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1.0 PURPOSE AND SCOPE

The Continual Improvement Program or CIP is a powerful closed-loop Corrective and Preventive Action
application designed to handle opportunities for improvement from various sources such as customer
complaints, internal or external audit findings, management review action items, supplier issues and any
systemic company problem.

NOTE 1: In order to perform some of the actions below, you will need to be assigned the Administrator
and/or CIPAdmin role.

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

CIP Continual Improvement Program
KPI Key Performance Indicators
NCR Nonconformance Report

3.0 SECURITY ROLES

Action Verification This user can verify that actions have indeed been physically taken
and approve or reject each response as adequate.

Administrator Full Web QMS Enterprise 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.

CIP Admin This user has full administrative privilege to all CIP menus and
records.
Coordination This user can accept or reject a CIP. If acceptable then he/she

coordinates the CIP by assigning an Investigator and appropriate
verifiers. The Coordinator can also fill out the containment portion
of the CIP, setup reminders and escalation functioning, etc.

Employee This user has full access to view information on Web QMS, but
limited ability to edit or create records. Employees can create and
view CIPs.

Investigation Verification This user reviews proposed root cause analysis and actions and

approves or disapproves each investigation response.
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Validation This user verifies that the original problem did not reappear and
closes the CIP as applicable.
Risk Assessment Verification This role is responsible for conducting risk assessment and

submitting the risk score.

4.0 INSTRUCTIONS

The Continual Improvement Program (CIP) page is located under the Quality Tab on the Top Menu of
Web QMS. You can access the CIP Application from either the Quality Tab of the Top Menu or the Left
Menu of the Quality page.

I QUALITY | DOCUMENT CC

(elVORIA g DOCUMENT CONTROL OPERATIONS  HUMAN RESOURCES HSE It

iy Eoicy <= Quality Policy © Quality Manual » Process Map
Quality Manual

B? Management Reviews ® Internal Audits ® External Audits
Process Map =
Management Reviews “B Objectives E Customer Satisfaction . cie

Internal Audits New CIP Reguest Page

External Audits CIP Reports

Objectives
Advanced Search

Customer Satisfaction

CIF KPls

Once you SELECT CIP, you will be directed to the Continual Improvement Program (CIP) page which
has its own menu on the left:
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New CIP Request Page Yoaare R =
e WELCOME TO THE CONTINUAL IMPROVEMENT PROGRAM (CIP)
eports
Advanced Search The Continual Improvement Program or CIP is a powerful closed-loop Corrective and Preventive Action system designed to handle opportunities for improvement from various
sources such as customer complaints, internal or external audit findings, management review action items, supplier issues, or any systemic company problems.
CIP KPls
Please feel free to click on any of the items in the left menu. To see what demands your attention, take a look at the CIPs Waiting for Your Action below. Thank you for helping
with the company's continual improvement efforts!
EIIrFl’d Corrective Action Preventive Action
omNring Ak, Preventive Action
any B
3 r =
¢ L 0
i H m*| woncr | [ L [ Ir o
Comments or questions? E = T g | F
¥ ] ! ] ! N
[ Emairus ] i i e 5 ’_'_‘..,, T‘_.“
i i H >
i g Coordination ] |t [ e
i £ ¥
: i pror
CIPs Waiting for Your Action
CIP Number Source Assigned To Status Inv Due Date CIP Title Summary
€ W X CP10%6 Safety Incident Mireaux Admin Action 10/30/2013 Safety Incident: Slip
~ B @ X CcIP1097 Safety Incident Mireaux Admin Investigation 10/30/2013 Safety Incident: Cut
~ ¥ & X CIP1098 Internal Audit Mireaux Admin Action Verification 10/31/2013 0BS: Process Map
~ B @ X clP1099 External Audit Mireaux Admin Action Verification 10/31/2013 NCN 1: Review of Requirements
P W X CIP105 Safety Incident Mireauwx Admin Investigation Verification 11/21/2013 Chemical Spill
P9 X CciP10s Customer Complaint Mireaux Admin Action Verification 1/1472013 Wrong Stamping

Another feature on the CIP home page is the list of CIPs waiting for your action table:

CIP Number Source Assigned To
. # & X CIP10%6 Safety Incident Mireaux Admin
. B @ X cIP097 Safety Incident Mireaux Admin
. # @ X CIP1098 Internal Audit Mireaux Admin
. B @ X ciP1099 External Audit Mireaux Admin
. # @ X CcP10s Safety Incident Mireaux Admin
. # @ X ciPnoe Customer Complaint Mireaux Admin

Status

Action

Investigation

Action Verification
Action Verification
Investigation Verification

Action Verification

Inv Due Date
10/30/2013
10/30/2013
10/31/2013
10/31/2013
11/21/2013

11/14/2013

CIP Title Summary

Safety Incident: Slip

Safety Incident: Cut

OBS: Process Map

MNCM 1: Review of Requirements
Chemical Spill

Wrong Stamping

A CIP in this context refers to an individual Corrective Action or Preventive Action which has been
requested by you or another employee at your company. Prompt resolution of CIPs helps the company

improve its product and processes. This table displays all CIPs to which you have access and which

require input from you to move towards closure.

NOTE: This section will be blank if there are currently no CIPs awaiting your input.

4.1 VIEWING/EDITING/DELETING A CIP

The table located at the bottom of the CIP Application is the CIP Waiting for your Action table, which

contains the following options:
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4.1.1 VIEWING A CIP

ADMIN

USER

e Magnifying Glass icon: CLICKING this icon displays a more detailed view of the selected CIP.

are here

CIP View All

@ | Coordinstion | Investigation | Action Vesification | Validation
ot sumesa ot | b b s n e efrtvrml | beatios cariimdn oot | kit m oo v il | e Lot elnerrorsel

{ | N ]
husioe |

4 CIP # CIP1108, Status: Investigation U

Date 11/20/2013 Type/Source Quality / Customer Comglaint
Location Houston Originator Wiriam R. Boudreaux
Associated NCR

CIP Summary Title wrong stamping

Product/Process Plastics Customer Name smeriforgs
‘Customer Rep Name Email/ Phone i

P/N /Revision/Cuantity I Customer CARF/POR f

Responss Required Customer Allow Access? NO

Reguested Due Date 11/27/2013 Suggested Investigators Mireaux Admin

‘Opportunity For Improvement

but the stamping was not comact.

THe order was for material 15 and 12 " however we sent material that all stamped 16". The size was cormact

NOTE: If you find a number in “Associated NCR” field, this mean that the CIP was created from a
specific NCR. The Associated NCR number is an active link which you can click to view the
details of the associated NCR directly.

4.1.2 EDITING A CIP

e Green Arrow icon: CLICKING this allows you to proceed to the next step of the CIP action.

