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CHAPTER 1 - APPLICATION OVERVIEW

Quality System Assessment (QSA) Architecture

QSA is a web application designed by the Parker Aerospace Group to automate the supplier
assessment process. It includes business and general information about each supplier Parker uses, as
well as standardized checklists to cover all assessment tasks — from evaluating a supplier’s quality
management system (QMS) to evaluating a special process, such as heat treatment, plating, etc. —
for compliance to the applicable specification. It can also be used for internal assessment activity.

All QSA checklists are based on current revisions of industry-accepted quality management system
(QMS) standards such as SAE AS9000, AS9100, AS9101, AS9120, etc. All special process checklists
are based on current process specifications. If necessary, division-specific requirements and
checklists can be incorporated when there is a need. As new requirements emerge or existing
standards change, the system will be updated to reflect the current business requirements.

In addition, the application includes provisions for initiating corrective action in response to
deficiencies identified during assessment. The supplier, or internal organization, will be notified
electronically (via e-mail) and have an opportunity to reply electronically. The corrective action
process is dynamic and as information flows to and from the supplier and Parker, it will be captured
and added to the database until the corrective action is accepted and closed.

The assessment results and all corrective action data will be stored in a master database, readily
available to anyone who has a QSA login account, including suppliers. The plan is to store all data
that contains at least two prior assessment results in order to provide history and a basis for a

continuous improvement program.
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Figure 1 — Schematic of QSA System Architecture
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Chapter 1 — Application Overview

Software Requirement

Surveyors and Suppliers will need one of the following browsers to work with QSA.

e Internet Explorer (IE) 6.0 or greater
http://www.microsoft.com/windows/ie/downloads/critical/ie6spl/default.asp

e Mozilla Firefox 1.0.6 or greater http://www.mozilla.com/en-US/firefox/
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Chapter 1 — Application Overview
QSA Online Login

To access QSA online, your computer must be connected to the internet:

= Open your Internet Explorer browser.

= On the address line of your browser, type https://aagqsa and press enter. You should see a
login web page similar to below.

= Enter you user ID and password, then click the “sign in” button.

Figure 2 - Sign in

!:’,';'Quality System Assessment - Windows Internet Explorer

—
@:\- i |g, http:fflocalhost/QSAS signout., asp: j @ (X I Eing Foiid
i " » - =
.7 Favorites (& Quality System Assessment | | J J f:} - - [ e - Page v Safety - Tools »
%]

thank you for visiting

To return to Q54, Please sign in below,

Uzer name:

pazsword:

o r! oo !assword?

Quality Systems Adszessment (Q54) was designed by Parker ferospace Group to automate the supplier assessment process, |t captures buziness and general
information about the supplier as well as standardized checklists to cover all assessment tazks, from ewaluating a supplier's Quality Management System
[45) to evaluating a special process, such as heat treatment, plating, etc. for compliance to the applicable specification. QS4 User Guide iz now available
onling in pdf faormat. “ou will need Acrobat Reader to wiew it.

c Copyright 2002-2013, Parker Hannifin Corporation. &ll Rights Reserved.
Duality Systems Assessment (OSA) Version Q54WS

=]
|D0ne I_I_I_I_I_I_FE_ Local intranet | Protected Mode: OFf ¥a - |'-"!"\100°.-"o S
Forget your password? If you've forgotten your password or user ID, simply click on the link
labeled “forgot your password?”. You will be prompted to enter your email address. The system will
automatically send you your user ID and password via email.

How can you obtain a login account? In order to sign in to QSA, you will need a QSA login
account. Please contact your divisional QSA administrators to obtain an account.
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Chapter 1 — Application Overview

Tab Navigation

The main menu is a tabbed navigation bar that provides you quick access to the supplier and survey
data, as well as administrative resources. Specific tabs are made available to certain users,
depending on the user type. QSA has five types of users: supplier, generic, procurement quality team
leader, surveyor, and administrator. For additional on user types and permissions, please refer to
Appendix A.

I
MY SURVEYS MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS SIGN OUT

Figure 3 - Tab Navigation

Following is a brief description of each of the menu tabs:

My Surveys tab is available to all users. For surveyors, procurement quality team leader, and
administrators, it provides a convenient list of open surveys, schedules, and requests where the user
is the lead or assigned assessor. Here, the user will be able to edit, delete, print, download, and
upload any one of the listed survey. For suppliers, it lists outstanding surveys pertaining to the
supplier’s company.

My Profile tab is also available to all users. You will be able to update and maintain your user
account information here.

Suppliers tab is available to all users with the exception of vendors. It offers a user-friendly
interface to help search, create, and manage supplier surveys. More detailed instructions on how to
use the Suppliers section to search, create, and manage supplier information is available in Chapter 2
of this manual.

Users can search for suppliers by:

= Supplier name

= Vendor number

= (City, State, Country

= Last survey date, Surveyor

Once a search is complete and shows a list of checklist templates, the templates can be sorted by:

= Supplier name

= Vendor number

= (City, State, Country

= Last Surveyor, Last Survey Date

= Next Scheduled Date, Scheduled By

Forms tab is available to all users with the exception of vendors. It contains an inventory of all blank
checklist revisions in the database. Administrators will be able to edit and add new checklist forms or
revisions. Generic users and surveyors will be able to view and print blank checklist forms whenever
hard copies are necessary.
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Chapter 1 — Application Overview

Tab Navigation (continued)

Users can search for checklist templates by:

Category
Spec. number, Spec. revision code
Form number, Form revision code
Form title

Once a search is complete and shows a list of checklist templates, the templates can be sorted by:

Category

Spec.

Form

Title

Released by (person who completed the update)
Date last update was completed or released

Users tab is only available to administrators. It allows administrators to manage QSA user accounts.
In this section, administrators can search the names of users by clicking on any letter of the alphabet.

User information can be sorted by:

User ID

Name

Company

User type (A-administrator, I-inactive user, S-surveyor, V-vendor, G-generic user, P-
procurement quality team leader, PA-Procurement quality team leader & administrator)

A user’s information may not be deleted, only made an invalid user. Administrators may also add
users to the database by clicking on the Add User button and filling in appropriate information.

Attachments tab is available to administrators to manage uploaded documents associated with
corrective action requests. On this web page, administrators can search the names of suppliers by
clicking on any letter of the alphabet.

Reference library information can be sorted by:

Title

File

Date corrective action information was posted
By person posting information

Supplier name

CAR

Date CAR was posted

Sign Out tab is available to all users. One click will quickly log users off of QSA from any screen.
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Chapter 1 — Application Overview

Breadcrumb Navigation

The term “breadcrumb” derives its name from the Grimm'’s fairy tale, Hansel and Gretel. Hansel left a
trail of breadcrumbs through the woods as a strategy to find his way back home. As you work within
a particular tab and click down through the pages, the breadcrumb navigation lets you know exactly
where you started, how many levels down you have gone, and where you currently are in the website.

Instead of having to click on the Back button repeatedly to retrace your steps, this breadcrumb
navigation allows you to click directly on any of the “crumbs” to get back to a desired screen.

@ Quality System Assessment - Microsoft Internet Explorer g@
Fil=  Edit Wiew Favaorites Tools  Help ar

MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS S5IGN OUT

Supplier: ZZ TEETIMG -- please ignore, ABC Street Mowhereland Ch 92615 US4

Save
Date lzsued: FH52006 L
specification: AS003 2001-10 print
Form Rewivizion: &
Element: 4.01 e-mail
Paragraph: 4,1.1-01
Requirement: Has the supplier’s management been defined & documented with regard to its palicy for quality {including its delete
objectives for quality and commitment to quality)?
. complete!
Bllie:Date: format: mmidd fnay
Ext, Due Date: P spellcheck
Corrective Action Approval Status and Finding
@ Compliant: Document; Application:
Approval Status: | Pending L\i]
@ Finding:
(]
<] I (2]
@ Done ‘j Local intranek

Figure 4 - Breadcrumb Navigation
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Chapter 1 — Application Overview

Application Icons

Throughout QSA, there are a variety of buttons & icons. Refer to the table below for detail
descriptions of each.

~ Description

Audit Request Icon: This icon represents an audit request submitted by a procurement quality
team leader.

£
|26]

Audit Schedule Icon: This icon represents an audit schedule created by a surveyor, procurement
quality team leader, or administrator.

©

Delete Button: Click on this button if you would like to delete a particular record (i.e. survey,
supplier, etc... ). This feature is valid for lead surveyors or administrators only. Users who do not
have the security rights to delete certain documents or records will not see this button.

Details Button: Click on this button to view the detail information pertaining to an element of a
survey form. This function is only valid for administrators.

€

Download Button: Click on this button to download a particular survey. This function is valid for
lead or assigned surveyors only. Users who do not have the security rights to download will not see
the button.

N

Edit Button: Click on this button to edit a corrective action request comment.

E-mail Button: Click on this button to e-mail a blank survey form to the supplier.

Help Button: Click on this button to view detail description of a particular subject. This feature is
available to all users.

