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1.0 PURPOSE AND SCOPE

Mireaux’s Web QMS is a compliance software designed specifically to comply with the requirements set
forth by the ISO and API international standards. The purpose of this manual is to guide users through all
the areas and applications that are part of Web QMS, and provide details on page layout, module
management, document structures, page settings, Administrator functions, and authorization of users.

NOTE 1: Only those who have the Administrator role may perform the actions described in some sections
marked ADMIN ONLY of this manual.

NOTE 2: Depending on the customization of your Web QMS, the figures shown in this manual may not
coincide perfectly with your Web QMS.

2.0 TERMS AND DEFINITIONS

Module A module is any object on Web QMS that can be edited, including FAQs, Links, Tables, and
more.

Application  Is an intricate software program that usually involves a workflow, email notifications,
search screen, reports, etc.

3.0 SECURITY ROLES

Employee This is a user who has full access to view information on Web QMS, but
limited ability to edit or create records. Employees may only view pages,
but cannot edit, add, or delete information. They can create CIPs, enter
NCRs, and take E-Learning tests.

Administrator Full Web QMS Administrator. This user can edit, create, or delete pages, as
well as add, edit, or delete modules. Administrators can also authorize
users, add roles, view File Manager, clear Logs, and view/clear Recycle Bin.

4.0 INSTRUCTIONS

4.1 USER ACCESS FUNCTIONS

4.1.1 User Registration

Open a Web browser, such as Internet Explorer, Google Chrome, or Mozilla Firefox. In the address bar,
ENTER the URL for your company’s Web QMS. This will be http://qms.[Your Company’s Name].com.
For example:

Printed copies are considered uncontrolled Page 4 of 59 For Client Use Only
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[ New Tab

c

*

[ gms.mireauxms.com

When the page appears, CLICK Register:

Usemsme:

NOTE: Fields marked with a red asterisk are required.

FILL OUT the following required fields:

e User Name: ENTER User Name for the account. Once entered, user names cannot be changed.
They must be at least five characters long alphanumeric value.

e First Name: ENTER First name.
e Last Name: ENTER Last name.

o Display Name: ENTER Display Name. This name will appear on the top right corner of Web QMS
whenever you are logged in. Typically this is your First Name - space - Last Name.
e Email Address: ENTER the Email Address you would like to have associated with your Web QMS

account.

Once you have completed the registration form, a system notification will be sent to this email account
in order to verify your registration and complete the process. Email accounts can belong to the
company, or be a Yahoo!, Gmail, or a web service account.

Printed copies are considered uncontrolled

Page 5 of 59

For Client Use Only



WEB QMS MANUAL

[4 MIREALIX:

Management Solutions Revision: 12/09/2014

e Password: ENTER a Password and confirm it in the appropriate fields. Passwords must be at
least 7 characters in length. Though it is not required to include non-alphanumeric characters,
these characters do strengthen passwords.

e Security Code: This is a simple image test designed to impede automated registrations. ENTER
the alphanumeric code pictured in the image exactly as shown on your screen. The code changes
each time this page is accessed. Do not ENTER in the one shown in Figure above.

Once you have completed the top part of the registration, SCROLL down in the User Registration pop-
up window, and FILL OUT information related to your user profile. ENTER this information, as it will
improve the functionality of some areas of Web QMS.

Your Profile

NOTE: Fields marked with a red asterisk are required.
Depending on your company, some of these fields will be required:

e First Name: ENTER your First name.

e Last Name: ENTER your Last name.

e Location: SELECT the Location from the drop down menu where you work.

e Business Unit: SELECT the Business Unit from the drop down menu, if applicable.

e Department: ENTER the Department to which you belong.

e Preferred Time Zone: ENTER the Time Zone in which you most often conduct business.
e Job Title: SELECT your Title from the drop down menu.

e Status: SELECT your status (Active, LOA, Inactive) from the drop down menu.

e Telephone: ENTER your contact Phone Number in the field.

CLICK Register when you have completed the form.

You must now wait for an Administrator to authorize your account. This can take anywhere from
a few minutes to several hours, depending on the time at which you register. You will receive an email
containing the specifics of your registration. Do not confuse this initial email with the authorization
email. The initial email is just to let you know that you have registered. You will receive a second
email once your account is authorized.

The Administrator is a real person who has to verify that you are indeed an employee of the
organization in order to authorize your account and give you the appropriate access rights. Initially,
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this task is done by Mireaux Management Solutions. Later on, the responsibility for this task is
transferred to your organization. Once you receive the second email with your authorization message,
you will be able to log in.

4.1.2 Assigning Roles (ADMIN ONLY)

Go to Web QMS, put the mouse cursor over the Admin Tab in the Top Menu, and then SELECT User
Accounts from the submenu.

i Site Settings

“« User Accounts
= Bulk Email

= Event Viewer

Vv Site Wizard

# Search Engine Sitemap

A Lists

B Page Management 44 Security Roles

:"': Organization Variables ify Site Log

f Manager ® Recycle Bin

@ Skins

% Languages

Extensions ' Web QMS Registration

Taxonomy @ Solutions Explorer

Job Title

On the Edit User account screen, for the user selected, CLICK the Manage Roles Tab. You will see the
following screen:

Manage Roles for User: msmi

Security Role [ Effective Date (1 Expiry Date ([
Action Verffication Role = | ] m Add Rale to User
Send Notification?
Security Role Effective Date Expiry Date

Registered Users

At the bottom of the screen, you will see that this user only has the security role of Registered User. In
order for employees to have access to Web QMS, they must be assigned, at minimum, the role of
Employee. CLICK the Security Role drop down menu, and choose the role of Employee. Then CLICK
Add Role to User for the role to be added.

Security Role [

Action Verification Role E‘
Action Verification Role -
Administrators

Calibration Technician

Certification Admin

Certification Tech

CIPAdmin

Coordination Role
DNNSTSManager =
DNNSTSReportAdmin

Document Specialist

| [Employee |
EventAdmin

First Aider

Global Calibration Admin
Investigation Verification Role
Maintenance Admin

Maintenance Supervisor
Maintenance Tech

MRE Team

NCR Action Taker 2

Manage Roles for User: msmith

Security Role (7] Effective Date [ Expiry Date (7
Employee = | B |2/7/2014 =

Add Role to User

Now the Employee role is shown in the list of Security Roles.

Printed copies are considered uncontrolled Page 7 of 59

For Client Use Only



[4 MIREALIX® WEB QNS MANCAS

Revision: 12/09/2014
Management Solutions 109/
Security Role Effective Date Expiry Date
Registered Users
x Employee 20712014

You can uncheck the Send Notification field if you do not want the admin and user to receive an
email notification of the change in security role

I Send Notification?

If desired, the user can be granted access for only a limited time. In order to do so, ENTER Effective
(start) and Expiry (end) Dates in the text fields to the right of the Security Role menu, then CLICK Add
Role to User to save the dates. Finally, add any other roles the user may need according to the List of
Roles on Section 4.3.1.

4.1.3 Authorizing New Users (ADMIN ONLY)

Web QMS automatically sends an email notification of new registrations to the Administrator who
was made “Site” Administrator. If you have not received notification of a new registration through
email, it may be necessary to change your email settings to ensure that you receive emails from Web
QMS (for more information on how to change the settings in Microsoft Outlook, see Section 4.4).
Regardless of your email settings or if you are a Site Administrator, you can always see accounts
awaiting authorization on Web QMS. Go to Web QMS, put the mouse cursor over the Admin Tab in the
Top Menu, and then SELECT User Accounts from the submenu.

i Site Settinas B Page Management 42 Security Roles

*a User Accounts :”: Organization Variables #fy Site Log

= Bulk Email M File Manager ® Recycle Bin

= Event Viewer & Skins ® Languages

3 Site Wizard Extensions l Vieb QMS Registration

#1 Search Engine Sitemap Taxonomy @ Solutions Explorer

M Lists Job Title

CLICK Unauthorized to see the list of Unauthorized Users.

‘ou are here:

% User Accounts

| e 2

D.ECDEFGHIJKLMNCFQRSTUVW}(YZAHCHIIHEDe\eled

Usemame FirstName LastMName Display Name Email Created Date Authorized

The list of unauthorized users will include new registrations as well as previously registered users

who were removed from authorization. Note the unchecked Authorized box.
Username First Mame Last Name Display Name Email Created Date .Aumorizy
ademstickius@yahcs.com (]
msmith Marie Smith Marie Smith m.smith@company.com 72014 4:22:51 AM @
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NOTE: Some unauthorized users may have a line striking through their first and last names. These

people are usually employees who have been soft deleted for a reason such as if they left the
company, and thus should no longer have access to Web QMS. Be sure to check with the Site
Administrators, other Administrators, or Department Managers before authorizing any such

users!

In the following example, we will authorize Marie Smith. To authorize a user, Web QMS has to be in
Edit mode. To activate the Edit mode, go to the top left corner of the Web QMS screen. You will see

View, Edit, and Layout radio buttons. SELECT the Edit radio button to enter Edit mode.

Now that you are on Edit mode, you will see three icons next to each name. The Manage Yellow
Pencil icon, the Trash Can icon, and the Roles icon. CLICK the Manage Yellow Pencil icon on the

far left next to the username.

20 @ msmith Marie Smith

Marie Smith

m.smith@company.com

UTI2014 4:22:51 AM

The Edit User Accounts - Manage User Credentials page will open.

Manage User Credentials | Manage Roles for this User

Edit User - msmith (Id: 279)

User Name: [  msmith

First Name: [ IMarwei
Last Name: [ ISmllhi
Display Name: ] IW
Email Address: [ IW

Manage Password

Created Date:
Last Login Date:
Last Activity Date:

Last Password
Change:

Last Lock-out Date:
User s Online:
Locked Out:
Authorized:
Update Password:

Deleted:

Web QMS Enterprise Management System > User Accounts > Edit User Accounts

Manage Profile

B3

1T/2014 4:22:51 A

1T/2014 4:22:51 AN

1712014 4.22.51 AM

1712014 4:22:51 AM

Never

False

False

False

False

False

Authorize User | Force Password Change

| indicates required fields.

i

CLICK Authorize User at the bottom of the page. Web QMS will confirm that the user has been
successfully authorized. The credentials option at the bottom of the page now displays the text

UnAuthorize User.
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«f User successiully Authorized

Edit User - msmith (Id: 279)

UserName: [ msmith Created Date:
7]

[ LascLogin e
Last Name: [ lsmni Last Activity Date:

Last Password

Display Name: [ I Warie Smith Change:
= Last Lock-out Date:
Email Address: [ I m.smith@company.com

User Is Online:

Locked Out:
Update [SES

Authorized:

First Name:

Update Password:

Deleted:

UnAuthorize User

Manage User Credentials | Manage Roles forthisUser | Manage Password | Manage Profile

TI2014 4:22:51 AN

1UTI2014 422:51 AM

B ea

1UTI2014 422:51 AM

712014 4:22:51 AM

Never

False

Fale

True

False

E0eEEEa

False

Force Password Change

| ndicates required fields

Web QMS Enterprise Management System > User Accounts > Edit User Accounts E] E\ |
I

!

4.1.4 Unauthorizing Users (ADMIN ONLY)

Before unauthorizing a user, make sure to check whether the user has Calibration roles, such as
Calibration Tech or Global Calibration Admin. If that is the case, then the user must first be de-
assigned from these roles (see Section 4.1.5) before being unauthorized. The reason is because

Calibration roles are attached to Location.

From the Admin/User Accounts page, locate the user to be unauthorized, and then CLICK the

Manage Yellow Pencil icon next to the user’s name.

Manage Use

Manage Holes Sor this User

Edit User - msmith (Id: 279)

user Wame: @ mamen Cresteapate:
First Hame: [ I Marie Last Login Date:
[ IS'""" Last Activity Date:

Lasl Fasswurd
oispiny time: & [ Marie Smitn Change:

Email Address: @ I ——— Last Lo<k-out Date:

User Is Unline:

Locked Dut:
vpedat: [T

Authorized:

Update Passwurd:

Delerted:

UnAuthurize User

O s a2261 AU
B i sz au
0 i sas20 AM

IO 425 AN

B mever
0 Fame
0 Fase
B True

i Faise

0 Fase

Jerce Password Change

1 ndicates required faks

CLICK the UnAuthorize User option. The QMS will display a message that the user was successfully
unauthorized, and the Authorized box will be unchecked. CLICK Update to save the changes.
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ounts > Edit User Accounts

Manage User Ceedentals | Mansge finles dorthis imer | Uaaoe fsswomt | Mareges Profle

| mimcates requires faids
Edit User - msmith (id: 278)

userame: [ mamen Created Date: [ 1772014 82261 AN
Firnt Hame= [ Wane Lant Login Date: [ 172014 43251 AM
’ ; 72018 4.8

Last Hame: G [ Smith Last Activay Date: [ 172014 2:2530 A0
i — Last Pasaword 1TRO14 42251 AN
Teaptay Hame: (£ [ Warie Smith Change:
Email Aadress: r'" ATty Last Lock-out Date: [ Never
User is Online: ) False

Locked Dut: [ Fale
Delete
Authorized: [ Fane
Update Pasaword: [ Fame
Deleted: [ Fase

Autmosize User  Force Password Change

Next, remove all roles for the user. If this is not done, the user will continue to appear on application
lists despite being unauthorized. Just as when adding new roles, go to the Manage Roles Tab and
CLICK the X for each of the roles you need to remove. If the employee is no longer with the company,
be sure that every role is removed.

