
Req uested 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 $raphta” from the main
console or directly in the initiate or update screens.

Supplie r: | Enter the supplier's complete name
Division: | Enter Supplier Division
Address 2 lines provided for the supplier address

City Enter city

State | Enter state
Z|P | 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
Cel|: | Enter Contacts Cell Phone Number
Email: | Enter Contacts complete Email Address
Cc Email: @ Enter a cc address if needed




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 Enter the supplier's description of the cause of the problem.
Root Cause:

Supplier Preventive Enter the supplier's preventive action.
Action:
PA Code: Selecta code from the drop down.
Supplier Defined Enter all instructions provided by the supplier to manage inventory in regard

to this problem.
Inventory
Disposition:




Update Form TAB 6: Status/Close

Supplier Investigatecl Enter the name of the individual at the supplier that completed this analysis
by:

Title: Title of the above individual
Supp”er Response Enter the date of the supplier’s response.

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

Our QA Review Enter date of QA review
Date:
Status Code; Select an appropriate code from the dropdown

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

Update Form TAB 7: Email/Print

Update Form TAB 8: Activity TrackingThe 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.