Lock Icon: This icon indicates that a particular survey is locked. When you hover your mouse over
the lock icon, you will see the date the survey was locked and the current owner. This feature is
available to all users.

Membership Icon: This icon indicates that a particular user is a member of the Parker Aerospace
Quality Committee. This feature is only available to administrators.

Print Button: Click on this button and then press the keys Ctr/ and P simultaneously to print. This
feature is available to all users.

Reassign Button: Click on this button to reassign a survey to another lead surveyor. This function
is only valid for administrators. Users who do not an administrator will not see the button.

Released Icon: This icon indicates that a checklist has been released by the administrator to be
used by all surveyors.
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Chapter 1 — Application Overview

Application Icons (continued)

Icon ' Description

|ﬂ Survey Icon: This icon represents a survey.

Unlock Button: Click on this button to unlock a survey. This function is only valid for the assessor
ﬁ who downloaded that particular survey. Users who do not have the appropriate security rights to
unlock will not see the button.

@ Upload Button: Click on this button to upload a survey. This function is only valid for the surveyor
who downloaded that particular survey. Users who do not have the appropriate security rights to
upload will not see the button.
Figure 5 - QSA Buttons & Icons
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Chapter 2 — Manage Suppliers

Search Suppliers

Users can search for suppliers by specifying the supplier name, vendor number, city, state, country,
last survey date (or next scheduled survey date), and/or the lead auditor’s name. The search is not
case sensitive. Partial word search is supported. For example, “aero” will yield “Aero Spring & MFG”,
“Aerospace Testing”, and “Advanced Aeroscraft”.

To search, click on the Suppliers tab. Enter information for one (or any combination) of the listed
fields and then click on the “search” button.

s

@:\-— it |g, hktp: fflocalhost/QSAS search, aspx j @ 20| X I Eing 2 -
i i >3 - . m

. Favorites @& quality System Assessment | | J J - v [ e v Page v Safety + Tools v

-

MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN OUT

supplier search

Specify your search criteria below,

Supplier Mame: The Basics of QSA Search
pendigh o can increase the accuracy of your
City: searches by entering keywords in the fields to
the left. Please keep in mind the fallowing rules
State: j belaui:
Country: 1. Q5A searches are MOT caze sensitive,
Al Countries 2, 5k automatically uses "AMD" algorithm,
AUSTRALIA
Austria 3. Q%4 supports partial word searches, For
Eelziom example, keyword "aera” will yield "Aero Spring
2 2 & MFG", "herospace Testing", and "Adwvanced
Brazil j herocraft”,
g SN E e e El W El Warning: Q54 will attempt to list all suppliers in
SUpweyor: j the databaze if you do not specify a search
criteria. Such data retriewal may take along
il
search

c Copyright 2002-2013. Parker Hannifin Corporation. Al Rights Reserwed.
Quality Systems fssessment (054) Version 5.0

| | I
| I_I_I_I_I_I_FI‘_ Local intranet | Protected Mode: OFf ¥ T | ®100% ~ 4
Figure 6 - Supplier Search
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Chapter 2 — Manage Suppliers

Add New Supplier

If a specific supplier does not exist in QSA, you can add a new one to the database simply by following

the steps below:

1. Click on the Suppliers tab.

2. Click on the “add new supplier” button (figure #7), a popup form will appear on the screen

(figure #8)

3. Enter the name and address of the desired supplier in the textboxes provided and click on the

“add” button to submit your entries.

¥ =1
&] Quality System Assessment - Microsoft Internet Explorer E]@
© File Edit Wiew Favorites Tools  Help -:f
L e ]
MY SURVEYS ” MY PROFILE ” SUPPLIERS H FORMS H USERS ” ATTACHMENTS ” SIGN QUT | IEJ
suppliers
Supplier Search = &l suppliers
wiewing 1 to 100 of 1071 add new supplier
prev | next
Last
Vendor Last Survey Scheduled Scheduled
Supplier Hbr. City State Country Surveyor Date By
123 Plaster Inc. 89123 Crange Ch  USA 7 [VJ
<] i [#] .
@ ‘ﬂ Local inkranet

Figure 7 — Add New Supplier Button

&) Quality System Assessment - Microsoft Internet Explorer

Lok

add new supplier

Enter the supplisr you waould like to add below,

Al required entries are marked with asterisks (*).
supplier: *

Wwendor D
Address Line 1: %

Address Line 2: *

City: *

State:

Zip:
Province:

Country: * Ush

add cancel

Figure 8 - Add New Supplier
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Chapter 2 — Manage Suppliers

Edit Supplier Information

All surveyors, procurement quality team leaders, and administrators can edit the supplier information.
The steps are listed below.

= Click on the Suppliers tab.

= On the “supplier search” page, type the name of the supplier whose information you want to
edit, then click the “search” button.

= On the suppliers search result page, click on the desired supplier name to open the supplier
cover page.

= Click on the link with the supplier’'s name. A popup form will appear on your screen titled
“supplier information” (figure #9).

= Edit the information as necessary.

= Once you are done with the updates, click on the “save” button.

@ Quality System Assessment - Microsoft Internet Explorer ||| 3
- a

File Edit Yiew Faworites Tools  Help

MY SURVEYS ” MY PROFILE ” SUPPLIERS ” FORMS ” USERS || ATTACHMENTS || SIGN OUT
surveys
Supplier Search = Suppliers » ZZ Inc, Surveys
J A D DD DR DD )0 = — — = —— DR
@ Quality System Assessment - Microsoft Internet Explorer g O
5“'3'3' reguest audit
supplier information schedule audit
Required entries are marked with asterizks (%)
add surey
print
Supplier: | ZZ Inc.
Survey Completed Vendor 1D
Date Status Date 1 o = r
1 ress —_—
12 (30007 dotive 234 South Portolla Street @
1727/07 Inprocess Fe
City: * Santa Ana = ‘-Q-"' i
1172707 Inprocess 2 : i ey
P State: | California [\:] 5 CQ:. 2 N
1172707 Completed 1171507 Eog 97712
Provinze:
92507 Inprocess Count ry: |15 ] ﬂt:g:..:
(]
<] Created by: | Chi Le 09,2507 [
&] Last Updated by: | Chi Le 0%.27.07 % | ocal intranet

save cancel

Figure 9 - Edit Supplier Information
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Chapter 2 — Manage Suppliers

Print Supplier Surveys

To print a paper copy of a supplier cover page, first, click on the Suppliers tab and then do the
following:

= Type in the name of the desired supplier, then click on the “search” button.

= At the “suppliers” page, click on the supplier’s name to open the “surveys” page (figure #10).
= Click on the print button to load the print preview page.

= From print preview page, press Ctrl+P keys simultaneously. Click on the "OK” button.

&) Quality System Assessment - Microsoeft Internet Explorer g@
File Edit Wiew Favaorites Tools  Help -::f
-~
MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN OUT
surveys
Supplier Search = Suppliers » ZZ Inc. Surveys
Supplier: ZZ Inc. request audit
schedule audit I
add surey
Survey Completed Spec Form
Date Status Date Type Spec Rev Revr Title surveyor
12/20/07 hctive @ Peening ChiLe &
11427407 In process Iﬂ AMS-C-8837 99 & COATING, CADMILIM (WACULIM DEPOSITED) Suzanne r_@:. >
Saulus = st
112707 In process . il L-5TD- B, & Cadmium-titanium plating, low embrittlement Suzanne ‘QA >
1500 nt1 electrodeposited Saulus * . |
11427007 Completed 14515507 @ Plating Suzanne
Saulus
9425507 In process Iﬂ el G & Hard anodize of Aluminum Al Balla ﬂc@h >
vl
E] i m
@ ‘ﬂ Local intranet

Figure 10 - Print Supplier Cover Page
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Chapter 2 — Manage Suppliers

Delete Supplier

A supplier can only be deleted by the administrator or the surveyor who created the record. To delete
one, do the following steps:

= Click on the Suppliers tab, to get to the “supplier search” page.
= Type in the name of the desired supplier, then click on the “search” button.
= At the “suppliers” search result page, locate the desired supplier of your choice.

= Click on the Delete £# button (located on the right side of the screen).
= You will be asked to confirm. Click the “"OK"” button to proceed with the deletion or the

“Cancel” button to cancel the process entirely.

Note: In order to delete a supplier, all surveys, survey schedules, and audit requests of that supplier
must be deleted first.

€] Quality System Assessment - Microsoft Internet Explorer E]@
. FEile Edit View Favorites Tools Help 11'
)
MY SURVEYS MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS SIGN ouT £
suppliers
Supplier Search = Supplier: zz; Date: current
ViR 10t ar] add assessment package
prey | next
Supplier Street Address City State Zip Country Surveyor Date
ZZ TESTIMG -- please ignore AEC Street Mowhereland Ch Q2615 LS4 ChiLe ?MZIEDD
(el
< I | 2]
&] %J Local intranet

Figure 11 - Delete Supplier
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Chapter 3 — Manage Surveys

Add Survey

Only surveyors, procurement quality team leaders, and administrators can add “quality systems”
surveys. Furthermore, only certified process surveyors can add “process” surveys. If you are a
certified process surveyor and you can’t add process surveys, please contact the QSA administrators.