N R N RN N N

ot X CIP1087
@X CIF1088
« X ciPi099
& X  cPoo
w X cPios
“ X cPnos

Safety Incident
Internal Audit

External Audit
Safety Incident
Safety Incident

Customer Complaint

e Manage Yellow Pencil icon (ADMIN ONLY): CLICKING this allows you to edit the information of

any existing CIP:
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“ # ¥ X CIP1097 Safety Incident
. # o X CIP1098 Internal Audit
). & () X  ciPiogs External Audit
I/\\s\ & « X  cIP1100 Safety Incident
), & () X  cIP110s Safety Incident
Y & L) X CIP110& Customer Complaint

When you CLICK the Manage Yellow Pencil icon, the CIP Edit Screen displays. Scroll down to view all
the fields. Here is a partial snap shot:

CIPNumber 25CA3D17D4
IssueDate 5/10/2012 10:55:55 AM
Originator 124

CIPType ams

Site Houston

Source Supplier lssue

Product Mot product related

You can edit all information of the CIP, excluding the CIP Number Field, according to your needs. For
example, if you want to change the product, you need to REMOVE the Current Information in the
Product field and ENTER new product name in it. CLICK Save to proceed.

If you want to change the CIP path, there are 4 fields that you need to change: CIPPath,
CIPClassification, CIPmyPath and CIPStatus. For example, you can change CIPPath from Long Path
(LP) to Short Path (SP), or change CIPClassification from Preventive Action (PA) to Corrective Action
(CA). In this case, you will have to make sure you also change CIPmyPath from PALP to CASP.
Meanwhile, do not forget to revise the CIPStatus field at the bottom of the edit screen and make sure
you are at the correct stage which exists in the CASP.

In other words, if you have a CIP that is a Short Path and if you are at investigation verification stage,
you have to change it to investigation stage or change it to action verification stage, because CASP
does not have investigation verification and action stage. (See table in section 4.4 for stages associated
with each path.) Without changing the CIPStatus, your CIP cannot proceed any more. As a result, your
CIP would be stuck in that non-existing stage. Remember to change all 4 fields so that the information
can be saved correctly into the system.

4.1.3 DELETING A CIP

e Red X Delete icon (ADMIN ONLY): CLICKING this allows you to delete the CIP record. After you
CLICK the Red X Delete icon the following pop-up displays:

4 & = x CIP1096

CIP Number T1ED485E12

W Ly u x CIP1097 Dele Eﬂ Cancel ]

CLICK Delete to remove the record, or CLICK Cancel to go back to the table.
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4.2 REQUEST A CIP

CIPs can be either corrective, in response to a failure, or preventive, to stop possible sources of
nonconformity before they become an issue. Any user can request a CIP at any time.

4.2.1 New CIP Request-Page 1

To access the New CIP Request Page, CLICK New CIP Request Page in the Left Menu of the CIP
Application page or in the Top Menu of the Quality Tab.

;
Mew CIP Request Page

CIP Reports

Advanced Search

CIP KPls

The following screen will appear:

QUALI DOCUMENT CONTROL ~ OPERATIONS  HUMAN RESOURCES HSE It

J Quality Policy ® Quality Manual » Process Map

[ Management Reviews ® Internal Audits ® External Audits

I
} “§ Objectives E Customer Satisfaction ®
I

IP Request Page

{ - .CIP = . J

You are here

NEW CIP REQUEST (Page 1 of 2)

& P Number:*  p1cFAQTSI2

& 1ssued Date:* |

a Originator:* |
O site:=

a

Product/Process: *

& Request Due
Date:*

- Required -

- Required -

[ suggested Investigators:

HarType:*  _Required- -
- & source:* - Required - -
- & Rresponse —ChooseOne— =

Requirement:
Select Date

Admin, Mireaux
Bakerink, Ryan
Jackson, Mike
last, first
Mireaux, User5
Partner. Mireaux
Tanguay, Amy
User, Mireaux
User, Test
User. New

n

Continue to Page 2

NOTE: Fields marked with a red asterisk are required.

The New CIP Request form is divided into two pages. The second page changes based on the Source
entered on the first page. Different fields will be displayed on the second page depending on the
source of the CIP, because CIPs from one source require different information about their origin than
CIPs from another source. On the first page, you are asked to FILL OUT the Following Fields:

NOTE: The second page will populate differently depending on what is selected from the Source

field.

The New CIP Request Page contains the following fields:

CIP Number: This field is automatically filled with a system generated number. If the number is

already taken, the system will prompt you to regenerate it.

Issued Date: This is a system generated date, corresponding to the date the CIP is being filled out.

Printed copies are considered uncontrolled
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e Originator: The name of the person requesting this CIP. This is automatically filled out with the
user name of the user who is logged on Web QMS.

e CIP Type: SELECT from the drop down menu the Primary Area related to this CIP:
Environmental, Information Security (ISMS), Quality or Safety.

e Site: SELECT from the drop down menu the Company Site where the opportunity for the CIP
appeared. If the CIP appeared in more than one site, then choose the main one.

e Source: SELECT from the drop down menu the Origin of the CIP. The source should answer the
question: Where was the need for the CIP brought up? What process or venue led to the decision
to create a CIP? The answer given in this field will affect the information requested of you on the
second page of the New CIP Request process. Make sure you SELECT the correct Source from the
following options: (Actual items may vary.)

- Customer Complaint
- Internal Audit

- External Audit

- Internal Issue

- Lessons Learned

- Management Review
- MOC (Management of Change)
- Out-of-Tolerance

- Safety Incident

- Security Incident

- Supplier Issue

e Product/Process: SELECT from the drop down menu the Process or Product more closely
related to the CIP, if you do not see a process or product that closely relates, SELECT Not Product
Related or contact the Administrator.

e Response Requirement: SELECT from the drop down menu the Appropriate Person (external)
that is expecting a response on this CIP. This will alert the CIP Administrator to forward responses
regarding this CIP as appropriate.

e Request Due Date: ENTER the date that you believe the CIP needs to be investigated by. The
formatis MM/DD/YYYY.

e Suggested Investigators: You may SUGGEST a person who you believe is best suited to
investigate this CIP.

When you have completely filled out Page 1, CLICK Continue to Page 2 to continue the CIP Request
process.

The page that is displayed after CLICKING Continue to Page 2 contains three sections.

The first section, whose fields are shaded grey, contains the information you entered previously. You
cannot change this information now, though you can edit some fields later. The second section
contains fields which vary depending on the answer given in the Source field on the previous page.
We will discuss these a little later. The third section, which begins with CIP Summary Title, contains
fields which are common to all CIPs regardless of Source.

Printed copies are considered uncontrolled Page 10 of 52 For Client Use Only
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NEW CIP REQUEST (Page 2 of 2)

& aP number:* [picFaom2
& originator:* l—
O site:- l—
@ product:* [Notproductielaied
 suggested [y Tanguay

Investigator:

7] Management Select Date
Review Date:*

& P summary
Title:=

3 opportunity for Improvement:=

Agttacc[rl:ments:
Ettaccl:menm
.ﬂ\gttacé[:ments;

9 1ssue Date:*
dcp Type:*

3 source:

& Response
Requirement:

After you have filled out the fields on Page 2 which are particular to your source you can FILL OUT the

Common Fields.