Manage Roles for User: msmith
Security Role [ Effective Date [ Expiry Date [
Action Verification Role = | = =
Send Notification?
Security Role Effective Date Expiry Date
Registered Users.
_ Employee 2712014

The Send Notification field can be checked or unchecked depending on whether you want the user to
receive an email.

4.1.5 Deleting Users (ADMIN ONLY)

In some cases, it may be necessary to remove a user entirely, for example, if the user is a duplicate
who was accidentally added twice. In this case, a Hard Delete will be appropriate. However, in other
cases, for example, if the user was terminated or left the company, it may be necessary to retain
certain records (such as training records), and therefore the employee account must be saved for the
period of time established in the Records Retention policy. In such cases, a Soft Delete is preferable.
Unlike users who are hard deleted, those who are soft deleted may be reactivated and accessed as
needed.

The Admin/User Account area displays 5 options next to the list of users, as shown below:

Usemame FirstName LastMName Display Name Email Created Date Authorized
& e ad =R =
s B € caleroc2 Carlos Calaro caleroc2 caleroc2@hotmail.com 11/25/2013 9:39:00 PM (=]

e Manage Yellow Pencil icon: Allows you to edit user information.

e Trash Can icon: Soft deletes the user.
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e User Roles icon: Allows you to edit roles assigned to the user.
e Roll Back icon: Brings the user back.
e Red X Delete icon: Permanently removes the user.

Before a user can be hard deleted, he/she must be soft deleted. CLICK the Trash Can icon in order to
soft delete him/her. In the below example, Marie Smith will be soft deleted.

The QMS will display a message to confirm soft deletion. CLICK OK. You will now see that the user no
longer has the Trash Can icon, but has a Roll Back icon and a Red X Delete icon.

& G U] “ : m-smithi@cempanycam : E

CLICK the Roll Back icon to bring the user back. CLICK the Red X Delete icon to permanently
remove the user.

4.1.6 Removing Users from Calibration Locations (ADMIN ONLY)

When a user who has the Calibration Tech or Global Calibration Admin role needs to be removed from
the system, you must first check whether the user was assigned to a specific location. Before
continuing to remove him/her from the system, you must remove him/her from that location. In the
following example, we will remove the user Marie Smith from the Calibration roles.

Go to Organization Variables under Admin Tab.

n Site Settings M Page Management %2 Security Roles

“e User Accounts :"": Organization Variables ifg Site Log

| Bulk Email M File Manager # Recycle Bin

= Event Viewer & Skins ® Languages

Vv Site Wizard Extensions l. Web QMS Registration

A Search Engine Sitemap Taxonomy @ Solutions Explorer

M Lists Job Title

Calibration Administration is located on left menu. From the drop down menu, SELECT Assign User
Locations and CLICK Go.

~alibration Administration

Assign User Locations || GO

CIP Administration
Customer Name EI Go

Employee Certs Administration
Setup E-mail Reminderlzl Go

Maintenance Administration Calibration Administration
Asset Status [=] i i

Go <

HCR Administration Departmerit
Condttion of material [=] Location
Go Manufacturer

% Setup E-mail Reminder
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Ensure that the person to be de-assigned from a location is on the drop down menu. If he/she is not
on the drop down menu, return to him/her any roles you had previously removed so that he/she will
appear:

CALIBRATION USER LOCATION SETTING

Once the user is selected, take notice of the text in red, which reads, “If no location is selected and you
SUBMIT, all locations will be removed for the user.” Do not pick any location and CLICK Submit
Action. Here is before and after:

Assigned Locations to Users Assigned Locations to Users
UseriD Employee Name Location
User D Employee Name Location
114 Mireaux User Houston
114 Mireaux User Houston
154 Mireaux Partner Houston

The user is now cleared from the previously assigned locations. Now, go back to the User Accounts
and remove the calibration roles. These steps were outlined in the section, “Unauthorizing Users.”

Troubleshooting Advice:

e Ifusers do not show up on the Assigned Locations list at the bottom, but they do show up on the
drop down menu at the top, then remove the role of Cal Admin or Cal Tech from them. Then they
will not appear on the list afterward.

e Ifthey do show on the Assigned Locations list at the bottom but not at the top, then bring them
back as Cal Tech or Cal Admin so that they show at the top. Then proceed to remove them from
the assigned location (following the above steps) and then remove the Cal Tech or Cal Admin role
so that they will not appear on the top or bottom.

e Ifthey appear on both the top and bottom list, remove them from the assigned location (following
the above steps) and then remove the role of Cal Tech or Cal Admin from them.

4.1.7 Login

Go to your Web QMS. You will see the login screen there. ENTER in your User Name and Password in
the blanks on the page. CLICK Login.
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ENTERPRISE MANAGEMENT SYSTEM
(DEMO SITE)

4 MIREAUX

Once you login, you will be directed to the homepage of Web QMS which is composed of the sections
depicted in section 4.2.

If you go to your Web QMS and you do not see the login screen, but rather the Web QMS logo, then you
are already logged in. CLICK the logo and you will be able to access the site.

4.1.8 Resetting your Password

Go to your Quality Management System site. Log in using your user name and password. Once logged
in, CLICK Your Name in the upper right corner of the screen.

o (A MREALX: B =]

£ SYSTEM (DEMO SITE) oo | |

In the next screen, CLICK Edit Profile.

My Inbax

My Messages

Dot Seates

The Manage Profile screen opens. CLICK Manage Password. FILL OUT the three fields at the bottom
to reset your password. Web QMS passwords are case-sensitive, and the screen will not show what
you are typing here, so make sure your Caps Lock is off to avoid any later confusion.
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*ou are here

% Manage Profile

Manage User Credentals@] Manage Password [WManageProfile | Manage Services

Password Last Changed: Tuesday, October 22, 2013

Password Expires: Password does not Expire
Change Password

In order to change your password, you will need to provide your current password, as well as your
new password and 3 confirmation of vour new password,

Current Password:
New Password:
Confirm Password:

Change Password

CLICK Change Password to save your changes.

4.2 PAGE LAYOUT AND ORGANIZATION OF WEB QMS

The Web QMS layout consists of five main panes. These panes appear throughout the entire Web QMS,
though the particular contents of some panes vary depending on the area currently being viewed. The
Top Edit Pane is only visible to users who hold an Administrator role, but anyone with access to Web
QMS can view all other panes. TOP EDIT

Mose: @ view © ot © Layout o pgmin ¥ PANE

1 = ENTERPRISE Tuescay, Janu.aryw;l:‘: ADMIN ONLY
HEADER PANE K M,,I_EEHAME SYSTEM (DENGATTE] “

[U/NRRR @ DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS  Admin

Quality Policy ou are here

WELCOME TO MIREAUX'S QUALITY PAGE TOP MENU
LEFT Quality Manual
Process Map Welcome to the Quality page. Here, you can find many items that support Mireaux's Quality Management System including the Quality Policy, the Quality Manual, records from
PANE audits or management reviews, and more. Links to each of these can be found in the left menu

Management Reviews

Internal Audits

el CONTENT PANE
Objeclives

Customer Satisfaction

CIP

a. Header Pane: The Header Pane contains the Web QMS icon, the company logo, the date at time of
use, and the Logout button. CLICKING on the Web QMS icon on the leftmost side of the Header Pane
will bring you back to the welcome page or dashboard of Web QMS.

b. Top Menu: The Top Menu contains links to the main areas within Web QMS, such as Quality,
Document Control, etc. CLICKING directly on these links will open the main page for the pertinent
area. When the cursor is merely placed above any one of the links, a drop down menu containing links
to subareas will appear.
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Logo of the

Software

(eIVR1) @8 DOCUMENT CONTROL  OPERATIONS  HUMAN RESOURCES  HSE

#r Quality Policy ® Quality Manual = Process Map
® Internal Audits ® External Audits

® cP

CIP KPis

You can access the pages, applications, and modules of Web QMS by selecting different tabs on the
Top Menu at the top of the homepage. The tabs on the Top Menu may vary depending on the version
and specific configuration of your Web QMS. The most frequently used tabs are Quality, Document
Control, Operations, and Human Resources.

QUALITY DOCUMENTCONTROL OPERATIONS HUMAN RESOURCES HSE IS Admin

Left Pane: The Left Pane displays submenu options for each of the areas listed on the Top Menu.
These links are the same ones accessible through the drop down menus in the Top Menu.
Additionally, below these links, there appears a Signature Section, which contains the Email Us button
that can be used to send comments or questions to the assigned page owner.

Content Pane: The Content Pane displays all content linked to in the Header and Left Panes. This is
where all documents and modules can be viewed.

Top Edit Pane: The Top Edit Pane allows Administrators to toggle between different modes, as
shown in figure below. View Mode displays the contents of Web QMS precisely as viewers with
ordinary Employee roles see them. As its name implies, Edit Mode allows users to alter the contents of
pages on Web QMS. Edit Mode is only available to users who have been assigned the role of
Administrator. Similarly, Layout Mode can only be seen by Administrators. Layout Mode offers the
opportunity to alter the placement of modules within a page.

I User’s Name
and Login Date

hurs day, January 02, 2014
] Mireaux User

Logout

I Mode: =) view 9 Edt 0 Layout

ENTERPRISE

T4 MIREALLY 2 Rawacenenr

ment Solutions = SYSTEM (DEMO SITE)

QUALITY DOCUMENTCONTROL OPERATIONS HUMANRESOURCES HSE IS ‘

WELCOME TO MIREAUX'S WEB QME DASHEOARD

Top
Menu

Welcome to Mireaux Management Solutions’ Web QMS. This site has been established to provide Mireaux's employees with the latest toals and procedures to support our gaal of continually improving our processes and satisfying our
customers. We hope that Web QMS offers you all the information you need to carry out your work in the most efficient way.

Content Section
Your Web QMS Dashboard

Below is a snapshot of variaus reports and key performance indicators that may need your attention or be of interest to you. Please review them to ensure you are aware of any items that may need to be resalved promptly.
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4.2.1 Directory Structure on Local Servers

In order to optimize your

Management System, it is recommended that documents on local servers

mirror the general organization of Web QMS as much as possible. That is, all files should be organized

in folders and subfolders

that match the menus and submenus to be found for each page present on

Web QMS. The figure below on the left, offers an example of a local directory that has been organized

to match Web QMS.

. Document Control

i HSE

. Human Resources

kIS

.. Operations DOCUMENT CONTROL  OPERATIONS HUMAN RESOURCES HSE IS

4 | Quality
) cp + Quality Policy ® Quality Manual =~ Process Map
|, Customer Satisfaction & Management Reviews ® Internal Audits ® External Audits
| External Audits D e
| Intemal Audits aleee e
|. Management Reviews News CIP Request Page
| Objectives CIP Reports
| Process Map Advanced Search
\. Quality Manual CIPKPis
I Quality Policy
4.3 ROLES

4.3.1 User Roles

Below are the User Roles

that may be assigned to Web QMS users.

Master Documents Application:

USER ROLE

DESCRIPTION

Administrator

Full Web QMS Enterprise Administrator. Can edit, create, or delete pages.
Can add, edit, or delete modules to pages. Can authorize users, add roles,
view File Manager, Clear Logs, and View/Clear Recycle Bin.

Document Specialist

This role is responsible for managing all documents in the Master
Documents Application.

Employee

The Employee role has full access to view information on Web QMS, but
has limited ability to edit or update records. Employees may only create
CIPs, enter NCRs, and take E-Learning tests.

Employee Certification Application:

USER ROLE

DESCRIPTION

Certification Admin

This role can edit, delete and update certification types as well as
certificate information from each employee. They will receive reports for
all employees and all sites.