To add a survey for a supplier, do the following:

= Click on the Suppliers tab.

= Type in the name of the desired supplier, then click on the “search” button.

= At the “suppliers” search result page, click on the supplier of your choice.

= At the “surveys” page, click on the “add survey” button (figure 12).

= At the “add new survey” form, choose the appropriate category and survey (figure 12).
»= Click on the “add” button.

€10ua lity System Assessment - Microsoft Internet Explorer g@
;,r

© File Edit Wiew Favorites Tools Help

|

MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN OUT |

surveys
Supplier Search = Suppliers = ZZ Global Alliance Corp, Surveys

Supplier: Z2 Global Alliance Corp. regquest audit

schedule audit

print
Survey Completed Spec Form
Date Status Date Type Spec  Rev Rev Title Surveyor
11430407 In process 4 AS9003 2001-10 2003-07 Inspection and Test Quality System Survey  Chile 7 . Ve e}
4 Q=782
< i i | l > |
&] % Lacal intranet

2] Quality System Assessment - Microsoft Internet Explorer g i

——=

add new survey

Select a survey below,

Categary; | Quality Systems l\t|

Suruey: | SPEC [ASP003 Rev, 2001-10), Farm [PR003 Rev, 200307 .‘:j

add cancel

Figure 12 - Add Survey To Supplier

Note: The default answers to all questions will automatically be “S - satisfactory” or Y - yes”. If
you would like to change all the answers of a particular element to "N/E - not evaluated”, simply
update the element status to “Not evaluated” and click on the checkbox marked “Auto populate all
‘doc’ and ‘use’ fields to ‘N/E — not evaluated’. These features are new in version 2.0, designed to
ease the data entry process.
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Chapter 3 — Manage Surveys

Assign Element

The person who created the survey is automatically the lead surveyor. As the lead surveyor, you may
delegate sections of the survey, called elements, to other members in your team. To assign elements,

do the following:

= Click on My Surveys tab.

= At the “my surveys” page, locate the desired survey and then click on the survey title.
(Clicking on the survey title will open the audit checklist form and show all elements of the
survey.)

= At the “audit checklist” page, find the element you want to assign to another person.

= Next to the element, under the “Surveyor” column, choose the person to whom you would like
to assign the element.

= Once done entering all appropriate information on the “audit checklist” page, click the “save”
button.

€] Quality System Assessment - Microsoft Internet Explorer

[E[E]

File

Edit MWiew Favorites Tools  Help

i
.
MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN QUT | i ]
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]
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Figure 13 - Assign Element

Quality System Assessment 5.0 User Guide
Parker-Hannifin Corporation
Page 17



Chapter 3 — Manage Surveys

Print Survey

You can print paper copies of a survey. To print a survey, do the following:

= Click on the Suppliers tab to get to the “supplier search” page.

To search for a particular supplier, type the name of the supplier in the “Supplier Name”
textbox and click on the “search” button.

At the “suppliers” search result page, select the supplier of your choice.

On the “surveys” page (shown below), Click on the Print “# button that corresponds to the
survey you would like to print. A print preview page will be loaded on the screen.
At print preview page, press Ctrl+P keys simultaneously. Click on the “"OK” button.

File Edit Wiew Favorites Tools  Help

€] Quality System Assessment - Microseft Internet Explorer g@
f #

MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN OUT

my surveys

Chi's Outstanding factive Audit Requests, Schedules, and Surweys

Survey Spec Form
Date Status Type Supplier Spec Rev Rev Title surveyor
11530407 In % ZZ Global Aliance  AS9003 2001-10 2003-  Inspection and Test Quality System Survey Chi Le : e
process 5] Corp, 07 O f“.(?c.@:. ral
12011407 In 2 ZZ Global Alliance 145 14CFR. 2008-  Quality Systems-Repair Stations (Ainwarthiness Chi Le
process d Corp. 145 0 Authority Requirements) X 97 (.Q:)
12720007 Active (@) Z2Inc. Peening ChiLe 7
3 [ [
El Done

‘-j Local intranet

Figure 14 - Print Survey
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Chapter 3 — Manage Surveys

Print Element

You can print paper copies of a survey element. To print a survey element, do the following:

= Click on the Suppliers tab to get to the “supplier search” page.

= To search for a particular supplier, type the name of the supplier in the “Supplier Name”
textbox and click the “search” button.

= At the “suppliers” search result page, select the supplier of your choice.

= At the “surveys” page, click on the survey of your choice.

= At the “audit checklist” page, click on the element you would like to print.

= At the “questionnaire” page (shown below), click on the print button. This will load the print
preview page.

= From print preview page, press Ctrl+P keys simultaneously. Click on the "OK” button.

) Quality System Assessment - Microsoft Internet Explorer g@
File Edit Wiew Favorites Tools  Help ;','
]
MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN OUT |
questionnaire
wy Survens = Z7 Global Alliance Corp.: Spec 146 Rew, 14CFR 145 = Element 03
spec: 146 Rew, 14CFR 145 cave =
Form Rew.: 2005-05
Title: Quality $ystems-Repair Stations {Airworthiness Authority
Requirements) completel
Supplier: ZZ Global Alliance Corp.
spellcheck
Element: 03 - Equipment, Material & Data Requirements {145,109
Aszigned Assessart Chile
Element Status: [ |n nrocess [v]
wiewing 3 of 13
prew | next
Ref. Docf
Paragraph Question Revision Doc Use CAR  Observations f Comments
Sl |z there the necessary equipment, tools, and materials |-S v] i-s Add ’
to perform maintenance, preventive maintenance, or -
alterations located on the premizes?
> 7 : ; —r
22 |z there inspection equipment & tool: available to make [S | w5 w Add
Firworthiness determinations on articles calibrated to & l [v]
3 w ™ (2]
@ ‘j Local intranet

Figure 15 - Print Element
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Chapter 3 — Manage Surveys

Print Blank Survey Checklist

You can print a blank survey checklist by performing the steps below:

= Click on the Forms tab.
= Fill out the “checklist template search” box, and click on the “search” button to find the desired

checklist form.

= At the “checklist templates” search result page, click on the Print “# button that corresponds to
the checklist you would like to print.
= At print preview page, press Ctrl+P keys simultaneously. Click on the “"OK” button.

@ Quality System Assessment - Microsoft Internet Explorer E]@
File Edit Wew Favorites Tools  Help .5:,#

MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN OUT

checklist templates

wiewing 1 to 100 of 287 add form
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Figure 16 - Print Blank Checklist
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Chapter 3 — Manage Surveys

Email Blank Survey Checklist

You can send the supplier an email with a link to a blank checklist so they can prepare for your audit
visit. The supplier is encouraged to print the checklist and fill it out themselves. To email a blank
survey checklist, simply do the following:

= Click on the Suppliers tab.

= To search for a particular supplier, type the name of the supplier in the “Supplier Name”
textbox and click on the “search” button.

= At the “suppliers” search result page, click on the supplier name to open the supplier record.

= On the “surveys” page, click on the email button that corresponds to the survey you would like
to be emailed. A popup form will appear on the screen, as illustrated below.

=  Fill out the recepient name and email address.

»= Click on the “send” button.

Note: Once the e-mail is sent, the system will automatically log it in the survey comments field.

Assessment - Microsoft Internet Explo =&l ’v\
Favorites  Tools o
[:l
MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN QUT |
[ |
@ Quality System Assessment - Mi... mE >
- LJokd
suppliet S
email blank survey form
Supplie reguest audit
schedule audit =
sSupplier Contact:
) ) add survey
supplier Email:
print
send close
Survey
Date Surveyor
1211507 by Systems-Repair Stations (dirwarthiness Chi Le 7 >
rity Requirements) O - @‘Q-" s
11.,30407 Ev Systems Chi Le
115304507 ction and Test Quality System Survey Chi Le 0 (.Q:. P
= 7 g (5
11,2807 Inprocess .; PZ1TF? 58 MR Hot |sostatic Pressing (HIP) of Castings Robert )
52 Mitchel = —
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]
< T (2]
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Figure 17 — Email Blank Checklist
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Chapter 3 — Manage Surveys

Download Survey

As a lead or assigned auditor of a survey, you can download it to your computer. This will allow you
to work on the survey when you do not have access to the internet. Once you’ve downloaded the

survey successfully, a lock icon (8 will appear next to it. You now have exclusive access to the survey
data. No one else will be able to edit or view the survey until you upload it back to the shared
database, thus, releasing the lock. For more information, please refer to section “Unlock
Survey/Element” of this user guide. To download a survey, follow the steps below:

First, locate the desired survey.

= Click on My Surveys tab.
= At the "my surveys” page, locate the survey you wish to download (as shown in figure 18).

Then, perform the download

= Click on the associated download button 0 of the desired survey.

= At the “survey download” page (as shown in figure 19), click on the “"download” button. You
will see a pop-up window similar to figure 20. Click on the “save” button to save the file to
you laptop. DO NOT click on the “open” button!