CLICK Submit CIP and the following should appear.

investigation.
Attachments: If you have any evidence regarding the problem, you can UPLOAD them Here.

CIP Summary Title: ENTER a very short summary of the CIP here.

Opportunity for Improvement: This is the problem statement. ENTER all the Information
Available, with specific details such as document numbers, sequence of events, any reference
numbers and any other information that will assist in conducting root cause analysis and

& cp summary
Title:=

B ap
Attachments:
Bap
Attachments:
B ap
Attachments:

Submit CIP

& opportunity for Tmprovement:=

Browse_
Browse_
Browse_

Continue

NEW CIP REQUEST (Page 2 of 2)
Your CIP "8080A6ABCE" has been submitted for coordination.
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The CIP Coordinator will receive an email similar to this:

I:rdm: Suppor biEmireauxms. com
[ 3
= - L - = =
=
[Subject: Mew C(IP LEDTEBTA5S Awaiting Coordination

The fallowing CTP 1IEDTEBT459 is waitng for coordinaton:

Isswe Date: $/17/2011 1:19:36 AM
Site: San Diego

‘Originator: Minam F_ Boudreaus
Seurce: Customer Complaint

CIP Type: OMS

Product: Cables

Oppormunity for Improvement:
Lastt

Please click on this link to proceed ro: CIP Coordination

4.2.2 New CIP Request-Page 2: Customer Complaint Source

If the Source of your CIP is a Customer Complaint, you will need to FILL OUT the Following Fields in
the second section of New CIP Request (Page 2 of 2):

© authorize Access
to Customer
Representative:

& Customer Name:-

& Customer Email:

& Customer CAR
Mumber:

& customer
Representative:
(7]

Product/Part/Ttem
Number:

D ves & o

& Customer Phone:

& part Revision:

NOTE: Fields marked with a red asterisk are required.

The Customer Complaint Source page contains the following fields:

o Authorize Access to Customer Representative: SELECT whether you would (Yes) or would not
(No) like to give the customer representative access to the CIP. If you give the customer rep access
to the CIP, then he/she will receive an email.

e Customer Name: SELECT the Customer Name from the drop down menu. Customer Names can
be managed in the CIP Administration section of the Organization Variables page. To learn how,
refer to section 4.14 CIP Administration.

o Customer Email: ENTER the Customer Email, if available.

e Customer Phone: ENTER the Customer Phone, if available.

e Customer CAR Number: ENTER the Customer Corrective Action Request Number, if available.

Printed copies are considered uncontrolled
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e Customer Representative: ENTER the name of the Customer Representative who issued the
corrective action, if available.

e Product/Part/Item Number: ENTER the Product, Part, or Item Number in this field, if
available.

e Part Revision: ENTER the Revision of the Product, Part, or Item, if available.

4.2.3 New CIP Request-Page 2: External Audit Source

If the Source of your CIP is an External Audit finding, you will need to FILL OUT the Following Fields
in the second section of New CIP Request (Page 2 of 2):

& Authorize Access - =
o Yes Y No

to Auditor:
& Audit Date:- Select Date & Audit Type:- ~Choose One - -
& Auditing & Auditor Email
Company;= Address;
& Lead Auditor
Mame:=
& Audit Mumber: ! Finding Mumber:
& Standard: —Choose One - - & Section [ Element
Number:
! Document & Document f
Mumber: Section Number:
& CIP Summary ! Finding Type: - Choose One - -
Title:-

NOTE: Fields marked with a red asterisk are required.
The External Audit Source page contains the following fields:

e Authorize Access to Auditor: SELECT Yes if you want the auditor to have access to this CIP.

e Audit Date: ENTER the Date the audit was performed.

e Audit Type: CHOOSE Process or Product from the drop down menu, depending on whether this
was a Process Audit or a Product Audit.

e Auditing Company: ENTER the Name of the company who conducted the audit, if available.

e Auditor Email Address: ENTER Auditor Email, if available.

e Lead Auditor Name: ENTER the name of the Lead Auditor who conducted the audit.

e Audit Number: If your audit has a Number, ENTER it here. A good format is the year plus the
audit number, i.e. 2010-1, 2010-2, etc.

e Finding Number: This is where you can CHOOSE a Reference Number to differentiate specific
findings for a particular audit. This is an optional field, because the CIP Application will
automatically assign a specific number to each CIP entered; however, you may find it useful for
internal reference. A good format is to ENTER Nonconformities as NCN#, i.e. NCN1, NCN2, etc.,
observations as OBS#, i.e. 0BS1, OBS2, etc., and opportunities for improvement as OFI#, i.e. OFI1,
OFI2, etc.

e Standard: CHOOSE the Standard used when auditing, e.g. [SO 9001, from the drop down menu.

o Section/Element Number: ENTER the Section or Element Number of the Standard referred to
in the finding, if available.
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e Document Number: ENTER the Number or Name of your organization’s procedure, if given in
the finding.

e Document/Section Number: ENTER the Section or paragraph of the procedure above, if given
in the finding.

e Finding TYPE: CHOOSE Major, Minor, Observation or OFI from the drop down menu.

4.2.4 New CIP Request-Page 2: Internal Audit Source

If the Source of your CIP is an Internal Audit finding, you will need to FILL OUT the Following Fields
in the second section of New CIP Request (Page 2 of 2):

& audit Date: - Select Date & Audit Type:- ~ Choose One - -
& Lead Auditor
Mame:~
& Audit Mumber: “ Finding Mumber:
& Standard: ~Choose One - - 4 Section [ Element
Mumber:
& Document & Document /
Mumber: Section Mumber:
& CIP Summary “ Finding Type: - Choose One - -
Title:-

NOTE: Fields marked with a red asterisk are required.
The Internal Audit Source page contains the following fields:

e Audit Date: ENTER the Date the audit was performed.

e Audit Type: CHOOSE Process or Product from the drop down menu, depending on whether this
was a Process Audit or a Product Audit.

e Lead Auditor Name: ENTER the name of the Lead Auditor.

e Audit Number: If your audit has a number, ENTER it here. A good format is the year plus the
audit number, i.e. 2010-1, 2010-2, etc.

e Finding Number: This is where you can CHOOSE a Reference Number to differentiate specific
findings for a particular audit. This is an optional field, because the CIP Application will
automatically assign a specific number to each CIP entered; however, you may find it useful for
internal reference. A good format is to ENTER Nonconformities as NCN#, i.e. NCN1, NCN2, etc.,
observations as OBS#, i.e. 0BS1, OBS2, etc., and opportunities for improvement as OFI#, i.e. OFI1,
OFI2, etc.