Certification Tech

This role can edit and update certification types and user information, but
not delete. They will receive reports for the employees that belong to the
site they have been assigned to.
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E-Learning Application:
USER ROLE DESCRIPTION

DNNSTSReportAdmin Training role which gives visibility to Training Reports to see training
records for all users, not just for him/herself.
TrainingSuperAdmin This user has full Administrator access to the E-Learning Application.

Training Events Application:

USER ROLE DESCRIPTION

DNNSTSManager Training role with full administrative privilege to all Training and E-
Learning menus, records, and reports.

DNNSTSReportAdmin Training role which gives visibility to Training Reports to see training
records for all users, not just for him/herself.

EventAdmin This user has full Administrator access of the Training Events Application.

Maintenance Application:

USER ROLE DESCRIPTION

Maintenance Admin This role has full Administrator permission within the Maintenance
Application, including adding, editing, and removing assets from the
system; issuing and processing the work orders through all of the stages;
and setting up preventive maintenance.

Maintenance Supervisor | This role will be able to view asset status, add PM repair info, view usage
info, and process work orders.

Maintenance Tech This role can issue work orders, and process the work orders through
pending and repair stage. This role can also conduct Preventive
Maintenance based on established PMs.

Calibration Application:

USER ROLE DESCRIPTION

Calibration Technician Calibration role with the ability to enter and edit calibration equipment
and calibration certificates, but not delete.

Global Calibration Users in this role have the ability to enter, edit, or delete calibration
Admin equipment and calibration certificates. They can assign calibration
technicians to specific locations and set reminder timeframe.
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CIP Application:

USER ROLE

DESCRIPTION

Action Verification Role

This role can verify that CIP actions have indeed been physically taken, and
approve or reject each response as adequate.

CIP Admin

CIP role with full administrative privilege to all CIP menus and records. Can
edit, delete, and manipulate all aspects of a CIP.

Coordination Role

CIP role with authority to accept or reject a CIP. If accepted, then he/she
coordinates CIP by assigning it to an investigator(s). Coordinator can also
fill out the containment portion or assign it to someone else.

Investigation
Verification Role

CIP role with authority to review proposed root cause analysis and actions
and approve/disapprove each investigation response.

Validation Role

CIP role with authority to verify that the original problem did not re-
appear and to close the CIP as applicable.

NCR Application:
USER ROLE DESCRIPTION
MRB Team NCR role to review the disposition of an NCR and approve or reject the
disposition.
NCR Action Taker This user performs the actions for NCRs based on the disposition assigned.
NCR Coordinator or This role can accept or reject an NCR. If acceptable then he/she coordinates
MRB Admin NCRs by assigning to MRB Routing or Action Taker. In some versions of
Web QMS, this role is called NCR Coordinator, in other versions this role is
called MRB Admin.
Other Roles:
USER ROLE DESCRIPTION
CSIRT Only role other than Admin to be able to view "Restricted” Knowledge
Access CIP (chosen when Source = Security Incident). Not currently in use.
First Aider This role is used in CIP source = safety incident, treatment = yes under CIP

Investigation.

Inventory Role

This role will conduct the action for the NCRs that have the disposition of
Remake.

Operations Role

This role will conduct the action for the NCRs that have disposition of
Rework, Downgrade, Use As Is, and Scrap.

Purchasing Role

This role will conduct the action for the NCRs that have disposition of
Return to Vendor.

Quality Role

This role will conduct the action for the NCRs that have the disposition of
Recall.

Risk Assessment Verifier

This role verifies that the risk assessment conducted is acceptable.
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4.4 EMAIL SETTINGS

In order to receive email from Web QMS, make sure that email addresses associated with Web QMS,
particularly admin@webbasedgms.com, are marked as safe senders within your chosen email client.

There are two ways to set the sender as safe in Microsoft Outlook:

e (o to the Inbox or the junk email box, where the Web QMS emails will be if they have already
been perceived as spam by the email client.

e LOCATE the email and right CLICK on it. SCROLL down to Junk Email and CLICK Add Sender
to Safe Senders List.

& Create Rule.. I
Junk E-mail P B AddSspsestesiiesladaSanders List
X Delete Add Sender to Safe Senders List
3 Move to Folder... AU Dot amaisi @ bie.com) to Safe Senders List

Depending on the version of Outlook, Never Block Sender may be the appropriate choice from the list
instead.

T lGnoTe

& Junk 2 & BlockaSandas

=] Mever Block Sender

X Delete NeVer e stnder's Domain (@example.com)

Mever Block this Group or Mailing List

Mot Junk

&

Junk E-mail Options...

Outlook will display a message saying that the sender has been added to the list of Safe Senders. CLICK OK
to save the setting.

Microsoft Outlook

The sender of the selected message
i l \,  hasbeen added to your Safe Senders
List.

[ Do not show this message again

)

Once the sender has been added to the Safe Sender List, move the junk email back into the Inbox by right
CLICKING on the email. SCROLL down and CLICK Not Junk from the menu.

IO
& lunk * | & BlockSender
= Mever Block Sender
K Delete Never BElock Sender's Domain (@example.com)
hbier Elock this Group or Mailing List
[ Notunk
MmimmieEinail Options...

CLICK OK on the resulting notification to confirm that the email is not junk.
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ETh o StaTied Y

—

This message will be moved back into fhe Inbox Folder.

[7] Awarys trust e-mad fom Tl

Alternatively, the Junk Option can be used to add the email address to the Safe Sender List in Outlook. To
access the Junk Option, RIGHT-CLICK any Email in the Inbox. SCROLL down and SELECT Junk Email
Options.

g

OneNote [

Fri1/13/2012 5:54 PM KR
Junk * | & Block Sender
Undelete MNever Block Sender

Mever Block Sender's Domain (@example.com]

Sx

a

MNever Block this Group or Mailing List

<

In the resulting pop up window, SELECT from the tabs at the top. Copy and paste or ENTER the email
address in the text field next to the Add button. Then CLICK Add.

i s | Safe Senders l- fe Reapients | Blocked Senders | International

L@ | E-mail from addresses or domain names on your Safe Senders List wil
Ig never be treated as junk e-mail.

H Add...

[ Ed... |

| remove |

Export to File...

[#] Alse trust e-mail from my Contacts
[ Automatically add people [ e-mail to the Safe Senders List

[ oc [ coneel J[ moni |

fl
|

CLICK OK to save the settings.

4.5 QUALITY TAB

CLICK the Quality Tab to access the Quality pages.

QUALITY / DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS

The Quality page typically looks similar to this:
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‘ .~ ENTERPRISE Thursday, January 02, 2014

m Left Menu [ MIRE Aux S MANAGEMENT 2, e User

webOMS

(<UL g DOCUMENZCONTROL OPERATIONS

HUMAN RESOURCES HSE

Management Sal

s

itions = SYSTEM (DEMO SITE)

Quality Policy You are here:

Quality Manual
Process Map
reviews, and more. Links to each of these can be found in the
Management Reviews
Internal Audits
External Audits
Objectives

Customer Satisfaction

CIP

WELCOME TO MIREAUX'S QUALITY PAGE

Welcome to the Quality page. Here, you can find many items that support Mireaux's Quality Management System including the Quality Policy, the Quality Manual, records from audits or management

left menu.

Content Section

On the Left Menu all available subpages are listed. These subpages may vary depending on the version
and specific configuration of your Web QMS. The center section of the page is reserved for the company

announcement.

You can also access the subpages by CLICKING the page titles from the Top Menu of the Quality Tab as

shown:

& Quality Policy

F Management Reviews

“B Objectives

4.5.1 Quality Policy

‘ Quality Manual
@
®cr

Ne P

Internal Audits

[[IL\Rha 8 DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS

™
» Process Map

External Audits

uest Page

CIP Repol
Advanced
CIP KPIs

CIP Help

CLICK Quality Policy from the Left Menu or the Top Menu of the Quality Tab.

Quality Manual
Process Map
Management Reviews
Internal Audits
External Audits
Objectives

Customer Satisfaction

cip

+r Quality Policy
ﬁ Management Reviews

“B objectives

[«[1L1Rhn @ DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS

‘ Quality Manual
®

Internal Audits

: Process Map
® External Audits

®cr

M

CIP Request

CIP Reports

ced

CIP Help

You will see the company’s Quality Policy shown on the screen.
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[4 MIREAUX
Waragorront >
QUALITY AND INFORMATION SECURITY POLICY

A e

For information on how to edit this module go to the Editing Modules section of this manual.
4.5.2 Quality Manual

CLICK Quality Manual from the Left Menu or the Top Menu of the Quality Tab.

Quality Policy DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS
R =oereen

'k Quality Policy ‘ Quality Manual : Process Map
Process Map R S e

F Management Reviews @ internal Audits @ External Audits
Management Reviews = =————

“B Objectives ®cr
Internal Audits —_—————— =

Request Page

External Audits
Objectives

Customer Satisfaction

CIP Help

CIP

In some cases the Quality Manual opens a page with the Quality Manual link.

You are here:

QUALITY MANUAL

Quality Manual
|

In other cases, the link takes you directly to the document.

For information on how to edit this module go to the Editing Modules section of this manual.
4.5.3 Process Map

CLICK Process Map from the Left Menu or the Top Menu of the Quality Tab.

Printed copies are considered uncontrolled Page 23 of 59 For Client Use Only



WEB QMS MANUAL

L2

d 2

[ MIREA”X = MMS-WQM-201
Management Solutions = Revision: 12/09/2014
Quality Policy

Quality Manual

1: Process Map >
Management Reviews
Internal Audits
External Audits
Objectives

Customer Satisfaction

cip

(«IC\ERp @ DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS

+r Quality Policy

F Management Reviews

“B objectives

‘ Quality Manual
@ internal Audits
®cr

Mew CIP Request Page
CIP Reports

Advanced Search

CIP KPls

CIP Help

You will see the company Process Map shown on the screen.

FPROCESS MAP

MIREAUK MANAGIMINT SOLUTIONS FROCESS MAF

For information on how to edit this module go to the Editing Modules section of this manual.
4.5.4 Management Reviews

CLICK Management Reviews from the Left Menu or the Top Menu of the Quality Tab.

Quality Policy [-11/.\R) Al DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS
Quality Manual

#r Quality Policy © Quality Manual ™ Process Map

Process Map

w Management Reviews @ Internal Audits @ External Audits
_Management Review: — —_— == =————————>

“B Objectives ®ce
Internal Audits e =

Mew CIP Reguest Page

External Audits
CIP Reports
Objectives

Customer Satisfaction

cip

You will see the Management Review records shown on the screen, including Agendas, Presentations,

and a link to the Action Items on the CIP Application, as well as a link to the Management Review
Schedule.
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You are here: =
MANAGEMENT REVIEWS
Date = Meeting Chair Meeting Agenda Meeting Presentation Action ltems
[
111212013 | Miriam Boudreaux  Click Here Click Here CIPs
11/26/2012 | Miriam Boudreaux  Click Here Click Here ClPs

Management Review Schedule

For information on how to edit this module go to the Editing Modules section of this manual.

For more information on how to create or edit the link to CIPs see the “Link to CIP” user guide.

4.5.5 Internal Audits

CLICK Internal Audits from the Left Menu or the Top Menu of the Quality Tab.

Quality Policy
Quality Manual
Process Map
Management Reviews
External Audits
Objectives

Customer Satisfaction

cip

+#r Quality Policy
w Management Reviews

“B objectives

= IC\Ehn @ DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS

‘ Quality Manual : Process Map

@ internal Audits @ cxternal Audits

®ar

MNew CIP Request Page
CIP Reports

Advanced Search

CIP KPls

CIP Help

You will see the records of Internal Audits shown on the screen such as Internal Audit Agenda,
Internal Audit Reports, and CIPs, as well as a link to the Internal Audit Schedule and Qualified

Auditors.

You are here =
QMS INTERNAL AUDITS
Date = Lead Auditor Internal Audit Agenda Internal Audit Report Findings

| —

10/21/2013 | M. Shrivastava  Click Here Click Here ClPs

12/3/2012  PatHage Click Here Click Here ClPs

11/19/2012  David Liggitt Click Here Click Here CIPs
Qualified Internal Auditors
Internal Audit Schedule

For information on how to edit this module go to the Editing Modules section of this manual.

For more information on how to create or edit the link to CIPs see the “Link to CIP” user guide.

4.5.6 External Audits

CLICK External Audits from the Left Menu or the Top Menu of the Quality Tab.
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Quality Manual
Process Map
Management Reviews
Internal Audits
Objectives

Customer Satisfaction

cip

ICERp @ DOCUMENT CONTROL OPERATIONS

+r Quality Policy

F Management Reviews

“B objectives

‘ Quality Manual

Ll
®cr

Internal Audits

HUMAN RESOURCES HSE IS

~
- Process Map

@ cxternal Audits

Mew CIP Reguest

CIP Reports
Advanced Search
CIP KPIs

CIP Help

You will see the records of External Audits shown on the screen, such as External Audit Agendas,
External Audit Reports, and a link to the CIPs, as well as the related documents.