= At the “"Save As” form (figure 21), navigate to the desired directory where you want to save
the survey file and click on the “Save” button. Remember the name and location of the
downloaded survey file. You will need to locate it later.

= After the file has been saved, click on the “Close” button (as shown in figure 22).

= On the Download Survey page, click on the “back” button.

Note: You will need QSA Editor to view and update the downloaded elements. For more information
on QSA Editor (including installation instructions), please refer to chapter "QSA Editor” of this user
guide.

€]0ua lity System Assessment - Microsoft Internet Explorer E]@
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MY SURVEYS MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS SIGN QUT
my surveys
Chi's Qutstanding Surveys
Wiewing 1 to daf 4
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Figure 18 — Download Survey Button
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Chapter 3 — Manage Surveys

Download Survey (continued)

€] Quality System Assessment - Microsoft Internet Explorer
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Figure 19 - Download Survey
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Figure 20 - Save Survey To Laptop
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Download Survey (continued)

Save As
Save in: | @' Deszktop [ﬂ w T > '
iy l'j:'|r'-'1';.-' Documents
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Figure 21 - Save Survey Form As...
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Figure 22 - Download Complete
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Chapter 3 — Manage Surveys

Upload Survey

Uploading a survey back to the QSA shared database will release the lock and allow you to share the
audit with everyone again. To upload, follow the steps below:

First, locate the survey.

= Login to QSA website (not QSA Editor!).
= Click on My Surveys tab.

= At the "my surveys” page, locate the survey you wish to upload (as shown in figure 23).

Then, perform the upload.

= Click on the associated upload button @ of the desired survey.

= On the “survey upload” page (figure 24), click on the “browse” button.

= From the “Choose File” form (figure 25), navigate to the directory where you store the survey
file. Locate the file and select it. Click on the “"Open” button.

= Now that you've specified the survey file, click on the “upload” button of the “survey upload”
page.

= When the file transfer is completed, click on the “back” button.
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Figure 23 - Upload Survey Button
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Upload Survey (continued)

Quality System Assessment - Windows Internet Explorer
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Figure 25 — Select Survey File To Be Uploaded
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Chapter 3 — Manage Surveys

Unlock Survey

e
Downloaded surveys/elements are automatically locked (5 on the shared database. To see the
download date and owner of a locked survey/element, simply hover your mouse over the “lock” icon,
as shown in figure 26.

@ Quality System Assessment - Microsoft Internet Explorer g@
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Lead Aszeszar: Chi Le
Created Date: 7./12/2006
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Figure 26 — Locked Elements

As the auditor of the survey, you can unlock the survey/elements without uploading the survey. You
may need this feature if you’'ve misplaced the downloaded survey file and are unable to upload it back
to the shared database. To unlock your assigned elements, follow the steps below:

Click on My Surveys tab.
An the “"my surveys” page, locate the survey you wish to unlock (as shown in figure 27).
=

Click on the associated unlock button & of the desired survey.
Click on the “OK” button to confirm that you would like to unlock the survey/elements
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Unlock Survey

@‘}_llﬁlltjﬂ System Assessment - Microsoft Internet Explorer
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Figure 27 - Unlock Survey
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Complete Survey

To complete or close a survey, perform the steps below:

= Click on My Surveys tab.

= Click on the survey of your choice to select it.

=  From “audit checklist” form, click on element you wish to work on. This will launch the
“questionnaire” form.

=  Fill out the “questionnaire” form and click on the “save” button.

= When you are ready to close the element, click on the “complete!” button to close that
element (as shown in figure 28).

= Repeat this process to close all elements within the survey checklist.

= Once all elements have been closed or completed, navigate (one level up) back to the Audit
Checklist page using the breadcrumb navigation at the top of the web page.

=  Fill out the rest of the survey information (ex. Element Status). When done, click the
“complete!” button. The system will confirm that the survey is successfully completed, or it
will guide you through what needs to be done before the survey can be complete.
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Figure 28 — Completing a Survey

Note: When you click on the “complete!” button on the “questionnaire” page and you‘ve selected
“Approved” or "Disapproved” as the the element status, you must fill out the answers for columns
“Doc” and “Use” (associated to Quality Systems surveys) or column “Compliant” (associated to Process
surveys). All other fields are optional.
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Email Notification for Completed Survey

You can notify the supplier of a completed survey by sending them an email. To send such an email
from QSA, simply do the following:

Click on the Suppliers tab.

Search for the supplier by typing the name of the supplier in the “Supplier Name” textbox and
click the “search” button.

At the “suppliers” search result page, click on the desired supplier name to open the supplier
record.

At the “surveys” page, click on the desired survey.

On the “audit checklist” page, click on the “email” button as shown below.

On the “survey completion notification” form, enter the recipient name and e-mail address.
Click on the “send” button.

Note: Once the e-mail is sent, the system will automatically log it within the survey comments field.
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<i o e—— R p— = e e e z _I ,)I
@ ‘:J Local intranet

Figure 29 — Completed Survey Notification
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Chapter 3 — Manage Surveys

Delete Survey

Only the person who created the survey (the lead assessor) or the administrator has the ability to
delete an incomplete survey. Once a survey is completed, it is archived and cannot be deleted.

To delete an incomplete survey, do the following:

= Click on the My Surveys tab.

= Find the survey you want to delete and click on the Delete £7 button (located on the right side
of the screen).

’ " ™
@] Quality System Assessment - Microsoft Internet Explorer g@
5'

File Edit Wiew Favorites Tools  Help

MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN OUT

my surveys
Chi's Cutstanding fdctive dudit Requests, Schedules, and Surveys

Survey Spec Form
Date Status Type Supplier Spec  Rev Rev Title Surveyor
11530407 In Iﬂ ZZ Global Alliance 459003 2001-10 2003-  Inspection and Test Quality System Survey Chi Le = @ :
process corp. o7 Tﬁi it
124114707 In Iﬂ ZZ Global Aljance 145 14CFR. 2006-  GQuality Systems-Repair Stations iAirworthiness Chi Le o >
process Corp, 145 05 Authaority Requirements) 0 X =
12/20/07 Active @ ZZ Inc. Peening Chil Le 7
£ _] I [?_]
@ ‘j Local inkranet

Figure 30 - Delete Survey
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Chapter 3 — Manage Surveys

Upload Attachment

Only the lead auditor can upload attachment(s) to his/her survey. QSA will accept the following file

types:

=  Microsoft Word document
=  Microsoft Excel workbook
* jpegd/jpg graphic file

= gif graphic file

= Adobe acrobat .pdf file

To upload an attachment, perform the tasks below.

First, navigate to the appropriate survey.

= Click on My Surveys tab.

= Locate the survey of your choice and select it.

Now you are ready to upload the attachment.

= Navigate to the bottom of the “audit checklist” page and click on the “upload document”

button.

= On the “survey attachment upload” page as shown below, browse to the file you wish to

upload.

= Enter a short description or title of the attachment in the “Title” textbox.
= Click on the “upload” button. The system will confirm if the file was uploaded successfully.

€ x
: il "J'
T |
4.11 Control of [METE Le, Chi B 1
4.2 1 €] Quality System Assessment - Mi... E] || e
4 ,
4.13 Cf Le, Chi
4144l survey attachment upload Le, Chi
4.15 Hy Le, Chi
E L
A1 et a file to upload, Only .doc, x5, .jpe, .gif, . tif, Le, Chi
FRERD and ,pdf files will be accepted. o
4 ,
418 T Fite: Browse... Le, Chi
419 54 Title: .Le, Chi
g L
420 5 Le, Chi wlip [w
SCORE
0 upload clase 11 w9 8 7 3 5 4 3 1 1 0
C - POOR D - UNACCEFTAELE
Commeg
Attachments:
upload document
==
£ 2]
@ Done "'_J Local intranet
Figure 31 - Upload Attachment
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Chapter 3 — Manage Surveys

Submit Audit Request

As a procurement quality team leader, you can submit audit requests to other quality team leaders
within the aerospace group. To submit a request, follow the steps below:

Note:

= Click on the Suppliers tab.
= Search for the supplier by typing the name of the supplier in the “Supplier Name” textbox and

click the “search” button.
= At the “suppliers” search result page, click on the desired supplier name to open the supplier

record.

= At the “surveys” page, click on the “request audit” button. A popup form will appear on the
screen (figure 32).

=  Fill out the form. All required entries are marked with asterisks (*).

= When done, click on the “add” button. The audit request will automatically be sent via email
to the selected surveyor for approval.

surveys
Supplier Search = Suppliers = ZZ Gl

Supplier: ZZ Global Alliance Co

Survey
Date

Completeq

Status Date

Audit requests are represented by the @ icon on the “surveys” and “my surveys” pages.