e Standard: CHOOSE the Standard used when auditing, e.g. ISO 9001:2008, ISMS 27001, etc., from
the drop down menu.

e Section/Element Number: ENTER the Section or Element Number of the Standard referred to
in the finding, if available.

e Document Number: ENTER the Number or Name of your organization’s procedure, if given in
the finding.

e Document/Section Number: ENTER the Section or Paragraph of the procedure above, if given
in the finding.

e Finding Type: CHOOSE Major, Minor, Observation or OFI from the drop down menu.
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4.2.5 New CIP Request-Page 2: Internal Issue Source

If the Source of your CIP is an Internal Issue, you will need to FILL OUT the Following Fields in the
second section of New CIP Request (Page 2 of 2):

o & part Revision:
Product/Part/Ttem
Number:

E quantity:

& ynit: -

NOTE: Fields marked with a red asterisk are required.
The Internal Issue Source page contains the following fields:

e Product/Part/Item Number: ENTER the Relevant Number of the Product, Part, or Item, if this
issue deals with a Product, Part, or Item specifically.

e Part Revision: ENTER the Revision of the Product, Part, or Item in this field.

e Unit: SELECT the Unit from the drop down menu, such as Box, Pieces, Pounds, etc. If the unit you
need is not listed, contact the Administrator.

4.2.6 New CIP Request-Page 2: Lessons Learned Source

If the Source of your CIP is a Lesson Learned from a project or job, you will need to FILL OUT the
Following Fields in the second section of New CIP Request (Page 2 of 2):

& Area: I 10b or Project
Number:

I Block: I customer:

[ Lessons Type:  _gelect Lessons Type — = '@SSEH — Select Asset - [+
& Responsible 5 Activity: — Select Activity — -
Company:

I Equipment: — Select Equipment— v I Project — Select Project Manager— v

Manager:

I Lesson Description:

I Lesson Resolution:

NOTE: Fields marked with a red asterisk are required.
The Lessons Learned Source page contains the following fields:

e Area: Enter the Area where the project or job took place. This could be an engineering project,
the name of the well, rig, or area in the Gulf of Mexico.

e Job or Project Number: ENTER the Job Number or Project Number in this field, if available.

e Block: If this is an area in the Gulf of Mexico, you can put the Block number here.

e Customer: ENTER the name of the Customer for whom the project was done.
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e Lessons Type: If your company differentiates Lesson Learned by TYPE then select them here.

o Asset: SELECT the Asset that was used in this project or job.

e Responsible Company: ENTER the name of the company which will be responsible for fixing the
problem, if any.

e Activity: ENTER the Activity.

e Equipment: SELECT the piece of EQuipment involved in this project or job, if any.

e Project Manager: ENTER the name of the Project Manager who handled this project or job.

e Lessons Description: ENTER a description of the Lesson Learned.

e Lesson Resolution: ENTER what was done to remediate the issue presented in the Lesson
Learned.

4.2.7 New CIP Request-Page 2: Management Review Source

If the Source of your CIP is a Management Review Action Item, you will need to FILL OUT the
Following Field in the second section of New CIP Request (Page 2 of 2):

U Management Select Date
Review Date:*

e Management Review Date: ENTER or SELECT the Date on which the Management Review took
place.
4.2.8 New CIP Request-Page 2: MOC (Management of Change)

If the Source of your CIP is a MOC (Management of Change), you will need to FILL OUT the Following
Field in the second section of New CIP Request (Page 2 of 2):

' Reason:- — Required — -

e Reason: SELECT the Reason from the drop down menu. If your reasons are not available or you
need to change them, you can do so from the CIP Administration area in the Organization
Variables page.

- Changes in Critical Supplier.

- Changes in Organization Structure.

- Changes to Approved Designs.

- Changes to Key Personnel.

- Changes to Management System procedures, including Improvements from CIPs.
- Changes to OEM Spec, Application or service.

4.2.9 New CIP Request-Page 2: Out-Of-Tolerance Source

If the Source of your CIP is Equipment found Out-Of-Tolerance of Calibration, you will need to FILL
OUT the Following Fields in the second section of New CIP Request (Page 2 of 2):
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a Equipment ID:=

& pate out-of- Select Date @ Date of Last Select
Tolerance Was Known Good Date

Found: Calibration:=

& equipment & Equipment

Type: Brand:

[ serial Number:

NOTE: Fields marked with a red asterisk are required.

The Out-Of-Tolerance Source page contains the following fields:

Equipment ID: ENTER the Equipment ID of the equipment which is out of calibration tolerance.
Date Out-of-Tolerance Was Found: ENTER the Date when the equipment was found to be out-
of-tolerance.

Date of Last Known Good Calibration: ENTER the Date when the equipment was last recorded
as performing correctly.

Equipment Type: ENTER the type of Equipment which was out of calibration tolerance.
Equipment Brand: ENTER the Brand of Equipment which was out of calibration tolerance.
Serial Number: ENTER Serial Number of the Equipment found out of calibration tolerance.

4.2.10 New CIP Request-Page 2: Safety Incident Source

If the Source of your CIP is a Safety Incident, you will need to FILL OUT the Following Fields in the
second section of New CIP Request (Page 2 of 2):

H mcident Date: ) mcident Time:

& project Manager: £ 30b or Project
Number:

U Responsible u Primary Contact

Company: :

[ select Incident TED -

Type:

NOTE: Fields marked with a red asterisk are required.

The Safety Incident Source page contains the following fields:

Incident Date: ENTER the Date when the incident occurred.

Incident Time: ENTER the Time of the incident.

Project Manager: ENTER the Name of the Project Manager in this field, if applicable.

Job or Project Number: ENTER the Job Number or Project Number in this field, if applicable.
Responsible Company: ENTER the Name of the Company which is presumed responsible for
the incident.

Primary Contact: ENTER the name of the Primary Contact person.

Select Incident Type: SELECT the Type of Incident, i.e. Fire Explosion, Security, Spill, Injury,
etc., from the drop down menu. If your type of incident is not listed, contact the Administrator.
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4.2.11 New CIP Request-Page 2: Supplier Issue Source

If the Source of your CIP is a Supplier Issue, you will need to FILL OUT the Following Fields in the
second section of New CIP Request (Page 2 of 2):

O puthorize Access -
L Yes A Mo

to Supplier

Representative:

& Supplier Mame: 2 ) Supplier Email:

4 supplier Phone: & Supplier
Representative:

= & Part Revision:

Product/Part/Item

Mumber:

& unit; =

& Purchase Order:

NOTE: Fields marked with a red asterisk are required.
The Supplier Issue Source page contains the following fields:

o Authorize Access to Supplier Representative: SELECT Yes if you want the Supplier
Representative to have access to this CIP.

o Supplier Name: SELECT the Supplier Name from the drop down menu. Supplier names can be
managed from the CIP Administrator Section of the Organization Variables page.

e Supplier Email: ENTER the Supplier email, if available.

e Supplier Phone: ENTER the Supplier phone, if available.

e Supplier Representative: ENTER the name of the Supplier Representative who will be issued
the corrective action.

e Product/Part/Item Number: ENTER Product Number, Part Number, or Item Number in this
field associated with this CIP.

o Part Revision: ENTER the revision of the Product, Part or Item, if available.

e Unit: SELECT the unit, such as Box, Pieces, Pounds, etc., from the drop down menu. If the unit you
need is not listed, contact the Administrator.

o Purchase Order: ENTER a Purchase Order number associated with the Supplier issue.