“ou are here: >

QMS EXTERNAL AUDITS

Registrar Documents

Date - Criteria Audit Type Agency Mame Lead Auditor External Audit Agenda External Audit Report Findings
P S
1115/2013 | 180 9001:2008  Surveillance | BSI George Kluger | Click Here Click Here Mone
12/21/2012  1S09001:2008 Stage 2 BSI George Kugler | Click Here Click Here Mone
12/5/2012 | IS0 90012008  Stage 1 BSI George Kugler | Click Here Click Here None

For information on how to edit this module go to the Editing Modules section of this manual.

For more information on how to create or edit the link to CIPs see the “Link to CIP” user guide.

4.5.7 Objectives

CLICK Objectives from the Left Menu or the Top Menu of the Quality Tab.

Quality Policy
Quality Manual
Process Map
Management Reviews
Internal Audits
External Audits
Customer Satisfaction

cip

(e [TLVERp @ DOCUMENT CONTROL OPERATIONS HUMAN RESOURCES HSE IS

#r Quality Policy

F Management Reviews

“B Objectives

‘ Quality Manual

®
®cr

Internal Audits

-
», ProcessMap

External Audits

Mew CIP Reques

CIP Reports
Advanced Search
CIP KPl=

CIP Help

You will see the Quality Objectives shown on the screen. In some cases the Objectives may be links to
MS Excel Spreadsheets. In other cases they may be direct links to KPI charts within Web QMS

applications.
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4.5.8 CIP Application

CLICK CIP from the Left Menu or the Top Menu of the Quality Tab.

Quality Policy

v Quality Policy

Quality Manual
‘ Quality Manual

®cr

Process Map
F Management Reviews Internal Audits
Management Reviews -

g Objectives
Internal Audits
CIP Request Page
External Audits

Objectives

Customer Satisfaction CIP KPIs

CIP Help

(eI 1RNR G DOCUMENT CONTROL OPERATIONS

HUMAN RESOURCES HSE IS

-
- Process Map

External Audits

You will be directed to the CIP Application. To learn more information about how to use the CIP

Application, refer to the CIP Application Manual.
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WELCOME TO THE CONTINUAL IMPROVEMENT PROGRAM (CIP)

fod

Imv Due Daty
IO
10302013
101013
1053172013
NEENI
4013

CiP Reporis
Amvanced Search The Gontinual improvemint Program o GIF i5 a powsriul dased-Ioap Gormectve 3 ALion 4y igned to h
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eflorts!
Find Corecive Ahan Prevenive Acion
Aoy = ’ - e
- [ N
=] ==t [
c - 1 4
i ae. = | == [={—=]
— |
| =
CIPs Walting for Your Action
CIP Number Source Aasigned To Stahus
O e - Action
P QX oeuow Mitaau Asi pafiga
W f W X o Intamal Auae uirasi Azmin Ation Vanification
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10T

0T VIRIOUS SOUTCES S1th 25 CUSIOMET Complaints.

CIP Tile Summary

Sately mncigent Sip

Satety incidant Cut

OB Process Map

NEN 1 Rividw of Requintments
Chamica Spa

Wrong Samping

wafaty Incicent 1951 1- wiiout firs 30 3

4.6 DOCUMENT CONTROL TAB

CLICK the Document Control Tab to access the Document Control pages.

QUALITY (DOCUMENT CONTROL

OPERATIONS

HUMAN RESOURCES

HSE IS

The Document Control page typically looks similar to this:
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Left Menu MIREA” § MANAGEMENT 9 mireaux Admin
web NS / Management Salutions ; SYSTEM (DE"O SITE)

QUALITY Qeleloilll ]S helal;i S0 B OPERATIONS HUMAN RESOURCES HSE IS Admin '

fou are here
ELCOME TO MIREAUX'S DOCUMENT CONTROL PAGE

We are delighted to have you as an employee and part of our growing family. At Mireaux Management Solutions, we strive to
Procedures orovide you with the latest tools and techniques to make your work smarter while ensuring the security of our information. We
ope that this Intranet Site offers you all the information you need to carry on your work in the most efficient way.

Master Procedures

Master Forms

Forms
Please feel free to browse through any of the links on the left menu, or visit the IS page. the Quality page or the HR page for a
Master Work Instructions omplete overview of how Mireaux has met all the requirements of SO 27001 and ISO 9001.

Records Matrix
Wiriam Boudreaux

President

Wireaux Management Solutions

External Documents
Approved Supplier List
Glossary
Content section
Document Request

Unreviewed Docs

Document Specialist Corner

Comments or questions?

Similar to the Quality page, all available subpages are listed in the Left Menu. The center section of the
page is reserved for the company announcement. Depending on your Web QMS, your company’s Left
Menu may be structured slightly differently.

You can also access the subpages by CLICKING the page titles from the drop down menu of the Document
Control Tab.

nlelefl] NI R Roo]p 1o/ H OPERATIONS IS HUMAN RESOURCES SALES Admin

B Master Procedures i Master Forms il Master Work instructions

Master Proc - Administrative Master Forms - Administrative Master Wis - Administrative
Master Proc - Auditing Master Forms - Auditing Master Wis - Consulting
Master Proc - Consuling Master Forms - Consulting Master Wis - Finance
Master Proc - Finance Master Forms - Finance Master Wis - IT

Master Proc-HR Master Forms - HR Master Wis - Sales

Master Proc-IT Master Forms -IT Master Wis - Web QMS
Master Proc - Sales Master Forms - Sales B Records Matrix

Master Proc - Training Master Forms - Training

[P External Documents
Master Proc - Web QMS Master Forms - Web QMS

= Approved Supplier List

© Glossary Document Reguest M Unreviewed Docs

n Document Specialist

Comer

4.6.1 Procedures

CLICK Master Procedures from the Left Menu or the Top Menu of the Document Control Tab.
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fm—
( Master Procedure

Master Forms
Master Work Instructions
Policies

Records Matrix

External Documents
Approved Supplier List
Glossary

Document Request

Unreviewed Docs

Document Specialist Corner

DOCUMENT CONTROL Relaaiiule] b3

W Master Procedures

Master Proc - Administrative
Master diting
Master Proc - Consulting
Master Proc ance
Master Proc - HR
Master P m
Master P es
Master Proc - Training

Master Proc - Web QNS

4l Approved Supplier List

B unreviewed Docs

[ Master Forms

Master Forms - Administrative
Master Forms - Auditing
Master Forms - Consutting
Master Forms - Finance
Master Forms - HR

Master Forms - T

Master Forms - Sales

Master Forms - Training

Master Forms - Web QMS

O Glossary

a Document Specialist

Corner

IS HUMAN RESOURCES

SALES

ﬁ Master Work

Instructions

Master Wis - Administrative

B Records Matrix
B External Documents

Document Request

You will be directed to the Master Procedures page. All the documents available to you will be

shown on the page, similar to this:

Master Documentation

‘ou are here >
MASTER LIST OF PROCEDURES
Title Document Number | Revision Date | Status Process Owner
) | 3 Step Redline Review Process MXP-CON-001 16-Dec-2013 | Under Review | M. Boudraaux ﬂ
) | Account Reconcilation MXP-FIN-004 02-Mar-2011 . Boudreaux | [
] | Calibration MXP-ADM-008 20-Mar-2012 | Released Doc Spec ﬂ
=] | Internal Document Template-New | Templated 15-Mar-2012 Mireaux Admin n
) | Internal External Audits MXP-AUD-001 02-Mar-2011 | Released W Boudreaux | [
i) | Maintenance MDA-PRC-002 24-Jul-2012 | Under Review ﬂ
=

If you don’t have the Master Documentation Application, the Procedures page will look similar to

this:

Basic Documentation

“You are here: >

PROCEDURES - ALL

Browse records in | all searchable columns ¥ | that | contain

v Search

Doc Type D&iﬂe ~  Doc Number Revision Link Process Owner Category 1 Category 2
& Procedure | Document & Record Control MXP-ADM-001 3/2i2011 | ClickHere | Jane Doe Administrative
# | Procedure | General Accounting Functions | MXP-FIN-001 3/2/2011 | ClickHere | AndreaRodriguez | Finance
& Procedure Inquiry Handling MXP-SAL-001 322011 Click Here Patel Singh Sales
& Procedure Internal External Audits MXP-AUD-001 31212012 Click Here | Jane Doe Auditing

For the Master Documentation page, you will be able to access all documents and view the revision
information of the documents by CLICKING in the Information icon/CLICK here next to the

document of your choice.
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Feleased

M. Boudreaux

Lnder Review

4.6.2 Work Instructions

Yougre nere. B

3 Step Redline Review Process

FRHERRER$D

Document Number  |MXP-CON-001

Release Date

Monday, December 16, 2013

Process Owner M. Boudreaux

Management Sponsor (M. Boudreaux

1 /2912013

Author Dacument Specialist

Created 12/16/2013 2:57 PM

Categories Procedures, Consulting

Remarks
Versions

Version Revision Last Modified Form Title
2 121672013

3 Step Redline Review Process 9.9 KB
3 Step Redline Review Process  303.9 KB

Size

CLICK Master Work Instructions from the Left Menu or the Top Menu of the Document Control Tab.

Master Procedures

Master Forms

. MasterWork Instrudi0n§>

Policies

Records Matrix
External Documents
Approved Supplier List
Glossary

Document Request
Unreviewed Docs

Document Specialist Corner

- Master Procedures
Master Proc - Auditing

Master

Master

Master Proc

Master Proc

Master Proc - Sa

Master Proc

Master Proc

Master Proc - Administrative
i

4 Approved Supplier List

M Unreviewed Docs

DOCUMENT CONTROL Relgaiiule] b3

IS HUMAN RESOURCES  SALES

@ Master Forms i Master Work

Master Forms - Administrative Instructions

Master Forms - Auditing Master Wis - Administrative
Master Forms - Consutting
Master Forms - Finance

Master Forms - HR Master W

Master Forms - T Master Wis - Web QMS

Master Forms - Sales.
Master Forme - Training

B Records Matrix

Master Forms - Web QMS

P External Documents
g Glossary Document Request

n Document Specialist

Corner

You will be directed to the Work Instructions page. All the documents available to you will be shown

on the page, similar to this:
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iju are here >
MASTER LIST OF WORK INSTRUCTIONS
Title Document Released | Process Management
Mumber Date Owner Sponsor
B | Account Reconciliation MXW-FIN- | 16-Oct- | M. M. n
001 2012 Boudreaux | Boudreaux
T | Accounts Receivable MXW-FIN- | 12-MNov- | M. M. n
004 2012 Boudreaux | Boudreaux
Add New Source To CIP WIXW- 23-Oct- | M. M. [ ]
Wam-019 2013 Boudreaux | Boudreaux
Applications Help Text MXW- 08-Mov- | M. M. n
WQM-006 2012 Boudreaux | Boudreaux
B | Asset Registration MXW- 17-Apr- | M. M. n
ADM-001 2013 Boudreaux | Boudreaux
B | Backups of Web QMS MXW- 10-Mov- | M. M. n
Wanm-001 2012 Boudreaux | Boudreaux

4.6.3 Forms

CLICK Master Forms from the Left Menu or the Top Menu of the Document Control Tab.