1211707 In process

11,30/07 Completed 1171607

11£30/07 In process

11F28707 In process

11,25/07 Completed  11715/07

1127 /07 Denied 1116107

- |BEd
[ '!r
/]
-~
—
)
req uest audlt TACHMENTS || SIGN OUT
&l required entries are marked with asterisks (¥,
Supplier: ZZ Global Alliance Corp.
Division: | [v]
Requester: Chile oo mm s
Surwey Date: * Elfformat: mmiddhanag) request audit
Survey Type: "| Initial assessment [v] sehedule audit
Survey Category: *| ALnodizing |v] add survey
Surveyor: *| Le, Chi Iv] 1
print
Contact Mame:
Contact Fax:
Contact Phone: ] S
Q=zz82
Contact Email:
Reason: *
=82
add cancel
a7
(]
m 2]

‘-j Local intranet

Figure 32 — Request Audit Form
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Chapter 3 — Manage Surveys

Approve Audit Request

When an audit request is submitted to you for approval, QSA will automatically send you an email
notification. To review and approve the request you must first locate it by clicking on the link
available in the notification email. The system will prompt you to sign in and then you’ll be transfered
to the audit request form (figure 33). To approve or deny the request, simply follow the steps below:

e Fill out the form. All required entries are marked with asterisks (*).
e When done, click on the “save” button. A notification email will automatically be sent to the
requester.

Note: If you approved the request, QSA will automatically create an audit schedule based on your

response.
@ CQuality System Assessment - Microsoft Internet Explorer g@
File Edit YWiew Favorites Tools  Help :,'
L]
request audit
My Surveys = dudit Request for 22 Inc.!
Request by Chi Le (124652007 - cave
Supplier: ZZInc. et
Division: €50 RGNS
Survey Date: 122042007 Please note:
Survey Type! Initial assessment Az s0on atshyou
E approve the
Survey Category: Peening request, an audit
Surveyor: Chi Le schedule will be
Contact Mame: created
Contact Fax: automatically far
Contact Phone: the supplier.
Contact Email:
Reason: We would ke to do business with ZZ Inc, early next year,
Response by Chi Le - Required entries are marked with asderisks (%)
Request response: * (O approve O deny 3
Survey Date: ¥ | 12/20/2007 E| {format: mmidd i)
Survey Type: Initial assessment iv
Survey Category: * GQuality Systems iv
survey Form: ™ flepes (145 Rey, 14CFR 145), Form (Parker 145 Rey, 2007~
Spec (ASI003 Rey, 2001-107, Form (459003 Rev, &) |
Moder P, thectrl =
« k:fjo Tevy |spec as9003 Rev, 200110, Form (P9003 Rev, 2003-07 =‘
muttipte forms, | SPEC (AS3100 Rev. B), Form (453101 Rev. C) ;
Spec (459121 Rev, 2003-08), Form (3121 Rev, 2004-05) ||
Surweyor: ¥ ! Le, Chi lvi
Maotes:
Last Update: 12/6 /2007 {v]
3| M | li2]
&] W Local intranet

Figure 33 — Approve Audit Request
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Schedule Audit

Chapter 3 — Manage Surveys

As the surveyor, procurement quality team leader, or administrator, you can schedule audits within QSA. The steps

are simple as listed below:

Click on the Suppliers tab.
Search for the supplier by typing the name of the supplier in the “Supplier Name” textbox and

click the “search” button.

record.

screen (figure 34).

Fill out the form. All required entries are marked with asterisks (*).
When done, click on the “add” button.

At the “suppliers” search result page, click on the desired supplier name to open the supplier

At the “surveys” page, click on the “schedule audit” button. A popup form will appear on the

[z ]
Note: Audit schedules are represented by the 26 icon on the “surveys” and “my surveys” pages.

r

d

@ Quality 5 ystem icrosoft Internet E <plorer | :I_/\!
! File Edit “iew Favorites  Tooks |8 .ar
@ Quality System Assessment - Microsoft Internet Explorer [;J O [f
schedule audit
All required entries are marked with asterizks (*). MENTS ” SIGN OUT |
Drivision: | [v]
SUWE}I'S Surveyar: Chi Le
Supplier S h = Suppli ZZ Global
UDDTBT S2ArGT * 2UDDTers » nha Survey Date; ® El(formot: manfdd faaag)
Survey Type: | [v]
Supplier: ZZ Global Alliance Corp. ;
Survey Category: '| Quality Systems [\:] regquest audit
Suriey Formi *lispec (145 Rew. 14CFR 145), Form (Parker 145 Rev. 2008 A schedule audit L
Spec (AS9003 Rew, 2001-10), Form (459003 Rew, 4)
Mode: Press the = add survey
ctrl key to selece ||SPEC (AS9003 Rev. 2001-10), Form (P9003 Rev. 2003-07
multipte forms. Spec (459100 Rew, B), Form (459101 Rev, C) y e
Spec (459121 Rew, 2003-08), Form (9121 Rew, 2004-05) [\_f]
Survey Completed Contact Mame:
Date Hatus Date Tyl
Eeh — Contact Fax: e ———
N process i P
o 1 =
[ Contact Phona: | True O ﬂ‘f‘?‘i@:‘
1130407 Completed 1171607 @I contact Email:
N il )
11430407 In process [ btes: 1) .@ 2
1128407 Inprocess Ii ﬂ‘:@) : L
11428407 Completed  11715/07 (&)
add cancel
1127407 Denied 1115407 Ve
[l
<l L fi2]
Q:l ‘:J Local inkranet
Figure 34 — Schedule Audit
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Chapter 4 — Manage Corrective Action Requests

Add Corrective Action Request

As the surveyor of a particular audit, you can add a corrective action request to a survey question.
Follow the steps below to add a new CAR.

= Click on My Surveys tab.

= Locate the survey of your choice and select it.

= Locate the appropriate element and select it.

= On the “questionnaire” page, locate the question you would like to add the CAR.

= Click on the “"Add"” button (as shown below) of that question to open the “corrective action
request” page (figure 35).

= Fill in the appropriate corrective information.

= When done filling out the CAR, click the “save” button. The system will confirm that the CAR
was successfully saved.

i " [~ |
@ Quality System Assessment - Microsoft Internet Explorer g@
File Edit Wew Favaorites Tools  Help :,'
rs
MY SURVEYS || MY PROFILE || SUPPLIERS || FORMS || USERS || ATTACHMENTS || SIGN OUT
guestionnaire 3
Supplier Search = tuppliers » £2 Global Alliance Corp, Surveys = Spec 145 Rew, 14CFR 145 = Element 04
speci 145 Rev, 14CFR 145 save
Farm Rew.: 2005-05
rint
Title: Quality Systems-Repair $tations {Airworthiness Authority R
Requirements) complete!
Supplier: ZZ Global Alliance Corp.
spellcheck
Element: 04 - Personnel Requirements (145.157, 155, 153, 151}
Azzigned Assessor: Chile
Element Status: [ |n process [\:I
wiewing 4 of 13
prev | next
Ref. Docsf
Paragraph Question Revision Doc Use CAR  Observations f Comments
4.1 Haz the Repair Station designated an individual as the 5 vl n Add
"hocoountable Manager"? -. ‘—)
4.2 Does the Repair Station hawe sufficient qualified i 5 vi I's
personnel relative to the type and amount of wark k —
being performed?
[
e [v]
<] i | (2]
@ Caone ‘-3 Local intranet

Figure 35 - Add Corrective Action Request
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Chapter 4 — Manage Corrective Action Requests

CAR Issuance Notification

As the assigned surveyor, you can send email notification to the supplier to let them know that a
corrective action request has been issued. Perform the following tasks to email CAR notification:

First, navigate to the appropriate corrective action request.

= Click on My Surveys tab.

= Locate the survey of your choice and select it.

*= Locate the appropriate element and select it.

= At the “questionnaire” page, locate the question and CAR of your choice.
= Click on the CAR link to open the “corrective action request” form.

Now you are ready to send the email.

= On the “corrective action request” form, click on the “e-mail” button to send the supplier the
CAR notification, as shown below.

= Enter the supplier name and e-mail address.

= Click on the “send” button.

= The system will confirm that the notification was sent successfully.

Once the supplier receives the CAR notification e-mail, he/she can click a link in the email which will
lead to the CAR form. The supplier must sign in to QSA (as described in chapter one under, QSA
Login) in order to view the corrective action request. He/she can then respond to the CAR and provide
corrective action. All interactions done to the CAR form will be recorded and can be seen by all users.

€] Quality System Assessment - Microsoft Internet Explorer E]@
© Fle Edt ‘iew Favortes Tools Help ",l
2
MY SURVEYS MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS SIGN QUT
corrective action request =
My Surweys = Z7 TESTING -- please ignore: Spec AS9003 Rewv, 2001-10 = Element 4,02 » CAR #2116-7 132006102315
Suppligr: ZZ TESTING -- pleass ignore, ABC Strest Mowhereland C4 92618 US4 e
Date lssued: 71352006
Specification: AS9003 2001-10 print
Form Rewivision: 2003-07 1
Element; .02
Paragraph: 4.2.1-01 delete
Requirement: Minimally, does the Supplier have a quality manual covering all of the reguirements of SAE AS9O003T
v completal
DU Date; formab: mm idd Anay
Ext. Due Date: R T spelicheck
Corrective Action Approval S5tatus and Finding
@ Compliant: Document: |_5 vE.\H:u:ulic::‘ntwon: |5 ]
Approval Status: E Pending Iv!
# Finding:
v
< I | [i=]
@'] Done "J Local intranet

Figure 36 — CAR Notification

Quality System Assessment 5.0 User Guide
Parker-Hannifin Corporation
Page 37



Chapter 4 — Manage Corrective Action Requests

Add Corrective Action Request Comments

All users can add comments to an open Corrective Action Request. Perform the steps below to add a
comment. First, navigate to the appropriate corrective action request.