4.2.12 New CIP Request-Page 2: Security Incident Source

If the Source of your CIP is an Information Security Incident, you will need to FILL OUT the Following
Fields in the second section of New CIP Request (Page 2 of 2):
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& incident Date:*
& 1ncident Type:*

1 nature of
Incident:*

3 pssets Compromised:
EX N

—Please select option — -

‘ & - W~ | @ 8 Custom Links

E=REARINT)

Select Date

- Please select option - -

& - | Font Name  -| Size

[paragraph style

& Design | €» HTML 0\ Preview

7] Knowledge
Access:*

Words: 0 Characters: 0 .2

- Please select option - A

& severity:

- Please select option - -

NOTE: Fields marked with a red asterisk are required.

The Security Incident Source page contains the following fields:

e Incident Date: ENTER the Date when the incident happened.

o Incident Type: SELECT the Incident type, i.e. Failed, Attempt, or Suspected incident.

e Nature of Incident: SELECT the Nature of the Incident, such as Security Policy, Network
Devices, etc., from the drop down menu.

e Severity: SELECT from the drop down menu the Severity of the security incident, i.e. High,

Medium, or Low.

o Assets Compromised: ENTER any Information that was compromised as a result of this security
incident. This is a rich text editor, so you can use formatting as you would in Microsoft Word.
e Knowledge Access: SELECT who has Access to know about this security incident, i.e. Restricted

or Un-restricted.

4.3 LOCATING A CIP

Once you have created a CIP, it is easy to locate the CIP in order to review the information, work on
advancing the CIP through the stages, delete the CIP, or otherwise make modifications. There are three
main ways to locate a CIP: the CIP Reports page, the Advanced Search, and the Find CIP/Go Button
search. Step-by-step guidelines on each of these methods are included below:

4.3.1 CIP Reports

To access the CIP Reports page, CLICK on CIP Reports in the Left Menu of the CIP Application page

or in the Top Menu of the Quality Tab.
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DOCUMENT CONTROL  OPERATIONS  HUMAN RESOURCES HSE It

Mew CIP Request Page
+r Quality Policy ® Quality Manual » Process Map
‘@ [ Management Reviews ® Internal Audits ® External Audits
“N Objectives [E Customer satisfaction L
Advanced Search g

Advanced Search

CIP KPls

The following screen will appear:

You are here: = =

CIP STATUS REPORTS

B cIp status: — Please Choose One — lz‘

Submit for Report

The top part of the page contains a field asking for the CIP Status. SELECT a Status to view all CIPs
that share that status. You can view CIPs at all stages of the process: Awaiting Coordination,
Awaiting Investigation, Awaiting Investigation Verification, Awaiting Action, Awaiting Action
Verification, Awaiting Validation, Open, and Closed. SELECT the status whose CIPs you wish to
view, and CLICK Submit for Report.

H ciP status: Awraiting Coordination lzl
CIF Number lssue Date Site Source Product CIF Classification  Assigned To  Status Due Date CIP Summary Title
" & Qj CIP1088 08/20/2013 Houston External Audit Plastics CA Seeall.. Ceoordination 08/30/2013 maintenance
S |];| CIP1104 11/04/2013 Houston Customer Complaint Chemicals CA Seesll... Coordination  11/05/2013 Chemicals
(Y] @ CIP4107 12/03/2012 Lima Supplier lssue Mot product related  CA Seeall... Coordination  12/03/2013  Supplier

In this example, the CIP Status Reports page is displaying all CIPs which are currently Awaiting
Coordination.

4.3.2 Advanced Search

Advanced Search is one of the most accurate ways to find a CIP, because so many variables can be

used to narrow your search.

To access the Advanced Search page, CLICK on CIP Advanced Search in the Left Menu of the CIP
Application page or in the Top Menu of the Quality Tab.
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CIP Reports

Advanced Search

CIP KFls

Mew CIP Request Page

The following screen will appear:

DOCUMENT CONTROL ~ OPERATIONS HUMAN RESOURCES HSE 1Y

+ Quality Policy ®» Quality Manual = Process Map

P Management Reviews ® Internal Audits ® External Audits

[ Customer Satisfaction [

“ Objectives

H equest Page

You are here: = =

CIP ADVANCED SEARCH
Hep Type: <Any Type>
& cip source: <Any Source>

© cIP Classification:
& |ssue Date From: ALL
7| Request Due Date From: ALL
& customer Name:

<Any Customer=

U Opportunity For
Improvement:

u Investigator:

E cip Title Summary:

Submitfor Search

<Any Classification=

[ & E]

B cIp site: <Any Site> [=]
& cIp Product: <Any Product> [~]
& cIp status: <Any Status> E
& issue Date To: ALL
U Request Due Date To: ALL
7 Supplier Name: <Any Supplier> E

& cIP Creator:

E Action Taker:

NOTE: All date fields must be filled out in conjunction with Date To and Date From.
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In this sample search, the user had selected Supplier Issue as the CIP source and 01/01/2012 to
01/01/2013 as the Issue Date range.

‘fou are here: > >

H ciP ype: H cip site: <hny Sitex =

U cip source: & cip product: <Any Product> =

© ¢iP classification: brimricee =mectfalane [=]

From: 101/01/2012 g Issue Date To: 01/01/2013 ;

o Request Due Date From: [ALL & Request Due Date To: ALL

H customer Name: _<AnleE.|sma'> EI = Supplier Name: <Any Suppher= El

7] Opportunity For o CIP Creator:

Improvement: '

[ Investigator: o Action Taker:

@ cip Title Summary: & well Name: <Any Well= El

& weil state: <Any State> = I was First Aid Treatment [ <ANY> =

. Given?:

& Name of First Aider: <ANY= =

& Date of Treatment From: AL  pate of Treatment To: ALL

& was Employee Referred | <ANY> El

for Medical Attention

Following First Aid

Treatment:

Submit for Search
CIP Advanced Search Results
Records Per Page:
Al -
CIP Number  Issue Date  Site Source Product CIP Classification Assigned To Ststus Due Date CIP Summary Title

"y W ﬂ 25CA3D17D4 05M10/2012 Houston Supplier lssue Not product relsted Closed A separated process is needed.