Master Procedures

< Master Forms >
Master Work Instructions
Policies

Records Matrix

External Documents
Approved Supplier List
Glossary

Document Request
Unreviewed Docs

Document Specialist Corner

DOCUMENT CONTROL  |ela/i7ung o)) R b3

- Master Proc

Master Pr Administrative

Master Pri diting
Master Proc -
Master Proc - Finance
Master Proc - HR
Master Pr

Master Pri

Master Pr

Master Pri

sl Approved Supplier List

M Unreviewed Do

ures

Consulting

@ Master Forms

HUMAN RESOURCES

Master Forms - Administrative

Master Forms - Auditing

Master Forms - Consutting

Master Forms - Finance

Master Forms - HR

Master Forms - T

Master Forms - Sales

Master Forms - Training

Master Forms -

n D

£ Glossary

/eb QMS

ument Specialist

Corner

SALES

i Master Work
Instructions
Master Wis - Administrative
Master Wis - Finance
Master Wis - IT

Master Wis - Sales
Master Wis - » NS

I Policies

B Records Matrix

B External Documents

Document Regquest

You will be directed to the Forms page. All the documents available to you will be shown on the page,

similar to this:
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Master Documentation

‘ou are here:
MASTER LIST OF FORMS
Title Document Number | Revision Date | Status Process Owner
4] | Accounting Checklist MXF-FIN-103 02-Mar-2011 M. Boudreaux ﬂ
H | AgendaWebQWSPresentation | m001 30-Nov-2011 M.Boudreaux | [l
) | AttenanceShest 2012-A-102 05-Jun-2012 Mireaux Admin | [l
8} | Background Check MXF-HRS-108 20-Jun-2011 M. Boudreaux n
B | ConsultingClientProfile MXF-CON-001 13-Nov-2012 Scruff McGruff ﬂ
B | Course Registration MXF-TRN-103 02-Mar-2011 M. Boudreaux ﬂ
) | General Attendance Form MXF-SAL-104 02-Mar-2011 M. Boudreaux n
B | 1509001 Readiness Checklist | MXF-CON-109 02-Mar-2011 M. Boudreaux ﬂ
ITLog MXF-MIS-101 02-Mar-2011 M. Boudreaux ﬂ
B | Letter Format MXF-ADM-103 02-Mar-2011 | Released | M. Boudreaux ﬂ
) | Management Review Agenda | MXF-ADM-101 02-Mar-2011 M. Boudreaux ﬂ
) | Process Analysis Worksheet | MXF-AUD-107 02-Mar-2011 M. Boudreaux ﬂ
=
Basic Documentation
You are here:
FORMS
Farm Title 4 Form Number  Revision Date Form Owner Mgmt Sponsor
# | 5-Year Internal Audit Plan MXF-AUD-105 3/2/2011 | click here | M. Boudreaux | M. Boudreaux
# | Accounting Checklist MXF-FIN-103 3/2/2011 | click here | M. Boudreaux | M. Boudreaux
# | Agenda Web QMS Presentation MXF-SAL-102 3/2/2011 | click here | M. Boudreaux | M. Boudreaux
#  Course Instructor Evaluation MXF-TRN-101 3/2/2011 | click here | M. Boudreaux | M. Boudreaux

To learn more information about the Master Documentation Application, refer to the Master
Documents Application Manual.

4.6.4 Records Retention Matrix

CLICK Records Matrix from the Left Menu or the Top Menu of the Document Control Tab.

Master Procedures el gee 11BN OPERATIONS IS HUMAN RESOURCES  SALES

& Master Forms i Master Work

Master Forms

- Master Procedures

Instructions

Master Proc - Administrative Master Forms - Administrative

Master Work Instructions

Policies

: Records Matrix >
External Documents
Approved Supplier List
Glossary

Document Request
Unreviewed Docs

Document Specialist Corner

You will be directed to the Records Matrix or Records Retention page. All the documents available

Master Pr Auditing
Master Pr

Master Pr

Master Pri

Master Pri

Master Proc

Master Proc - Training

Master Proc b QNS

b Approved Supplier List

B Unreviewed Docs

to you will be shown on the page, similar to this:

Master Forms - Auditing
Master Forme - Consutting
Master Forms - Finance
Master Forms - HR
Master Forms - T

Master Forms - Sales
Master Forms - Training

Master Forms - Web QMS

O Glossary

°j Document Specialist

Corner

Master Wis - Administrative
Master Wis - Finance

Master Wis - IT

{8 Records Matrix
[ External Documents

Document Request
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RECORDSE RETENTION MATRIX
m = Lacation “Rstuntion Min Procass Dispustion  Access

Aged Riscenabies Repor Accounting DFice 1 yeae Accounting Diate Ristrctid

| BL. Packaga List Delivery Tickets Operation Adminittralive Office | 1 Yaar Operations Nechia Realricted
Caklration - Out-of Spec Rocunds (CFP) Web QNS T Yuwrs Operations Defute Al
Caibration Certhcate Web OMS Syears Operations Delele Al
Camectiva/Prevantatve Actons (CIF] \ab OMS 3 years Qualty Disiats Al
Gustomar Delivery Tickets Oporation Administratree Office 1 Yoar Opertions Trash Rastricted
Customer Inquires and Quetes Operation Adminissratis Desk | 1 Yoar Sales eche Rasticted
‘Customar PO, Job Packats and Work Orders Operation Adminiztrative Ofice | 1 Yaar Salas Fective Restreted

For information on how to edit this module go to the Editing Modules section of this manual.

For more information on how to create or edit the link to CIPs see the “Link to CIP” user guide.

4.6.5 External Documents

CLICK External Documents from the Left Menu or the Top Menu of the Document Control Tab.

Master Procedures
Master Forms
Master Work Instructions
Policies

Records Matrix
1:External Documents >
Approved Supplier List
Glossary

Document Request
Unreviewed Docs

Document Specialist Corner

ol Neel /11BN OPERATIONS IS HUMAN RESOURCES  SALES

- Master Procedures [ Master Forms ﬁ Master Work

Master Pr dministrative Master Forms - Administrative Instructions

Master Pr uditing Master Forms - Auditing Master Wis - Administrative

Master Proc - Consulting Master Forms - Consutting Master Wis - Finance

Master Proc - Finance Master Forms - Finance Master Wis - IT

Master Proc - HR Master Forms - HR Master Wis - Sales

Master Proc - IT Master Forms - T Master Wis - Web QMS

Master Pri Master Forms - Sales B Policies

- Training Master Forms - Training
B Records Matrix
Master Forms - Web QM3

Master Pri eb OMS

B External Documents

‘ Master Pri
i

sl Approved Supplier List g Glossary Document Request

M Unreviewed Docs H Document Specialist

Corner

You will be directed to the External Documents page. All the external documents will be shown on

the page, similar to this:

‘ou are here

EXTERNAL DOCUMENTS

wverify the currency of the document prior to use.

External documents are those authored and issued by outside entities such as regulatory bodies, other companies, eic. Associates using external documents must

Browse records in External Document Title that | contain

[=] Search

External Document Title = Document Number
Web QMS Manuals Various

Qwning Entity
Mireaux Management Solutions

Revision Storage Location (Hard Copy)

Latest

Storage Location (Soft Copy)
Click Here

You can CLICK the blue link in Storage Location (Soft Copy) column to open the document in your

computer.

4.6.6 Approved Supplier List

CLICK Approved Supplier List from the Left Menu or the Top Menu of the Document Control Tab.
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Policies

Master Procedures
Master Forms

Master Work Instructions

Records Matrix
External Documents
:Approved Supplier Li§>
Glossary
Document Request
Unreviewed Docs

Document Specialist Corner

You will be directed to the Approved Supplier List page. You will see a table of the entire approved

DOCUMENT CONTROL Relaaiiule] b3

I Master Procedures

Master Proc - Administrative
Master Proc

Master Pri

Master Proc - HR
Master Proc - IT
Master Proc

Master Proc - Training

Master Proc - Web QNS

2 Approved Supplier List

B unreviewed Docs

supplier list available for your review, similar to this:

[ Master Forms

Master Forms - Administrative
Master Forms - Auditing
Master Forms - Consutting
Master Forms - Finance
Master Forms - HR

Master Forms - T

Master Forms - Sales

Master Forms - Training

Master Forms - Web QMS

O Glossary

n Document Specialist

Corner

IS HUMAN RESOURCES

SALES

i Master Work
Instructions
Master Wis - Administrative
Master Wis - Finance
Master Wis - IT
Master Wis - Sales
Master Wis - Web QMS
I Policies
B Records Matrix

B External Documents

Document Request

APPROVED SUPPLIER LIST

Indial Last He-
Tree ol Evaluation
Supplier Category Dietails of Serace Phong Numbar Contact [Email Adcress ‘Grandfathated Stas A Date Date
S A Softwars A e R i e e s T e
# | Dota Sorings Inc A Devaioger | SoMware Dirvtopment and Suppost 555855455 Chad Hash P —— ¥ Approwed | ¥ 1132012 | 09R313
# | DwadLiggn BC _‘_‘“;:’g” 150 9001, A8 Spec 01, A, 140 SE5555-0505 Dad Liggitt name@rompany.com T Approved | M (RTRE = R T
| Michael Potk B Audting 180 0001 5555555555 Michas! Poli rameBrompary com ¥ Approved | M 1132012 | NIk
#  Powe: DN o E::“ Hasling $55-555-5555 Support name@compsny.com ¥ Approved | Y 1132012 0REV1Y
# | Eanbuciostn [ Augang 150 5001 555-555-5555 E3l Hugspein name@zompany com ¥ Approved | ¥ 1041513 A
|0 G Othes Canforunce Gonter 5555555555 Julian Lopoz namEEImpAany.Cam ¥ Appioved | ¥ oA MR
& B Auzang 150 5001, A5 9100 $35-554- 5555 ScotDepur namedcompany.com Y Approved | N HeA L
Softean : Ganaskar e 5 o
# A Developer | 20Mware Developmant and Suppert 5555555555 Femtiri megrompany. ¥ Approved | 11H3I2012 | 0RZIHI
@ [ Ot Janitorial S85-555-5555 Juany Rosriguas i ¥ Applevea | ¥ K ik
# | Monster Com G Other Hiring 5555555555 A N ¥ Approved Y A A

For each supplier, you can see the name, category, contact name, contact email, phone number, scope,
grandfathered, status, active, evaluation criteria, documents, related evaluation dates, comments, and
reviewer. Depending on your Web QMS customization, the columns on your Approved Supplier Name

may vary.

4.6.7 Glossary

CLICK Glossary from the Left Menu or the Top Menu of the Document Control Tab.
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Master Procedures sl el 1o/ OPERATIONS IS HUMAN RESOURCES  SALES
Master Forms B Master Procedures & Master Forms [§l master work
. Administrative Master Forms - Administrative Instructions
Master Work Instructions : :
diting Master Forms - Auditing Master Wis - Administrative
Policies Master Proc - Consutting Master Forms - Consutting
i Master Proc = Master Forms - Finance
Records Matrix
Master Proc - HR Master Forms - HR
External Documents Master P Master Forms - T
Master P Master Forms - Sales
Approved Supplier List Master Proc - Training Master Forms - Training
B Records Matrix
Master Proc - Web QNS Master Forms - Web QMS _—
< Glossary
B External Documents

Document REQUESt 4l Approved Supplier List O Glossary Document Request

Unreviewed Docs M Unreviewed Docs n Document Specialist

Corner

Document Specialist Corner

You will be directed to the Glossary page. On this page, you will see the Terms & Definitions, similar
to this:

You are here: =

TERMS & DEFINITIONS
Filters: ' 4 '\A B C D E|F|G H|I|J K L M N O

ASL Approved Supplier List

BOM Bill of Materials

CAR Corrective Action Request

CC Credit Card

CEU Continuing Education Units
CIP Continual Improvement Program

CRM Customer Relationship Management System

EE Tax Employee Taxes

4.6.8 Document Request (For Master Documents Application Only)

The Document Request is available to all employees to facilitate submitting a new document for
incorporation into Web QMS documentation. CLICK Document Request from the Left Menu or the
Top Menu of the Document Control Tab.

Master Procedures ol Ree 11BN OPERATIONS IS HUMAN RESOURCES  SALES

Master Forms I Master Procedures & Master Forms i Master Work

Master P Administrative Master Forms - Administrative Instructions

Master Work Instructions

Master Proc - Auditing Master Forms - Auditing Master Wis - Administrative
Policies Master Proc - Consulting Master Forms - Consutting Master Wis - Finance

i Master P ance Master Forms - Finance

Records Matrix
Master Proc - HR Master Forms - HR
External Documents Master P m Master Forms - T

Master P =3 Master Forms - Sales.

Approved Supplier List Master Proc - Training Master Forms - Training

B Records Matrix

Gloss ary Master Proc - Web QNS Master Forms - Web QMS
B External Documents

<: Document R3qu33t> i Approved Supplier List £ Glossary I# Document Reguest

Unreviewed Docs M Unreviewed Docs n Document Specialist

Corner

Document Specialist Corner
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Management Solutions

In the following page, you will be asked to ENTER the information of the new document you wish to

request.

NEW DOCUMENT REQUEST

Fit: Browse. |
Tithe-
Remarks

Submir

To learn more information about how to request a new document within the Master Documents
Application, refer to the Master Documents Application Manual.

4.6.9 Unreviewed Docs (For Master Documents Application Only)

The Unreviewed Documents area helps employees review and approve documents that have been
assigned to them for electronic approval. CLICK Unreviewed Docs from the Left Menu or the Top
Menu of the Document Control Tab.