= Click on My Surveys tab.
= Locate the survey of your choice and select it.
= Locate the appropriate element and select it.

= On the “questionnaire” page, locate the question and CAR of your choice.
= Click on the CAR link to open the “corrective action request” form.

Now you are ready to add a comment.

= On the “corrective action request” page, click on the “add comment” button of the desired

corrective action step.

= On the “add comment” page, enter your comments (up to 2000 characters).
= Click on the “add” button. The system will confirm that the comment was successfully added.

Click on the “close” button.

Contact Information

Supplier Rep:
Phone:

E-mail:

Five Steps Corrective Action

Click on the “add comment" buttans to fil out the corrective 5

information, please click on the @ icons for general definition. spelicheck

? 1. Immediate Corrective Action:

Corrective Action below.

add

(mf| X
e
i
~
PP USERS ATTACHMENTS SIGN OUT
corrective action request
My Surveys = ZZ TESTING -- please ignore: Spec AS9003 Rey. 2001-10 » Element 4.02 » CAR #2116-7132006102315
Supplier: ZZ TESTING -- please ignore, ABC Street Nowhereland CA 92618 USA save
Date |ssued: 741342006
Specification: ASS003 2001-10 print
Form Rewivision: 2003-07 =
e-mail
Element: 4.02
Paragraph: 4.2.1-01 delete
Requirement: Minimally, does the Supplier hawe a quality manual covering all of the requirements of SAE AS90037 E
: complate!
DreDats! ormat: mmidd iy
Ext. Due Date: SU———— spellcheck
Corrective Action Approval Status and Finding
. - — —
# Compliant: Document: |_5 1:_| ipplication: |3 t'i
Approwal Status: ‘ Pending []
@ Finding: @Qualily System Assessment - Mi... E] =
ik 9y
add comment
Please enter your comment(s) far

when someane respands [

5. 1T wiou need additional
e belau,

<] u

add comment ]
[w]

&

@ http:/flocalhost fgsafmysurveys. aspx

\.'J Local inkranet

Figure 37 - Add CAR Comment

Quality System Assessment 5.0 User Guide
Parker-Hannifin Corporation
Page 38



Chapter 4 — Manage Corrective Action Requests

Edit Corrective Action Request Comments

You can now edit your corrective action request comments. To do so, you must first navigate to the
appropriate corrective action request.

Click on My Surveys tab.

Locate the survey of your choice and select it.

Locate the appropriate element and select it.

On the “questionnaire” page, locate the question and CAR of your choice.

Click on the CAR link to open the “corrective action request” form.

On the “corrective action request” page, scroll down the page to find the comment you would
like to edit. Click on the # button.

On the “edit comment” page, enter your comments (up to 2000 characters).

When you are finished, click on the “save” button.

corrective action request
My Surveys = 27 Global Alliance Corp.: Spec 145 Rew, 14CFR 145 = Element 02 = CAR #3322-12122007 102511

Supplier: ZZ Global Alliance Corp,, 390 5, George Mazon Drive Suite 203 , Alexandria WT 90123 US4

Save
Date lssued: 127122007
Specification: 145 14CFR 145 print
Farm Revivizion: 2008-05
Element: 02 e-mail
Paragraph: 2.1
Requirement: Does the Repair Station provide adequate housing for the facilities , equipment, materials, and personnel consistent with delete
the Repair Station ratings ¥
D Date: campletel
' format: mmidd fnaey
Ext. Due Date: format: mm idd fuggy spellcheck

Corrective Action Approval Status and Finding

P Compliant: Document: IS Vlnpplication: EE]

Approval Status: | Pending 'lvl

@ Finding:

@ Quality System Assessment - Mi... g [

edit comment

Phane: Please enter wour comment(s) for Immediate
' True Corrective Action below,

Contact Information

Supplier Rep:

E-mail: pm

[#]

Lorem ipsum dolor sit amet, consectetur
adipisicing elit, sed do eiuzmod tempor
incididunt ut labore et dolore magna aliqua, Ut
enim ad minim wveniam, quis nostrud exercitation

Five Steps Corrective Action tify me when someone responds | |

Click. on the "add comment" buttons to fill out the correct ullamea labaris nis ut aliquip ex ea commado steps. | you need additional
infarmation, please click on the @ icons for general defin consequat. Duis aute irare dolor in it (=) bedot,

reprehenderit in voluptate welit esse cillum

dolore eu fugiat nulla pariatur, Excepteur sint V‘I
# 1. Immediate Corrective Action: —
Pa.rlfer Hapm’ﬁn L.orem ipsum dolor sit.amet, consecte?:ur. spellcheck Save close dolore magna tah'gua. Lt enim ad.
minim weniam, quiz nostrud exercitation ullamco labaris nif) reprehenderit in voluptate velit
esze cillum dolore eu fugiat nulla pari Excepteur sint erunt mollit anim id est
laborum, (12712 F2007 10:40:286 AM

add comment
@ 2. Root Cause: [ J

i | [)]

\a Local intranet

Figure 38 — Edit CAR Comment
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Chapter 4 — Manage Corrective Action Requests

CAR Response Notification

You can request the system to notify you via email whenever someone responds to a particular CAR.

= Click on My Surveys tab.

= Locate the survey of your choice and select it.

= Locate the appropriate element and select it.

= On the “questionnaire” page, locate the question and CAR of your choice.

= Click on the CAR link to open the “corrective action request” form.

¢ On the “corrective action request” page, check on the checkbox that says “Notify me when
someone responds”. An email will be sent to you whenever someone add a comment to that
particular CAR (as shown below). Likewise, to undo this feature, simply uncheck the checkbox
labeled “Notify me when someone responds”.

@ Quality System Assessment - Microsoft Internet Explorer g@
File Edit Wew Favorites Tools Help 11.'
corrective action request el

Sl

My Surveys > ZZ TESTING -- pleaze ignore: Spec 459005 Rev, 2001-10 = Element 4.02 » CAR #2116-7 132008102315

Supplier: ZZ TESTING -- please ignore, ABC Street Mowhereland Ch 92618 LS S

Date Issued: FA3r2006

specification: ASR003 2001-10 print

Farm Revivision: 2003-07 -

Element: 4.0z i
Parazraph: 4.2.1-01 delete
Requirement: winimally , does the Supplier have a guality manual covering all of the reguirements of SAE AS9003T

Due Date: P . completeal )
Ext, Dus Date! spellcheck

Jformad: mmidd faang

Corrective Action Approval Status and Finding

@ Compliant: Diocument: .ﬂ.pplication: EE]

Approval Status: ! Pending [vJ

@ Finding:

Contact Information

Supplier Rep: Surweyar:  ChiLe
Phiore: Phone:  949,445,4151
E-mail: E-thail:  cle@parker.com

—
| Five Steps Corrective Action ( Klotify me when someone responds [ | "J
= — Bl

€

‘-:J Local inkranet

Figure 39 - CAR Response Notification
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Chapter 4 — Manage Corrective Action Requests

Upload Referenced File

All users can upload a referenced file to an open Corrective Action Request. A referenced file can be
used as evidence that a problem has been fixed. Only the following file types will be accepted:

Microsoft Word document
Microsoft Excel workbook
jpeg/jpg graphic file

gif graphic file

Adobe acrobat .pdf file

To upload a reference file, perform the tasks below. First, navigate to the appropriate corrective
action request.

Click on My Surveys tab.

Locate the survey of your choice and select it.
Locate the appropriate element and select it.

On the “questionnaire” page, locate the question and CAR of your choice.
Click on the CAR link to open the “corrective action request” form.

Now you are ready to upload a referenced file.

On the “corrective action request” page, click on the “upload document” button (located at the

bottom of the page).

On the “CAR file upload” page as shown below, browse to the file you wish to upload.
Enter a short description or title of the referenced file in the “Title” text box.
Click on the “upload” button. The system will confirm if the file was uploaded successfully.

@ o/E3
- :l‘
: T
TTrTrCTTTe oot o]
i 2 — add camiment
@ Quality System Assessment - Mi... g = ﬁ
2 2. Root Cause:
CAR file upload add comment
# 3. Root Cause Action Plan:
Select a file to upload, Only Word(.doc), Excel(, =12,
add camiment
JPeat. jpal, GIFL.2if), TIF( tif), and Acrobati.pdf) files
- B - 5 are accepted, File size cannot exceed 40ME,
4. Corrective Action Verification Plan:
File: B
(WSS add camment
Title:
2 5. Follow Up:
! add comment
|
upload close
| Reference Documents | (=
Click on the "upload document” button to attach reference d e cannot exceed 40ME in size,
upload document I
|
& (2]
&] Done % Local intranet

Figure 40 - Upload Reference File
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Print Corrective Action Request

Chapter 4 — Manage Corrective Action Requests

All users can print a corrective action request form. Do the following tasks to print a CAR:

First, navigate to the appropriate corrective action request.