“. & (& 3322CATSBE 05/10/2012 Houston Supplier lssue Mot product relsted Closed Quality Policy issues

"y & () 98538FFF40 05/10/2012 Houston Supplierlssue Machining Closed Unidentified products

O ﬂ EFAS1TAFC3 05/M0/2012 Houston Supplier lssue Purchasing Closed Customer order issue

This search returns all CIPs that originated from a supplier issue in the month of May 2012.

4.3.3 Find CIP/Go Button

The CIP Left Menu has a Go button at the bottom of the menu:

Create a CIP
Status Reports
Advanced Search
KPls

CIP Help

Find
b <i
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When you CLICK Go, the CIP Application displays all CIPs currently in the system, whether OPEN or
CLOSED. Depending on your organization, this list could vary in length:

CIP NUMBER SEARCH

Issue Dat CIP Classificatiol
CIP Number | _L‘.E REE Site Source Product R AETR e Assigned To  Status Due Date CIP Summary Title
lasg) {asc)
. § Mireaux . e
P Y @ CIP1099 10/31/2013 Chicago External Audit Cables CaA e Action Verification  01/01/1800 a
- = e . Mot proeduct - o :
&/ = 25CA3DMTD4 05M0/2012 Houston Supplier lssue PR Closed A separated process is nesded.
~ &) () BBEF266EDS 06/13/2012  Houston SLATTE Machining CA Closed associated cip
Complaint
= e : . Mirzaux Pt o ; .
~ W = ciPtios 11105/2013 Houston Safety Incident Chemicals CA Admin Investigaticn 11/21/2013 Chemical Spill
A
Customer z o %
- d;u CIP1104 11/04/2012 Houston Pt Chemicals CA Seeall... Coordination 11/05/2013 Chemicals

This is the easiest way to bring up all CIPs currently in the system. You can SCROLL down until you
find the CIP you need.

The CIP Left Menu has a Find CIP area at the bottom of the menu:

Create a CIP
Status Reports
Advanced Search
KPls

CIP Help

Find NGO
cip

If you know even a few characters of the CIP Number, you can TYPE it in here. CLICK Go, and all CIPs
that contain those characters will be displayed.

For example, let us look for CIP No. 7D7FF38F3. First, TYPE “D7” in the Find CIP box:

Find [y GO
D | GO |

When you CLICK Go, you will see that the results include only the CIPs whose numbers contain those
characters, including our original CIP, CIP No. 7D7FF38F3:

CIP Mum |ssue Date (asc) Site Source Product CIP Classification {asc) Assigned To  Status Due Date CIP Summary Title
- & @ 11183 @ 07032012 Houston  Management Review Chemical CA Closed MCR-Linked CIF

~ o u;l By 38F3 07/30i2012 Chicago  Security Incident Machining CA Closed Metwork infiltration
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4.4 COORDINATING A CIP

Every CIP that is created must be coordinated in order to proceed to the investigation stage and
subsequent stages. Critical decisions are made during the coordination stage that will determine what
stages the CIP has to go through. Step-by step-guidelines on how to complete this stage are detailed
below.

Review the Request by CLICKING the Magnifying Glass icon on the row of the CIP.

The CIP will be shown in the following format. Notice that the Status of the CIP reads Coordination.
CLICK the Green Arrow icon to proceed.

| Coordination | Investigation | Investigation Verification | Action I Action Verification | Validation | History
o

@ CIP # CIP1086, Status: Coordinati (5]

Date 12/09/2013 Type/Source Qms / Internal Audit
Location India QOriginator Itziar Amezketa
Associated NCR

CIP Summary Title 0BS: Process Map

You can also move to the next page by CLICKING the Green Arrow icon next to the Magnifying Glass
icon on the CIP Number Search page.

CIP Number Issue Date Site Source Product Assigned to Status Inv Due Date CIP Summary Title

Installation procedure is not

v & & @ X 11ED485E13 05/25/2012 Houston Customer Complaint Machining Mireaux Admin Action Verification 05/28/2012 complately

£ X 25CA3D17D4 05/10/2012 Houston Supplier Issue Mot product related Mireaux User Action 07/19/2015 A separated process is needed.

The next page that appears will contain the Following Fields:
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[ Accept or Reject:~

Days:

& containment Action:

& Accept or Reject:

7] Investigation Escalation

© Accept @ Reject © Accept O Reject
& CIP Classification:+ -
I CIP Classification:- _ Choose One — - assilication Corrective Action
5 crp path:- Long Path
B g Pa -
& cIP Path:- Long Path -
| Conduct Risk Assassment: & ves @ no
. Investigation Assigned To:* —Choose One — - N
| Risk Assessor: - Choose One — A
& Investigation Due Date:« Select Date | Risk Assessment Due Date: Seledt Date
I select Investigator — Choose One — - | Risk Assessment Verifier: - Choose One — -
Verifier:-
i Selact Action Verifier:- — Choose One — - ) Select Action Taker:+ —Choose One — -
0 Reminder Allowed: @ Yes ®No & Action Due Date:- Select Date
I Select Action Verifier:s in. Mi -
& Investigation Reminder 5 Admin, Mireaux
Days: I Reminder Allowed: ®ves ®no
Escalation Allowed: @ Yes @ No & Investigation Reminder
o Days:
Select Manager to Escalate: — Choose One — - @ Escalation Allowed: i i
: @ Yes © No
[ Investigation Escalation 2
i Select Manager to Escalate: — Chaose One — -

I Days:
& Containment Action:

& coordination Comments:

& coordination Comments:

& Attachment:

No se ha seleccionado ningdn archivo
BExaminar.. | No se ha seleccionade ningln archivo.
No se ha seleccionade ningdin archivo @ Atachment:

()

@ attachment:

Examinar.. | No se ha seleccionado ningiin archivo.
Examinar.. | No se ha seleccionado ningiin archivo.
Examinar.. | No se ha seleccionado ninguin archivo.

& attachment: @
Attachment:

I Attachment:

NOTE: Fields marked with a red asterisk are required.
This page contains the following fields:

e Accept or Reject: If you agree with the CIP and consider it valid, then Accept it. If you feel the CIP is
not valid, is not a systemic problem appropriate for the CIP system, perhaps is a duplicate, or is
otherwise unsuitable, then you can Reject it. If you reject it, then you will be asked to ENTER a
Comment explaining why you rejected the CIP. The requestor will receive an email with your
comments.

& Accept or Reject:- @ Accept ¥ Reject

& coordination Comments:

' comments to Requestor:-

i attachment:

No se ha seleccionado ningin archivo.
Examinar.. | No se ha seleccionado ningdn archivo.
No se ha seleccionado ningin archivo.

1 attachment:

i attachment:

If you Accept the CIP, keep filling in the other fields.
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e CIP Classification: A CIP can be classified as:

- Corrective Action: The problem happened already and root cause analysis is necessary.