Master Procedures el IR 1INV OPERATIONS IS HUMAN RESOURCES  SALES

Master Forms - Master Procedures @ Master Forms i Master Work

Instructions

Master Work Instructions
Master Master Forms - Auditing Waster Wis - Administrative

Master Master Forme - Consutting Master Wis - Finance

Policies
Master anc Master Forms - Finance Master Wis - IT

Records Matrix
Master Proc X Master Forms - HR Master
Master Master Forms - T Master Wis

External Documents
Master Master Forms - Sales B Policies

ADD[UVEC' SUDD”EI' List Master : Master Forms - Training
B Records Matrix
Master Proc - Wi S Master Forms - Web QMS

Glossary
[P External Documents

Dacument REQUEST ;‘L Approved Supplier List ‘_3 Glossary Document Request

< Unreviewed Docs ’ M Unreviewed Docs H Document Specialist
[ ) Corner

Document Specialist Corner

Master Proc - Administrative Master Forms - Administrative
1

CLICK Non-approved Items to see all the documents that you need to view, edit or approve. To learn
more information about how review and approve documents on Web QMS, refer to the Master
Documents Application Manual.

UNREVIEWED DOCUMENTS

Hame Size Moddied

NOTE: You can see there is another item listed on the Left Menu and the Top Menu of the Document
Control Tab —Document Specialist Corner.
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Master Forms B Master Procedures & Master Forms [§l master work
. Master Pri dministrative Master Forms - Administrative Instructions
Master Work Instructions
Master Proc - Auditing Master Forms - Auditing Master Wis - Administrative
Policies Master Pr i Master Forms - Consutting Master Wis - Finance
. Master Pri ance Master Forms - Finance Master Wis - IT
Records Matrix
Master Pr X Master Forms - HR Master
External Documents Master Pr Master Forms - T Master W
Master Proc - Sale Master Forms - Sales a Policies
Approved Supplier List Master Pri Master Forms - Training
B Records Matrix
Master Proc - Web QNS Master Forms - Web QMS
Glossary
B External Documents
Document RemJESt 4l Approved Supplier List {_3 Glossary Document Request
Unreviewed Docs M Unreviewed Docs n Document Specialist

> Sy Corner
< Document Specialist Corner , S

—_ =

This is the area where the Document Specialist manages the documents inside the application. Only
users with this role may be able to access this area.

To learn more information about the Master Documentation Application, refer to the Master
Documents Application Manual.

4.7 OPERATIONS TAB

CLICK the Operations Tab to access the Operation Pages.

QUALITY DOCUMENTCONTROL (OPERATIONS J HUMAN RESOURCES HSE

The Operations page typically looks similar to this:

‘ 2 ENTERPRISE FridayeJanuaryBZ 2014
Left Menu IREA”X 3 MANAGEMENT o, Mireaux Admin
uuly Management Soltions = SYSTEM (DEMO SITE) 3
QUA D R OPERATIONS AN R R Ad Search...
Calibration Touarshere
o WELCOME TO MIREAUX'S OPERATIONS PAGE Content section
Cerification We are delighted to have you as an employee and part of our growing family. At Mireaux Management Solutions, we strive to provide you with the latest tools and
techniques to make your work smarter while ensuring the security of our information. We hope that the Web QMS offers you all the information you need to carry on
Maintenance & Repair your work in the most eflicient way.
Database Management Please feel free to browse through any of the links on the left menu, or visit the Quality page, the Document Control page, the Human Resources page, the HSE
page, or the IS page for a complete overview of how Mireaux has met all the requirements of IS0 27001 and IS0 9001.

The Operations page may contain four applications, depending on your Web QMS version and specific
configuration: Calibration, NCR, Employee Certification, and Maintenance. You can access the
applications by CLICKING them from the Left Menu or from the Top Menu of the Operations Tab.
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NHUMANRESOURCES HSE IS Admin

fS] Calibration & Certification

gas NCR Reque: Certification Types.

Calibration Status Report ] Certification History
Calibration Adv: o NCRS by Jo Certification Advanced Search
Calibration KPls NCR Ady o Certification KPls

NCR KPis. ,‘f Maintenance & Repair

Asset Information

Asset Inventory Log

Database Management

Database Size Report

4.7.1 Calibration Application

The Calibration Application is a powerful, user-friendly system designed to keep track of the
calibration, verification, and validation of all your inspection, measuring, and test equipment. The

application is designed to handle pertinent information regarding the equipment, such as calibration
records and certificates.

\ ‘ .- ENTERPRISE Friday, January 03, 2014
MIREA”X E MANAGEMENT .0_ Mireaux Admin

SYSTEM (DEMO SITE) Logout

QUALITY DOCUMENT CONTROL Qelgai/ujiel L3 HUMAN RESOURCES HSE 1S Admin

Basic Info ‘You are here

WELCOME TO THE CALIBRATION APPLICATION

Calibration Status Report

Calibration Advanced Search The Calibration application is a powerful system ta keep track of the calibration, verification, and validation of all your inspection, measuring, and test equipment_ It
is designed to handle pertinent information regarding the equipment and calibration records, including calibration certificates.
Calibration KPIs

Please feel free to click on any ofthe items in the left menu. For a look at what equipment is coming up for calibration or is overdue for calibration, please go to the
Calibration Status Report. Thank you for helping with the company’s continual improvement efforts!

o -

To learn more information about the Calibration Application, refer to the Calibration Application
Manual.

4.7.2 NCR Application

The Nonconformance Report (NCR) Application is a powerful closed-loop system designed to handle
nonconforming product with various types of disposition, such as rework, scrap, use as is, remake,

return to vendor, etc. It also allows you to identify nonconforming codes for your nonconforming
parts.
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SYSTEM (DEMO SITE)

EMMQE% i

NCR Request

WELCOME TO THE NCR APPLICATION
NCR Status Repons

Commant o questions?

i
HE%

M Team | WCRAde | mpheyens |

NCRs Walting for Your Action

product with vanous tpes of clspositions. Juch 83 rework. SCrap. USE &5 15, remsake. retum 1o vendor eic. i

NOR Advanced Search The e Repor. or NCR, sppiicas 3 powenul 1200 system dto handia
al50 3BOWS 10U 10 108NSEY NONCONTONMING CoTEE Tor YU RONCONINTING DAMS and UN YaICUS Fepors
HCR KPis
Please feel ired bo Ohck 0N any OTthe Aems on the KR Meénu. For 3 100K 3 what demands your alention. 1ake 3 160K 3l e NCRS walng 1or your 2C0on Deidw Thank you for R#ping wilh the COMEany's Continual improvement effots!
e | @0 |
MR 1 I

NCRNumber NCRSINE

& ® M NCRIZ  Adon

Disposition

Rewerk

issyaDate

Q4022013

To learn more information about the NCR Application, refer to the NCR Application Manual.

4.7.3 Employee Certification Application

The Employee Certification Application is designed to act as a repository of documentation associated

with various employee certifications, as well as to provide a series of reports regarding certification

status.
‘ ‘ = ENTERPRISE Friday, January 03, 2014
[ MIREA”X E “ANAGEMENT 2. Mirgaux Admin
VS Menagement Solutions = SYSTEM (DEMO SITE)

QUALITY DOCUMENT CONTROL QNegiLule L3 HUMAN RESOURCES HSE IS Admin

CON—

You are here:

Certification Types ;
WELCOME TO THE EMPLOYEE CERTIFICATION APPLICATION

Certification History

Certification Advanced Search Welcome to the Certification application. This application is designed to act as a repository of documentation associated with various employee
certifications as well as to provide a series of reports regarding cerification status, including automated reminder emails.

Certification KPls
Please feel free to browse any of the links on the left to find your or your employees’ certification status. Thank you for using the Certification application,
and we hope that it helps you maintain your employees’ cerifications

To learn more information about the Employee Certification Application, refer to the Employee
Certification Application Manual.

4.7.4 Maintenance Application

The Maintenance Application is designed to keep an inventory of usage, preventive maintenance, and
repair of company assets or equipment and to serve as a place to issue Work Orders for maintenance
repairs. It is highly flexible and customizable to suit your company’s needs.
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il

Lo e

Asol Informaticn
Asgotinvantory Lo
P Status Log
Work Onder Regquast
Vitw Work Oroers
Advancid Seanch
Uzintenance kP

Find Assol

(o]

QUALITY DOCUMENT CONTROL Eeigartyl e L HUMAN RESOURCES HSE 15 Admin

M —

L SYSTEM (DEMO SITE) =3

WELCOME TO THE MAINTENANCE APPLICATION

The Waintenancoes appication (s a poweiful system o kep rack of yout squipmant assels, a5 wel 23 el usage, repair, and preventve mMamEnance
nistowies. The application also Sows: wou 10 255U SN0 DOCEES worl ofders. Thank rou for REIping with Twe cOMEeany 'S oofinssl imerovement eizae

To learn more information about the Maintenance Application, refer to the Maintenance Application

Manual.

4.8 HUMAN RESOURCES TAB

CLICK the Human Resources Tab to access the Human Resources pages.

QUALITY DOCUMENTCONTROL OPERATIONS { HUMAN RESOURCES _HSE

The Human Resources page typically looks similar to this:

wabOhAS

Employee Handbook
Org Charts
Job Descriptions

e-Learning

Training Events

Comments or questions?

‘ E"TERPRISE Friday, January 03, 2014
MIREAI—IX = “ANAGE“ENT & Wireaux Admin
Left Menu

Management Solutions < SYSTEM (DEMO SITE) Logout

R PERA HUMAN RESOURCES Ad Search...

ou are here:

WELCOME TO MIREAUX'S HUMAN RESOURCES PAGE

‘We are delighted to have you as an employee and part of our growing family. At Mireaux Management Solutions, we strive to provide you with the latest
tools and techniques to make your work smarter while ensuring the security of your information. We hope that the Web QMS offers you all the
information you need to carry on your work in the most efficient way.

Please feel free to browse through any of the links on the left menu, or visit the Quality page, the Document Control page, the Operations page, the
HSE page, or the IS page for a complete overview of how Mireaux has met all the requirements of IS0 27001 and IS0 9001.

Content section

The Human Resources options vary depending on your version of Web QMS and specific configuration.
Typical applications are E-Learning and Training Events. You can access the subpages and applications
by CLICKING them from the Left Menu, or from the Top Menu from the Human Resources Tab.

Printed copies are considered uncontrolled Page 41 of 59 For Client Use Only




4 MIREALIX

Management Solutions

WEB QMS MANUAL

MMS-WQM-201
Revision: 12/09/2014

HUMAN RESOURCES plRiS i Gy

rg Employee Handbook

‘ *» e-Learning
| e-Learning KPIs.
[

4.8.1 Employee Handbook

. Job Descriptions

@ Org Charts

»» Training Events

CLICK Employee Handbook from the Left Menu or the Top Menu of the Human Resources Tab.

Employee Handbook

‘

Org Charts
Job Descriptions
e-Learning

Training Events

HUMAN RESOURCES

m Em ployee Handbook

‘ » e-Learning
|
L

8 Job Descriptions

HSE IS Admin
@ Org Charts

*» Training Events

e-Learning KPls

In some cases this will take you to a page with a link. In other cases it will take you directly to the

document.

4.8.2 Org Charts

You are here

EMPLOYEE HANDBOOK

Employee Handbook

CLICK Org Charts from the Left Menu or the Top Menu of the Human Resources Tab.

Employee Handbook

Org Charts

P~ N

Job Descriptions
e-Leaming

Training Events

HUMAN RESOURCES p, k=

rm Employee Handbook

‘ »» e-Learning
|
L

IS Admin

a Org Charts . Job Descriptions

» Training Events

e-Learning KPls

You will see a list of the Organizational Charts. CLICK any link to open an Organizational Chart.

¥ou are here

ORGANIZATIONAL CHARTS
Executive
Operations Org Chart

‘Web QM3 Team

For information on how to edit this module go to the Editing Modules section of this manual.

For more information on how to create or edit the link to CIPs see the “Link to CIP” user guide.

4.8.3 Job Descriptions

CLICK Job Descriptions from the Left Menu or the Top Menu of the Human Resources Tab.
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A\

Employee Handbook
Org Charts

Job Descriptions
e-Learning

Training Events

. Job Descriptions

HUMAN RESOURCES pykiasss i il 1) |

rm Employee Handbook a Org Charts
*» Training Events

e-Learning KPls

‘ »» e-Learning
!
L

You will see a list of Job Descriptions. CLICK any link to open a Job Description.

You are here =
JOB DESCRIPTIONS
m Iﬁﬁ « Job Description Department

T Administrative Assistant Click here Administration

#  Director of Finance Click here Finance

# | Director of Sales Click here Sales

#  E-Leamning Specialist Click here Training

# | President Click here

#  Technical Administrator Click here T

# | Vice President of Operations | Click here Operations

For information on how to edit this module go to the Editing Modules section of this manual.