= Click on My Surveys tab.
*= Locate the survey of your choice and select it.
= Locate the appropriate element and select it.

= On the “questionnaire” page, locate the question and CAR of your choice.

= Click on the CAR link to open the “corrective action request” form.

Now you are ready to print.

= On the “corrective action request” page, click on the “print” button to load the print preview

page.

= From print preview page, press keys Ctrl+P simultaneously and then the “OK” button.

g - —
@ Quality System Assessment - Microsoft Internet Explorer g@
 File Edit Wiew Favorites  Tools  Help -.'f
A
MY SURVEYS MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS SIGN OUT =
corrective action request
My Surweys = £2 TESTING -- please ignore: Spec 459003 Rew, 2001-10 = Element 4.02 = CAR #2116-7132006102315 =
Supplier: ZZ TESTIMG -- pleaze ignore, ABC Strest Mowhersland Ch 92618 US4 e
Drate Izsued: 71352006
Specification: AS9003 2001-10
Form Rewvivizion: 2003-07 -
e-mail
Elzment: 4,02
Paragraph: 4,2.1-01 delete
Requirement: whinimally , does the Supplier hawe a quality manual cowering all of the requirements of SAE AS90037
= completel
Ruebare; format: mm idd fnear
Ext, Dus Date: i el e spellcheck
| Corrective Action Approval Status and Finding | |
_ [ . [l (v
i m E)
@ ‘ﬂ Local inkranet

Figure 41 - Print CAR
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Close Corrective Action Request

Chapter 4 — Manage Corrective Action Requests

Only the assigned surveyor can close a corrective action request. Do the following tasks to close a

CAR:
First, navigate to the appropriate corrective action request.
= Click on My Surveys tab.

= Locate the survey of your choice and select it.
= Locate the appropriate element and select it.

= On the “questionnaire” page, locate the question and CAR of your choice.

= Click on the CAR link to open the “corrective action request” form.

Now you are ready to close the CAR. Once closed, no one will be able to update it, not even the

assigned surveyor.

= On the “corrective action request” page, update the “Approval Status” appropriately.
= Click on the “save” button and the system will confirm if the data was saved successfully.

= Click on the “completed!” button to close the CAR.

€] CQuality System Assessment - Microsoft Internet Explorer

File Edit ‘iew Favaorites Toaols Help

E]@

.

MY SURVEYS MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS SIGN OUT =
corrective action request
My Survews = I7 TESTIMG -- please ignore: Spec 4390035 Rew, 2001-10 » Element 4,02 » CAR #2116-7 132006102315
Supplier: ZZ TESTIMG -- please ignore, ABC Street Nowhereland Ch 92618 LS4 e
Date lzsued: FASS2006
specification: ASSO03 2001-10 print
Form Resvivision: 2003-07 -
e-mail
Element: 4,02
Paragraph: 4.2.1-01 delete
Requirement: Minimally, does the Supplier hawve a quality manual covering all of the regquirements of S4E AS900357
: completel
Due Date: format: mmidd fneey -
Ext, Due Date: i A A spellcheck
| Corrective Action Approval $tatus and Finding | |
s R i — P | [l
<1 m 2]
& 9 Localintranet

Figure 42 - Close CAR
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Chapter 4 — Manage Corrective Action Requests

30, 60, & 90 Days Delinquent CAR Alert

Reminder emails will automatically be sent to auditors when their corrective action requests are 30,
60, or 90 days delinquent. In other words, a CAR is considered as 30 days delinquent when it remains
pending 30 days passed the issued date.

Below is a sample email reminder.

@ 90 Days Delinquent CAR 176-182004110005 - Lotus Notes

Fila

=
7

b

]

al

pUEH

Edt View Creste Actions Help & 139, @

= %]

Q Welcome  “a)Chile-084 | [_] 90 Days Delinquent CAR 176-182004110005 X notes

@ New Memo I‘E.I Reply E‘J Fomveard 0 Delete EI‘ F o @ Copy into e Tools

<QSA@Parker.com> fo [e@pskercom |

0 A08/2004 0956 AM

Subiect: |20 Days Delinquent CAR 176-152004110005

The follewmg corrective action recuest has been opened for 90 days. Chck Here to
view the secured corrective action request. You will be asked to sigmn to
Parkeer'sQuality Systems Assessment. Please have your userID and password handy.

CAR ID: 176-182004110005
Supplier: ABC Manufacture
Contact: Anne McCiovem

Email: AMcGovern@ABCMI.com
Phone: 599 111.1234

Issued Date: Saturday, October 11, 2003
Due Date:
Extended Due Date:

Specification: AMS 2673

Revision: D

Survey Title: DIP BRAZING

Element: 2 - Lot Testing

Paragraph: 4.2.3 - All technical requirements are preproduction tests and shall be
performed prior to or on the mitial shipment of brazed parts to a purchaser, when a
change m material andlor processing requires reapproval by the cognizant engineerng
organzation (see 4.4.2), and when purchaser deems confirmatory testing to be
recuired,

Compliant: m

Findings: All technical requirements are not preproduction tested.

- - - * =2 Dffice

_.&..

Figure 43 - Delinquent CAR Email Alert
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Chapter 5 — QSA Editor

Install QSA Editor

What is QSA Editor? 1t is an application, more specifically, an editor. It will enable you to view and
update the downloaded surveys.

How do I install QSA Editor onto my laptop? The installation process is very simple. If you need
technical support, please contact your divisional IT team or Help Desk at 949.465.HELP (4357).
Follow the step-by-step instructions below.

First, download the setup files onto your laptop.

Click on My Surveys tab.
On the “my surveys” page, locate the survey you wish to download.

Click on the associated “download” button 0 of that survey (as shown in figure 41).

On the “survey download” page, please note the highlighted yellow box (figure 42). It
contains the link to the QSA Editor setup files and instructions for the installation.

Click on the link labeled “Click here” inside the highlighted box. A popup form, called “File
Download” will appear on your screen.

Click on the “Save” or "Run” button to extract the setup files onto your laptop. A popup form,
called “WinZip Self-Extractor” will appear on your screen (figure 43).

Click on the Unzip button to save the setup files to the default folder “c:\QSASetup”. The
system will inform you that 4 files were unzipped successfully. Click on the “"OK” button.
Click on the “Close” button of the WinZip Self-Extractor window.

Next, let’s run the setup program (setup.exe) to install QSA Editor.

Open your Windows Explorer (My Computer) and navigate to the “c:\QSASetup” directory on
your laptop (figure 44). Double-click on the setup.exe file to execute it. Click on the "OK”
button to start the QSA Editor Setup.

On the “"Welcome to the QSA Editor Setup Wizard” window (as shown in figure 45), click on
the “Next” button.

On the “Select Installation Folder” window, click on the “Next” button (figure 46).

On the “Confirm Installation” window, click on the “Next” button (figure 47).

On the “Installation Complete” window, click on the “Close” button (figure 48).

On the “Installation succeeded” window, click on the “OK"” button.

Congratulations! You have successfully installed QSA Editor onto your laptop. You should see an icon

labeled “QSA Editor” E on your desktop.
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Chapter 5 — QSA Editor

Install QSA Editor (continued)

€1 Ouality System Assessment - Microsoft Internet Explorer =Joed
File Edit Wew Favortes Tools Help 'E!
s
MY SURVEYS MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS SIGN OUT
my surveys 3
Chi's Outstanding Surveys
Wiewing 1 to 4aof 4
Prew | Mext
Supplier Spec Rev Survey Title Surveyor Created Status
ZZ TESTIMG -- please S 2469 G Hard &nodize of Aluminum chiLe FHZi06 Inprocess i |
ignore
ZZ TESTIMG -- please AMS-00-P-36 95 PASSIWATION TREATMENTS for Chile FHZI06 Inprocess . -
ignare CORROSICN-RESISTANT STE. ., 7202 v]
‘(_l 1l | [l]
H@ ‘d Local intranet

Figure 44 — Download Button

-
@ Quality System Assessment - Microsoft Internet Explorer i |

File Edit Wiew Favorites Todls  Help

MY SURVEYS MY PROFILE SUPPLIERS FORMS USERS ATTACHMENTS SIGN QUT

survey download
My Surveys = ZZ TESTING -- please ignore: Spec AMS 2469 Rev, G

“File Download - Security Warning m
D t b this file?
SASL SRS S SR e lwrioad survey AMS 2469 Rev. G for ZZ TESTING -- please ignore?
Name: Q5ASEtup.exe fon the "download” button below and select the “save" button to save the survey
Type: Application, 22,9 ME mputer.