- Preventive Action: The problem did not happen, but root cause analysis is necessary to prevent it
from happening in the future.

- Action: Simple issue, which does not require root cause analysis, but whose resolution simply
needs to be tracked.

¥ Accept or Reject:» @ Accept © Reject

5 CIP Classification: Action -

& Select Action Taker:- — Choose One — - N
5 Action Due Date:- Select Date

I Select Action Verifier:- — Choose One — -

5 containment Action:

& Coordination Comments:

& attachment: No se ha seleccionado ninglin archivo.
' Attachment: No se ha seleccionado ningdn archivo.
& attachment: Ne se ha seleccionado ningdn archiva.

e CIP Path: Any CIP classified as Preventive or Corrective Action can have a Long or Short Path. The CIP
will move through different stages, depending on the path chosen.

NOTE: The ISO 9001 standard, API Spec Q1 9th Edition and API Spec Q2 require that root cause analysis
be conducted on every Corrective or Preventive Action and the root cause be evaluated for the
need to act on them. Additionally, the standards require verification of effectiveness. Both paths
comply with the ISO and API standards, but the difference is as follows:

CIP Long Path: Upon investigation and root cause analysis of a CIP, a role called Investigator Verifier
must review the root cause analysis prior to give the okay to conduct the actions
proposed. The Action Taker then conducts the actions and verification of effectiveness
follows. This is what some people call a 7D method of conducting Corrective Action.
There are 7 steps prior to closing a CIP.

CIP Short Path: Upon investigation and root cause analysis of a CIP, a role called Action Verifier, ensures
that the root cause analysis was good and that the actions were indeed taken. Validation
of effectiveness follows.

Therefore, regardless of the path, root cause analysis and verification of effectiveness take place. The

following table summarizes the stages and differences associated with each path:
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CAR-Long X X X X X X X
Path

CAR-Short X X X X X
Path

PAR-Long X X X X X X

Path

PAR-Short X X X X

Path

Action X X X X

MOC X X X X X X

e Investigation Assigned To: CHOOSE the appropriate Employee to conduct the Root Cause Analysis
and Investigation. If the requestor suggested an Employee, you can use that Employee if you think it is
appropriate.

o Investigation Due Date: CHOOSE a Date for when the Investigation needs to be completed. If the
requestor suggested a date, you can use that date if you think it appropriate.

e Select Investigator Verifier: SELECT a User to conduct the Verification of the Investigation when
completed. The users shown will be those with the Investigation Verification role.

e Select Action Verifier: SELECT a User to conduct the verification of the action. The users shown will
be those with the Action Verification role.

e Reminder Allowed: You can use this function to ensure that the investigator receives a reminder of
the pending CIP investigation through an email so that he/she can act on time. If you SELECT Yes, the
system will give you the option to ENTER the Number of Days prior to the due date you would like
for the investigator to begin receiving emails.

e Investigation Reminder Days: ENTER the Number of Days before the investigation due date that
you would like for email reminders to go out. The emails will continue daily until the CIP is
investigated.

o Escalation Allowed: You can use this function to further ensure that the investigation of the CIP
happens. If you SELECT Yes, the system will give you 2 choices:

- SELECT the Person to whom you would like to escalate the CIP email reminders.
- SELECT the Number of Days after the CIP was due, that you would like the person selected above
to begin receiving the CIP email reminders.

e Containment Action: If you believe this CIP is critical and there are products or services that are
nonconforming and that have the potential of being sent or delivered to the customer, then you must
Act or have an immediate containment plan. This field is optional. If containment does not apply for
your situation or CIP, then you do not have to enter anything.
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e Coordination Comments: ENTER here any Comments you would like to send to the investigator.
Once you coordinate the CIP, the CIP Investigator will receive an email.

Once you are done, CLICK Submit. The following will appear:

You are here: = =
CIP COORDINATION
Your CIP "519F4FGEDS" has been saved and submitted.

Continue...

Once you coordinate a CIP, the CIP Investigator will receive an email alerting them to the CIP that need
attention.

From: admin@webbasedgms.com
To: info@mireauxms.com

Subject: CIP FIBFSCEAES with Status of Investigation is Awaiting Mireaux User - Investigation Reminder Email

The following CTP FIBFSCEAE® with Status of Investigation is waiting for Mireaux User:

Issue Date: 11/23/2010 5:16:03 PM

Source: Customer Complaint
CTP Type: QMS
Product: Plastics

rtunity for Improvement:
Test for Demo 4 Star

Please click on this LINK to proceed.

4.5 RISK ASSESSMENT

NOTE: This stage only applies to those CIPs with the source “Management of Change.”

Changes that may have an impact on the product or process shall be assessed. Once the Risk Assessment
is performed according to procedure, CLICK the Green Arrow icon to proceed. You will have to FILL OUT
the Following Fields:

CIP Risk Assessment

O cipnumber: |

& cip Titlex |

O Risk:-

o Final Score:

& significant:

DYes D No
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e Risk: ENTER any Comments regarding the Risk Assessment process or the risks considered when
reviewing the proposed change.

e Final Score: ENTER the Risk Score obtained from the Risk Assessment.

o Significant: Based on the Risk Assessment conducted, SELECT if the risk should be Significant or not.

4.6 RISK ASSESSMENT VERIFICATION

NOTE: This stage only applies to those CIPs with the source “Management of Change.”

Once arisk is assessed, it needs to be verified. Find the CIP whose risk assessment you wish to verify and
review the Request, Coordination, and Risk Assessment Tabs. CLICK the Green Arrow icon to
proceed. The next page that will appear contains the Following Fields:

CIP Risk Assessment Verification

& cip Humber:- |

& cip Titlex |

o Accept or Reject the Risk Assessment,

and Authorize the Change?: ':'Accept Risk Assessment Stage

(@] Reject Risk Assessment Stage
(@] Reject MOC due to the high risk

& moc comments:

e Accept or Reject the Risk Assessment, and Authorize the Change?: Accept- Risk assessment
results were accepted and the change is authorized (CIP continues to the Action Stage). Reject- CIP
goes back to Risk Assessment stage. Reject MOC- CIP is completely rejected.

e MOC Comments: ENTER any Comments that explain the acceptance or rejection decision.

4.7 CIP INVESTIGATION

Every CIP that is created and deemed Corrective or Preventive Action must be investigated. Investigation
involves conducting a Root Cause Analysis to find the root causes of the problem or opportunity for
improvement presented and to design all the actions and solutions to solve or prevent the problem from
happening again. Step-by-step guidelines on how to complete this stage are detailed below.

To find out if you were assigned to a CIP, go to the CIP Application main page. If you were assigned a CIP,
then you will see the CIP listed in the CIPs waiting for your action table.
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New CIP Request Page
CIP Reports
Advanced Search

CIP KPls

Find
cip

ny

Comments or questions?