For more information on how to create or edit the link to CIPs see the “Link to CIP” user guide.

4.8.4 E-Learning Application

CLICK E-Learning from the Left Menu or the Top Menu of the Human Resources Tab.

Employee Handbook
Org Charts

Job Descriptions
e-Learning

Training Events

IS Admin

. Job Descriptions

HUMAN RESOURCES p, k=

@ Org Charts

rmm Employee Handbook

» e-Learning *» Training Events

e-Learning KPls

{
|
|
L

To learn more information about the E-Learning Application, refer to the E-Learning Application

Manual.

.. ENTERPRISE

Friday, January 03, 2014
& Wireaux Admin

- Web QMS Enterprise Management System

[‘- M"!EEMAME MANAGEMENT

SYSTEM (DEMO SITE)

Employee Handbook
Org Charts
Job Descriptions

e-Leaming

Training Events

QUALITY DOCUMENT CONTROL OPERATIONS RGIIRUNNSTOeS HSE 1S Admin

You

Welcome to the e-Learning area. Please select from any of the menu options on the left:

EMPLOYEE E-LEARNING APPLICATION

are here:

« To setup a new time period, select Manage Time Periods.

« To create, edit or delete 3 test, select Manage Test.

= To setup an e-Learning course, assign it a test(s) and add it to a role(s), select Manage Time Periods.
» To link a video training file to a test, select Manage Test.

4.8.5 Training Events Application

CLICK Training Events from the Left Menu or the drop down menu of the Human Resources Tab.
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Employee Handbook HUMAN RESOURCES pykiasss i il 1) |
Org Charts
rm Employee Handbook a Org Charts

Job Descriptions

*» Training Events

Training Events e-Learning KPls

‘ »» e-Learning
!
L

. Job Descriptions

To learn more information about the Training Events Application, refer to the Training Events

Application Manual.

ENTERPRISE

&m-l MANAGEMENT

WS SYSTEM (DEMO SITE)

QUALITY DOCUMENT CONTROL OPERATIONS QEGUITEUNNSTelNe23M HSE IS Admin

ou are here: >

TRAINING EVENTS APPLICATION

[4 MIREALIX

agement Solutions =

eb OMS

Employee Handbook
Org Charts

Job Descriptions

Friday, January 03, 2014

@
&y Mireaux Admin

N

| EVENTS CALENDAR

e-Learning

Select Date: 1/3/2014 © Wonth View © Three Month View ) Week View ) Day View

Training Events

Select Location: Select = Select Category. Select -

Show

4.9 EDITING MODULES (ADMIN ONLY)

Modules are any object within Web QMS whose contents can be edited. Web QMS provides over 50
different modules, but here we will only cover how to edit some of the most frequently used modules:
HTML Modules, Link Modules, Table Modules, Glossary Modules, and FAQ Modules.

Though any user can view and use modules, only Administrators are able to edit them. Before you can
edit a module, you must ensure that you are in Edit Mode on Web QMS. To activate Edit Mode, make sure
that Edit is toggled in the Top Edit Panel. When Edit is selected, a Manage button appears behind the
title of a module, as shown in the figure below. The editing menu that results from CLICKING on the

Manage button differs depending on the sort of module being edited.

WELCOME TO

This Enterprise Manage

4.9.1 Editing HTML Modules

An HTML Module allows you to input text. CLICKING the Manage button to edit an HTML Module
brings up the new window containing a text box shown in the figure above. You can recognize HTML
Modules because when you put your cursor on the pencil icon, one of the options you see is, “Edit

Content.”

Here, you have the option to edit text using one of two modes: Design Mode or HTML Mode. Buttons

for these modes (see figure below) appear immediately below the text box.

R Preview

| ./ Design | €3 HTML
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Management Sys

Cuadty Pokicy > Edit Cantent

e B ¢ BaskTofBm  © FohTad Edlee
e B Cstom Links '|J.]' OB B
B L lax s R IEE HAS Aot

= fac Famtame  -|Sc-| BE[F] 9 WL
[ = apply L35 L e

oM g

wevanks 31 Duastizer?

A Deign €3 HIML O Breview

Wordi: & Chareters: 31
versh: @ 5

Warkow iU @ Dt Pusitan

Winkdleay State: 5

[ == [EEVRRREY

Pubished

In HTML Mode, the user can input HTML code along with text

Web QMS Enterprise Management System > Quality Policy > Edit Content

Editor: 7] BasicTextBox @ Rich Text Editor

Fontiame =

|a3’§é diian _-'l"r'\"[jj@@aﬂﬂlv-?[wl i -y i, il
lpn.,.a..,;n.g -

[ B4 bae|l=s==8 ===l
L hi ]n’.l'%'iﬂﬂ,l?*.fé\w‘*.), i
o

b o e i

b7 = 233" sl st argin S A vr s ey i fertak MUS_Jogs_2h

cpsul:— et shon: cenes> 2span stle="Fon 5 25" C5wORgXQUALTTY POKICY crongs cfipan>
0 >At bl ek Management Solutions we stive to defver meiemnmmmmmmmm<spansw- s T —
Vil 2 e oty nd G r8qurements< pan B <5
<tlockauate>
<Mlackauate>
welish excellnce in everpthing we do
<al>

<4
<p>Exper tconsdting advice in the 150 stand:
<>

<45

<>
e

<h>

<

suppart of the e QU </p>
i value-adda J udt sen

<Az

<4>

setforthby
./ Design | €» HTML

version: @ 10

Warkfow in Use: [ Direct Publish

4.9.2 Editing Links Modules
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Design Mode allows users to ENTER text in the same way that they would if they were in Microsoft

Word. Directly above the text box, there appears a formatting toolbar containing options for
formatting text, adding links or images, spell-checking, etc

Links Modules contain a collection of links to various kinds of objects on Web QMS. Links Modules can
link to other pages on Web QMS, external web pages, or files on Web QMS
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‘ou are here.

Edit Links

i

web S

QUALITY

Quality Policy

T —
Process Map

Management Reviews

Internal Audits

External Audits

Objectives
——

DOCUMENT CONTROL

OPERATIONS

You are here: =

HEITS
&

Quality Manual

HUMAN RES

Title:

Link:

This Module is configured to show dynamic Data
Please use Modulesettings to change

Quality Manual
Link Type.
=) URL ( ALink To An External Resource )
) Page ( A Page On Your Site )
® File ( AFile On Your Site )
) User { AMember Of Your Site )
File Location: | 1\WgbQMS/Quality/QManual/

File Name: | QualityManual. pdf v

Upload New File

U Track Number Of Times This Link Is Clicked?

) Log The User, Date, And Time For Every Link Click?
| Open Link In New Browser Window?

[ action Verification Rale

L) Administrators

For example, the Links Module pictured in the figure above contains a link to another page on Web
QMS. Links can be displayed either as drop down menus, or as plain text lists as in the figure above.
Administrators can either edit existing links in a Links Module or add a new link.

4.9.2.1 Adding a Link

You are here

ﬁmEéOUI;CES

Edit

© Agd Link

To add a new link to a Links Module, move the cursor over the Manage icon, and then CLICK Add
Link in the resulting pop-up box. This will lead to a new page containing text fields where you can
define the parameters of the link (see figure below). The Title is the text that will be displayed as
the link. Below the Title is a field to select the Link Type: URL, Page, File, or User.
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Edit Links
This Module is configured to show dynamic Data.
Please use Modulesettings to change.

Title: CIP User Guide
Link Type:
@ URL ( A Link To An External Resource )
© Page { APage On Your Site )
@ File ( AFile On Your Site )
© User { A Member Of Your Site )
Location: { Enter The Address Of The Link )
Link: hitp:/fwww. mireauxms.com/WebQMSWek

Select An Existing URL

[ Track Number Of Times This Link Is Clicked?
[F1Log The User, Date, And Time For Every Link Click?
Open Link In Mew Browser Window?

retrieve content now

automatically content refresh never -

Get Content:

[T DocCantrol_Sales

7 DocCantrol_Training
[F DocControl_WebQMS
[ Document Specialist
[ Empleado

[F Employes

Roles:

Description:

View Order:
- Update © cancel

Before
X Delete

~ CIP E-Leaming Video - Admin -

When inputting a URL link (links to external websites), simply paste the desired URL into the
Link textbox. Selecting Page, File, or User (links to QMS pages), will yield additional fields or drop
down menus from which an appropriate item can be chosen.

The Get Content field contains radio buttons that allow users to track how often a link is clicked
and by whom, as well as the option to have links open in a new browser window. Next, the Roles
field allows you to control who may access this link.

In the Description field you are able to provide an explanation of the link, or any notes you feel
are relevant to describe the link.

Finally, the View Order shows drop down menus where you can select where in the list of links
this new link will fall. CHOOSE a pre-existing link from the right drop down menu, then CHOOSE
either Before or After to determine where the new link will be placed. CLICK Update to add the

link to the list.

4.9.2.2 Edita Link

To edit a link that already exists, CLICK the Manage button that appears to the left of the link. This
will direct you to Edit Links page (similar to when you added a new one). The only difference is
the existence of a Red X Delete icon next to the Update link. CLICKING here will delete the link
from the Links Module. Edit the information for the link as needed and then CLICK Update to save
the information.
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4.9.3 Editing Table Modules

Table Modules allow the creation of a table in order to display a list of records with specific fields. Each
field can be configured with various additional options like drop down selection, input validation, input
help text, or formatting. Most tables feature sorting, paging, filter, and search features. An example of a

Table Module is shown in figure below.

Date = Organization 4 Lead Auditor ! Intemal Audit Agenda ! Intemal Audit Rapaort A Action kems d

# | G282012

INTERMAL AUDITS

M. Polk TBD

Lal B2572012 BP Ameica M. Boudreaux | InlefnalfoedtAgenda.pdl | InlernaledtRepe pdl | See CPs..

4.9.3.1 Adding a New Record to an Existing Table

To add a new record to an existing Table Module, CLICK the Manage Yellow Pencil icon to open.
This will open a new pop-up box. Within this box, CLICK the Add New Record button. The
following screen appears:

Edit Record
Qe
Dvganization:
Laaid Audinon

taromal Susdit Ropon

Sielion Nima:

* ragqursd

latomal Budit Ageada:

Upsiain

Calsndme

Lk Fype
& IR A Lok ToAn External Hesgues )
Faga | & Page O Your S |
Fiki { & Fda O Youi B
coason | Erear Tee Adgress OF The Link |

izl

Edinee: Basr T Bz @ Pich Teord Edir

o i e e W ATt

[ e e

Bor W et % ERGREE IS M B A M Fodbliee oS BE3E
aAm

Ty sl i

o Bomgn | € HTML G Frrmen [

{mncel

The particular fields in the resulting form vary based on the Table itself. For instance, in the
example depicted in the figure above, there are fields to add the date, the name of the lead auditor,
and links to internal audit agendas, reports, and Action Items. Input the pertinent information for
your table as necessary, then SCROLL down and CLICK the Update button.

4.9.3.2 Editing Existing Records

To edit an existing record, CLICK the Manage Yellow Pencil icon that appears to the left of the
record that you wish to edit. CLICKING this icon will lead to the same form used to add a new
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record to an existing Table Module (see previous section figure). Simply modify the record as
needed and CLICK Update.

4.9.3.3 Editing Table Module Properties

In order to edit the Table Module’s properties, CLICK the Manage Yellow Pencil icon, and then
SELECT Form and List Configuration. A screen similar to the one below will appear, showing all
the table columns. Depending on your configuration, this number of fields may vary.