From: locahost e fald er wihere you're downioading the survey form o s0 that you can locate it

Cancel

download back

> ‘while files from the [ntemet can be useful, this file type can

potentially harm your computer. IF you do not trust the source, do nat
run or save this software, 'What's the risk?

Editor in order to view fupdate the downloaded survey form

FEmoTEry. Gemm are step-by-step instructions on how to instal QsS4 Editar,

1. Click here to download the latest QSA Editor tool.

2. Select the "Run" or "Open’ button and proceed to unzip the files to the default
"c:uSASetup! folder on your local computer.

3. Double-click on the Setup.exe file in folder "c\Q5ASetup” to install the editar,

If wou hawe any questions, please contact wour divisional 1T team for technical
support or Chi Le at 949,465, 4151,

& Copyright 20022006, Farker Hannifin Carporation, Al Rights Reserved. L
Quality Systems fAssessment {54} =
=

I | [_l

‘d Local intranet

IS

Figure 44 — QSA Editor Zip File Download
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Install QSA Editor (continued)

P =1
WinZip Self-Extractor - QSASetup[1].exe =3
To unzip all files in O5ASetup[1]. exe ta the “
gpecified folder press the Unzip button. F— =
. Run Winsip
Unzip to folder: P —————
1|::"»E! SaSetup Erowze... | Cloze
v Dvenwrite files without prompting
About
Help
Figure 45 — Extract QSA Editor Zip File
3 C:\OSASetup - |[|3EY
File: Vg Faworikes Tools 5"2-',:.' l';'
@ Back ~ (g ? }.._\J' Search ‘ h_" Folders -
: address |59 C:\QsASetup v B co
Falders x Marmea Size | Tvpe Dake Modified
i B 1y videos ;‘A'} Eildatretfx.exe 23,69... Application 4262004 10:00 AM
# [3) wisual Studio Projects ; 9 sattings, ini 1 KB Configuration Setkings  S§19/2005 1;57 PM
= 1§ cl37eix on AAGOIALICHE7ZTx 144KE  Application 1/5/2002 2:16 PM
= 3 5D Groups Folder (B:) BERLa A, msi 1,163 KE  windows Installer P..,  Sf27/2005 7:31 AM
[=) e Local Disk (C:) 1
# [ aspletForums I |
I3 Config,Msi = -
@ £ Development 0SA Editor Setup
# [ Documents and Settings
# [ Inetpub \:.?/ To start Q54 Editor Setup, click 0K, To quit without instaling, dick Cancel.
F [ lotus
# [ Msocache
) My Music ( [als b Cancel
# [ MyDocuments
# [ MotessoL
E [ PoL
# [} Program Files
3 gsasetup
[ RECYCLER
&3 ScripkLogic -
I [ SWSetun ) |
[% ] m | [ix]

Figure 46 - Setup.exe
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Chapter 5 — QSA Editor

Install QSA Editor (continued)

15 0SA Editor

Welcome to the QSA Editor Setup Wizard

The ingtaller will guide you through the steps required to install 354 Editor on vour computer.

WARMIMNG: Thiz computer program iz pratected by copyright law and international treaties.
Unautharized duplication or distribution of this program, or any portion of it, may resulk in severe civil
ar criminal penalties, and will be prozecuted to the masximum extent pozzible under the law,

Cancel

Figure 47 — Welcome to the QSA Editor Setup Wizard

15/ 0SA Editor

Select Installation Folder

The inztaller will inztall BS54 Editor to the fallowing folder.

Toinztall in this Folder, click "Mext". To inztall to a different folder, enter it below or click "Browse'"

Folder:
C:%Proagram FileshParker Hannifin Corps Q54 E ditorh l Browse... l

|  DiskCost. |

Install 054 Editor for yourself, or for anpone who uzes this computer:

e —
Cancel ] [ < Back ]
——

Figure 48 - Select Installation Folder
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Install QSA Editor (continued)

11 ash Editor

Confirm Installation

The inztaller is ready to install 254 Editor on your computer.

Click "Mext" to start the installation.

P ——
Cancel ] l ¢ Back ] ( Mt > )
S ——

Figure 49 — Confirm Installation

i QSA Editor

Installation Complete

54 Editor haz been sucesshully nzstalled.,

Click, "Cloze" to exit.

Figure 50 - Installation Complete
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Chapter 5 — QSA Editor
Launch QSA Editor

You can launch QSA Editor simply by double-clicking on the “"QSA Editor” 8 icon on your desktop.
You will see a window similar to below.

File ‘“Wwindow Help

Figure 51- QSA Editor
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Chapter 5 — QSA Editor

Updating Downloaded Survey

You can easily update downloaded surveys using QSA Editor. Follow the steps below.

e Launch QSA Editor (refer to the previous page for more information).

e Select menu option “File” and then “Open”. You will see popup form “Open Survey” on your
screen (figure 50).

¢ Navigation to the folder where you store the downloaded survey file. Select the survey file
and click on the Open button. You will immediately see the survey on screen (figure 51).

COpen Survey...

Laak jr | (E} Desktop j & @ E-
E D My Documents
: j Cl37 20 on ARGOIGCHITZIN
My Recent % JIrvine Aerospace
Documents 3 javascript
7_ ABC Manufacture_BPS 4518 _CL372IH.xml
[
Dezktop

by Documents

-
.

cl37ix an
AAGLIBLICHS...
rvine Aerospace  File name: | _] NS =
Files of twpe: JXML Files [*.=ml] j Cancel

Figure 52 - Open Survey...

¢ You will only be able to update the elements that are assigned to you. To edit a particular
element, simply right mouse click on the element line item and select “Edit” from the
popup menu.

e After you've completed your updates, select main menu option “File” and then “Save” to
save your changes.
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Update Downloaded Survey

ﬂ Quality System Assessment (QSA) Editer - [ABC Manufacture - BPS 4518]

File Window Help

Spec: BPS 4518 Rev. A
Supplier: ABC Manufacture
Form Rew: MiC
Title: Alumazite "' coating of low alloy and corrosion resistant steel
Supplier Address: 123 Beckam Street Suite 304 San Francisco CA 12345
Lead Assessor: ChiLe (tel. 949.465.4151, cleg@parker.camy)
Start Date: 29 Apr 2005 15:28:14:967
S'tﬂ“ﬁ:l CAP - Corrective action pending _d
SWPE:I Initial - Initial assessment ;;

Dispus'rtiun:l MinorCor - Compliantwith minor corrective actions j

Note:, Toundate a paricwiar element, simply aelect the desired elerment row and Fight mouae click fo edit,

# | Element Title |Surveyor | Locked By |Locked Completed
LA |Process Reguirements |Le _;_Chi Le 108 Jul 2005
|2 Lot Testing Le |ChiLe |08 Jul 2005 |
I—
: ,L.‘f.]
| il |2

Figure 54 — Downloaded Survey
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Appendix A - User Permissions

QSA supports five types of users; surveyor, procurement quality team leader, vendor, generic user, and

administrator.

A surveyor can view all audits in the database without any restrictions.

He can schedule, and add new

audits, as well as updates the ones he authors or is assigned to. He can also issue corrective action

requests.

A procurement quality team leader has all the capabilities of a surveyor and he is the only user who
can place and approve audit requests.

A vendor can view his company’s audit cover sheets and respond to corrective action requests.

A generic user can view all audits in the database without any restrictions.

An administrator is a super user. In addition to having the same permissions as a surveyor, he can also
manage blank survey forms, uploaded document, and user profiles.

Below is a summary table of the specific permissions each user type has.

User type

Survey Status

Approved, Disapproved,
Cancelled, or Conditional
Approval

In Process
and Lock

In Process
and Unlock

Lead Auditor?

View, Print, Email Blank
Survey

Unlock, Upload, Email Blank
Survey

View, Download, Print,
Delete, Edit, Email Blank
Survey

Assigned Auditor?

View, Print, Email Blank
Survey

Email Blank Survey

View, Download, Print, Edit,
Email blank Survey

Administrator

View, Print, Reassign Lead
Surveyor, Email Blank
Survey

Email Blank Survey

View, Print, Reassign Lead
Surveyor, Email Blank
Survey

Vendor

View, Print, Email Blank
Survey

Email Blank Survey

View, Print, Email Blank
Survey

Generic User

Print, View, Email Blank
Survey

Email Blank Survey

View, Print, Email Blank
Survey

! The lead auditor is a surveyor or procurement quality team leader who created the audit and serves as the lead auditor.
2 The assigned auditor is a surveyor or procurement quality team leader who is assigned to audit one or more element(s) of

the survey.
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Appendix A - User Permissions (continued)

Audit Request Status

User type Active Completed or Denied
Requester3 View, Edit View
Approver4 Approve View
All other users View View

3 The requester is a procurement quality team leader who submitted the request for an audit.

4 The approver is the person to whom the audit request was submitted to. The approver must be a procurement quality

team leader.

User type

Audit Schedule Status

Active

Completed

Scheduler®

View, Edit, Add Survey

All other users

View

5 The scheduler is a procurement quality team leader or survey who scheduled the audit.
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