F";"‘ ~==List Configuration

= Schema Definition

Data Table Setup

Spaeify tha “Usar Detinad Tatia™ eolumns you wish ta meluda in your Farm o List

Searchabie

[l =] =l < = =l = = &
ccoococcoocC

LU

# More Column Settings

* Page Related Semings

o List Sanings

The Manage Yellow Pencil icon next to the column title indicates that an individual item can be
edited. The Red X Delete icon under the same column indicates that an individual item can be
deleted. Here, items can be made searchable, new columns can be added to the table, and the
appearance of the table can be altered. Advanced editing functions for Column Settings, Page
Related Settings, and List Settings are available as collapsible menus

4.9.4 FAQ Modules

FAQ Modules are used to create a list of questions and answers, or any other information that needs to
be expanded and collapsed. FAQ Questions are the links displayed by default in an FAQ Module. For
example, in the figure below, the Questions are Internal Audit Schedule and Qualified Auditors. The
latter has been expanded to show the entry’s answer.
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Qualified Auditors

Internal Audit Schedule

Qualified Internal Auditors
I50Ms OHSAS API Spec
Name IS0 9001 (IS0 27001 (1SO 14001 16949 18001 a Languages
Miriam Boudreaux RABQSA |RABQSA English, Spanish
Patrick Hage ANSI-RAB ABS English
David Liggitt IRCA Yes English
Madhavi Shrivastava BvQi English, Hindi
Internal Audit Schedule
4.9.4.1 Editing an Existing FAQ Entry
Edit this FAQ entry
Lanegory <SalectCatogary> =
Cozmalin Counld st Ayditon
Kntewris _':?.ﬁi.-.-j-c--h--;'.- B, B st Lirks

Az Bz el B L

W T ke o ¥ SRR IS S AR B s e Pt | e EE

AW

' T

Haeme IS0 %0 is02mn jso e SNTS OH3AS

Wirsam Boudoemus : ReBOIA |

Wchal Falk

Klsmus Petansan BABQSS DM Dy

_-/' Dmign | ¥ HTML G Provie Wendn 33 Cransciers 627 -

H ipdare & Cancel X Deless

Next to each entry in an FAQ Module appears a Manage Yellow Pencil icon. CLICKING on this
icon leads to the FAQ Entry Edit page. The FAQ Entry Edit page contains fields for editing the
question and answer displayed within the FAQ Entry. Once all the information has been edited as
needed, CLICK the Update button to save your work.

4.9.4.2 Adding a New FAQ

Put the cursor on the pencil icon next to the module title. CLICK Add New FAQ from the pop-up
menu. The same FAQ Entry Edit page shown in the previous section figure will appear. Simply
FILL OUT the Form in the same manner as when editing an old entry and then CLICK Update

when finished editing.

4.9.5 GLOSSARY MODULE

The Glossary Module is a simple searchable module that displays multiple terms and their definitions.
Letters at the top help to filter down by letter. In the Glossary Module, a term is called a glossary

word.
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“You are here >

GLOSSARY, TERMS & DEFINITIONS

Fitters: | ¢ | a||B | c||D|E F|6 H|1 J K|L|m N|o||p @|R|s T u|v|w| x|y z A

AFE
Approved For Expenditure

Affected employee
An employee whose job requires him/her to operate or use a machine or equipment on which senvicing or maintenance is being performed under
lockout or tagout, or whose job requires him/her to work in an area in which such senicing or maintenance is being performed

AHT
Anchor Handling Tug

Al
Additional Insured

AOB
Any Other Business

AP
Asia Pacific/ Accounts Payable

API
Active Pharmaceutical Ingredients

Approval of a procedure

Approval of a procedure simply means it is current, accurate, and ready for use. This means that the document nas undergone a systematic review
against the most current available information and that cognizant persons have evaluated it against their experience. It does not mean the procedure
is perfect. Procedures will always be in a state of continuous improvement.

4.9.5.1 Editing an Existing Glossary Word

Edit Word

Glossary Word:
AFE

Descaiption:

®  Rich Texd Editor

Edizor:

|{ mar Stle =) Apply C55 Cl.. + |

Appeoved For Expanditure

2 0esgn | O HIML O, Previews Words: 3 Characters: 34

Hezlavtural Woreds:

Flae el *
Approval al @ procodise TMes

ElAuthorized employes EINCR

ClAuthonzed entrant CINDE

4 0] o "

Update Cancel

To edit an existing glossary word, CLICK the Manage Yellow Pencil icon to the left of it. Doing so
will open the Edit Word window, which contains fields for the word and its definition.
Additionally, below the definition text box, there is the option to link an entry to related terms.
Simply CLICK the box next to related terms to create a reference to these terms in the glossary.

4.9.5.2 Deleting a Glossary Word

To delete a Glossary Word, CLICK the Red X Delete icon displayed next to the Manage Yellow
Pencil icon.
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4.9.5.3 Adding a New Glossary Item

To add a single new glossary word, CLICK the Manage Yellow Pencil icon near the glossary title
and SELECT Add Item. Simply ENTER the new word in the same manner and then CLICK Update
to add the word to the glossary.

4.9.5.4 Bulk Insert of Items into the Glossary

If many new words need to be added at once, the most efficient way to do so is through the Bulk
Insert function, which can import a list of words from an Excel spreadsheet. First, ensure that the
spreadsheet of glossary words is formatted properly. Cell A1 should contain text reading Word
and cell B1 text reading Description. The glossary words to be added should be listed in column A.
The description of the word should be located in Column B. In the end, the spreadsheet should
look like the one depicted in the figure below.

Make Sure Cell A1 is labeled Word

Make Sure Cell B1 is labeled Description

P A

1 ‘Word

2 |Database Driven Sites
3 eCommerce
4

|eMail MTQ

Column 1 - Word

e © E F G H I

Description

Where a datzbase of information is used to control the content and functionality of the site.
The process of seling products or services via the Web.

Thﬁethod of utilzing electronic mail (email) as a medium for Marketing and Promotions.

Column 2 - Description

NOTE: This spreadsheet must be saved as a 2003 Excel spreadsheet. Later versions of the Excel
spreadsheets have .xlsx as the file extension, while Excel 2003 spreadsheets have an .xls
file extension. If using Excel 2007 or later, format the spreadsheet as described above,
then CLICK the Office icon and choose Save As. When at the Save As dialogue box, CLICK
the drop down menu titled Save as, then ENTER, CHOOSE Excel 97 - 2003 Workbook,

and save.

| rg New folder d= = "
B Deskiop * . Marne
18 Dewnloads
" Recent Places

S Libreries
) Docurments

1™ Computer
& 1P C)
s FACTORY_IMAGH
[ - T—" e ™
File name: BooklOlderExcelVersion &
Save a5 type: |Escel Workhook 'J

el Workbook
el Macro-Enabled Workbook

Excel Binary Workbook
Exced 572003 Workbook:

XML Data

Aut Ex
Autheirs: g

Once the spreadsheet of glossary words is properly formatted and saved, go back to Web QMS,
CLICK the Manage Yellow Pencil icon next to the title of the Glossary Module, and SELECT Bulk

Insert.
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Then, CLICK the Choose File button and SELECT the spreadsheet from your local network.
SELECT the proper file, then CLICK next.

Pick avalid Excel 2003 xis file to uplcad and than hit naxi.:

| Choose File | Mo file chasen

Neat |
Example iImage of Excel File

Make Sure Cell A1 is labebed Word
-l Make Sure C

The words from the spreadsheet will be displayed for review. There will also be buttons to
SELECT whether to Skip Existing Items or Overwrite Existing Items if any of the words in the
spreadsheet are already present in the Glossary Module. After choosing one of these options and
ensuring that all words and definitions are correct, CLICK the Update button to add the words to

the Glossary Module.
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Pick a valid Excel 2003 .xls file to upload and then hit next.:

® Sgip Existing tems ) Overwrite Existing ltems

word Description

Database Driven Sites(Where a database of information is used to control the content and funtionality of the site.

eCommerce The process of selling products or services via the Web.

eMail Marketing The method of utilizing electronic mail (email) as a medium for Marketing and Promations.

Example Image of Excel File

/

Make Sure Cell A1 is labeled Word

/ Make Sure Cell B1 is labeled Description

A

| word

| Database Driven Sites
|eCommerce

|eMail Marketing

| S YR D—li!

Column 1 - Word

Update Cancel

Description

e | o [ e [ F [ & [ W [ 1 ]

Where 3 database of information is used to control the content and functionalty of the site.
The process of seling products or services via the Web.
Thi method of utiizing electronic mail (email} as a medium for Marketing and Promotions.

Column 2 - Description

4.10 ADMIN FUNCTIONS (ADMIN ONLY)

Users holding the Administrator role can access the Admin Tab in the Top Menu.

QUALITY DOCUMENT CONTROL

OPERATIONS HUMAN RESOURCES HSE IS Admin

The Admin Tab allows access to various administrative functions. We will explain the following five:

e User Accounts
e Bulk Email
e File Manager

e Recycle Bin

e Organizational Variables

4.11.1 User Accounts

Here, Administrators can manage user accounts, performing such functions as authorizing a user,

managing roles for a user, managing passwords, and managing profiles. For further details on these
functions, refer to the User Access Functions sections of this manual.
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4.11.2 Bulk Email

This function allows Administrators to send emails to other users of Web QMS. CLICKING the link to
this page yields a form for bulk emails that includes fields for the author’s email address, an address
to which replies should be sent, the subject message, and a text box in which to write the message

itself. When you have entered the email message and filled out the other necessary fields, CLICK the

button reading Send Email.

Bulk Email

Selected Role

usar Rolegs) Filter fiy Group

< Gilskbl Rolme >

Addiional Emais

i SuppaEmirealsms com

Riply Tor |

Subpect |

m —

Canor: @ Basic Tesl Box

4.11.3 File Manager

The File Manager is a powerful function that allows Administrators to manage files in the server. In
the File Manager, files can be uploaded, copied, moved, or deleted and their permissions managed.

[You are here

File Manager

Folders

|Secure

7]

8 Add F¢

Files:

& Refresh

¥l Copy Files

o

Move Files

4| Upload

6]

File Name

B@1vebgms

B '@ooccontrol
@externalDocs
@erocedures

B
@emprolicyManual
@obDescriptions
Sorgcharts

B @ Training

B
@extaudit
@intaudt
&lSMSManual
QismMsPaicy

-
@igmiReview

Portal Root\1WebQMS\

NOTE: This folder follows the same structure as Web QMS.
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a.

Uploading a file: CLICK the Upload button in the File Manager display and SELECT the File from
your local computer. Use the drop down menu labeled Folder to determine where the file will be
saved on Web QMS. It is important to select the correct folder, so that you can keep all files
organized. Then CLICK Upload File to proceed.

~  File Upload

Portal Root: €N roral
Browse Files No se ha seleccionado ningln archivo SETINEEGEST
Folder Portal Reot [=]

Decompress ZIP Files? [

| [ Your site is configured with a maximum file upload size of 2047 MB. |

Return

If files are uploaded through FTP, CLICK the Synchronize Files button to keep the information
up-to-date. The Synchronize Files button helps to ensure that Web QMS recognizes all files that
have been uploaded on the server through the FTP client.

EgAddFolder  fgDelete Folder B synchronize Files [l Recursive
| Upload & Delete Files o

[

Deleting a file: To delete one file, CLICK the Trash Can icon next to it. To delete multiple files at
once, CLICK the checkbox next to the unwanted files, and then CLICK the Delete Files icon at the
top of the File Manager Display.

g Delete Folder 8 Synchronize Files [Recursive
& Delete Files o
File Name Date Size g

113/2012 3:27:20 PM A LT O

6/5/2012 11:44:44 AM A 33,280 ]

Permissions: Administrators can edit the Permissions or security settings of files or folders to
determine who can view or edit items. The Permissions menu is located directly below the File
Manager Display. To edit Permissions, simply SELECT an Item or folder, and then check the
appropriate boxes. Permissions are usually set according to roles on Web QMS. For example, if
anyone in an Employee role should be able to view a file, then check the box for Open Files next
to the label Employee.

Permissions:

Filter By Group: | < Global Roles > 5 [=]
Browse
Open Files Files in Write to
in Folder Folder Folder
Administrators a2 a2 a
All Users a a O
Employee « « 4
Registered Users a a O
Unauthenticated Users a a O

Username: { Add
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4.11.4 Recycle Bin

Administrators can view the Recycle Bin and restore a module or page that was intentionally or
mistakenly deleted, as long as the Recycle Bin has not been cleared.

ou are here: »

? Recycle Bin
A

Pages | Modules

MASTER DOCUMENTS -
Document Register

Database Management

Database Size Report

PMI Attachment Uploader

Restore Selected Page

Empty Recycle Bin

Delete Selected Page

To restore or delete a page or module, Web QMS has to be in Edit mode. Select the Pages Tab or

Modules Tab and choose the appropriate page or module and CLICK Restore Selected

Page/Module or Delete Selected Page/Module. You also have the option to Empty Recycle Bin.

4.11.5 Organization Variables

In this area, Administrators can manage parameters used in the Calibration, CIP, Employee
Certification, Maintenance, and NCR Applications. For details, refer to the Administration sections in
the respective Calibration, CIP, Employee Certification, Maintenance, or NCR Application Manuals.
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03/02/2011 All Creating a Login and Resetting a Password and MMS-WQM-203 Authorize Unauthorize M. Boudreaux
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Web QMS is a product of

MIREAUX MANAGEMENT SOLUTIONS
Www.mireauxms.com

For support contact: support@mireauxms.com or 713-589-4680
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