You are here: =

WELCOME TO THE CONTINUAL IMPROVEMENT PROGRAM (CIP)

The Continual Improvement Program or CIP is a powerful closed-loop Corrective and Preventive Action system designed to handle opportunities for improvement from various
sources such as customer complaints, internal or external audit findings, management review action items, supplier issues, or any systemic company problems.

Please feel free to click on any of the items in the left menu. To see what demands your attention, take a look at the CIPs Waiting for Your Action below. Thank you for helping

with the company’s continual improvement efforts!

H fvessigation |
Veriication | verteatian

Corrective Action Preventive Action
ooty edn, Preventive Action
5
3 ]
= i
.
4 ; 1 g
: || | [mem) - - |
i = I =l
i |
|
i 1 ! ! :
5' ] aF tiom tion
i }
&%

Short Path

CIPs Waiting for Your Action

CIP Number Source Assigned To Status Inv Due Date CIP Title Summary
~ # & X cP109s Safety Incident Mireaux Admin Action 10/30/2013 Safety Incident: Slip
B @ X ciPogr Safety Incident Mireaux Admin Investigation 10/30/2013 Safety Incident: Cut
~ 2 & X CiP1098 Internal Audit Mireaux Admin Action Verification 1073172013 0BS: Process Map
B @ X cPiog External Audit Mireaux Admin Action Verification 10/31/2013 NCM 1: Review of Requirements
v 2 @ X CPHOS Safety Incident Mireaux Admin Investigation Verification 11/21/2013 Chemical Spill
2@ X cPHos Customer Complaint Mireaux Admin Action Verification 11/14/2013 Wrong Stamping

You can also access CIPs to which you have been assigned in other ways:

- When you are assigned to investigate a CIP, you will receive an email indicating that you are assigned
as a CIP Investigator. CLICK the Link in the email to access the CIP page.
- You can also use any of the methods outlined in section 4.3 Locating a CIP.

Once you have arrived at the View All page for your assigned CIP, CLICK the Green Arrow icon to

proceed.

| Request | Coordination | Investigation | Adion Vesification | | History |
_ VN
M CIP # CIP1108, Status: Investigatio
CIP INFORMATION
Date 11/20/2013 Type/Source Guality / Customer Complaint
Location Houston ariginator Miriam R. Bowdreaux

‘CIB surnmary Title WIONE stamping

|

The next page that will appear contains the Following Fields:
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& similar Process nfa
Assessment*®

“ Root Cause Tools Used:* Brainstorming [=]

& Root Cause:* the =tamping was done wrong, the parts wers stamped
the =ame

operater erzor
lack of training

operator did mot sign off on the router on each
operater. If he would have signed off, he would have
scen it was twe different size.

In=pection secstep al=c mi==ed this, becan=e they
did not =ign off om the router

The =ampel persom who stamped, alsc inspected.

“ Short Term Action Proposed:* |zetrain the cperator, make =ure training material is
updaced.
change the procedurc =o ncbody can inspect their own
mwork.

& Long Term Action Proposed:* [train a1l ceprators and a=dd training to orientation
implement dizeiplinary progressive acticn

& Cost/ Benefit

Ocost  Ogenefit O costa Benefit

¥ Estimated Completion Date: Select Date
M Attachments: [ Examinar_ ] Noze ha i SichivG,
(7] 2

Attachments: [(Beminar | Nos=h= ningiin archive
& Attachments: No se ha seleccionado ningin archivo
& nction Verification Due Date: Select Date
& choose Next Step* — Required — =

NOTE: Fields marked with a red asterisk are required.
This page contains the following fields:

Similar process assessment: This field prompts the investigator to look at other areas where the
original problem may occur. For example, if the problem has to do with sales orders entry errors at
Plant A, it would be a good idea to see if a similar situation could occur at Plants B or C. Think of Plant
A, B or C, as divisions, departments, production cells, or other areas in your organization where
similar processes create an opportunity for similar problems to occur. These other areas can benefit
from the root cause investigation.

Root Cause Tool Used: SELECT the Root Cause Investigation Tool used from the list. Most
problems can be solved through Brainstorming. As the quality management system matures and
employees become more trained, other root cause tools such as the 5-Whys, Fishbone Diagram, etc.
may be used.

Root Cause: ENTER the Results of your root cause analysis here. All the underlying causes that
produced the problem should be described here. ENTER in as much Detail as necessary to thoroughly
explain the real root causes.
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e Short Term Action Proposed: Based on the root causes found, you should describe here all the
actions that can be taken immediately or fairly soon to solve the problem. ENTER as much Detail as
necessary so that the solutions are clear and can be verified later.

e Long Term Action Proposed: Based on the root causes found, you should describe here all the
actions that you believe can be taken in the long run in order to prevent the problem from happening
again. ENTER as much detail as necessary so that the solutions are clear and can be verified later.

e Cost/Benefit: If you have information on how much the actions proposed may cost or what the
benefits may be, you can SELECT Cost, Benefit, or Cost & Benefit. Once you SELECT one of these
Options, another field will appear asking you more information regarding the details of the costs and
benefits.

e Attachments: If you have any evidence or proof regarding the investigation conducted, you can
UPLOAD it Here.

Once you are done, CLICK Submit.

Once you investigate a CIP, the user holding the CIP Investigator Verification role (Long Path) or CIP
Action Verification role (Short Path) will receive an email notifying them that a CIP awaits their action.

4.8 CIP INVESTIGATION VERIFICATION

NOTE: This step only applies for CIP Type Long Path.

Once a CIP has been investigated, it needs to be verified. Investigation Verification involves reviewing the
root cause analysis to ensure that it is appropriate and that the proposed actions address the root causes.
Step-by-step guidelines on how to complete this stage are detailed below.

Find the CIP whose investigation you wish to verify and review the Request, Coordination, and
Investigation Tabs. CLICK the Green Arrow icon to proceed.

| Coordination | Investigation | Investigation Verification | Action | Action Verification | Validation | History |

5 CIP # CIP1105_ Status: Investigation Verificatiorie _

CIP INFORMATION

Date 11/05/2013 Type/Source Environmental / Safety Incident
Location Houston Originator

Associated NCR

CIP Summary Title Chemical Spill

The next page that will appear contains the Following Fields.
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& Accept / Reject: © Accept © Reject

a Comments:

E Action Assigned To: ~Choose One - -

£ Action Due Date*: Select Date
£ reminder Alowed: © Yes ® Mo

& Escalation Alowed: © Yes ® No

NOTE: Fields marked with a red asterisk are required.
This page contains the following fields:

Accept/Reject: If you agree with the CIP investigation and consider it valid, then Accept it. If you feel
the CIP investigation is poor and does not address the root cause of the problem, then you can Reject
it. If you reject it, you will be asked to ENTER a Comment and the CIP will be sent back to the
Investigation stage. The Investigator will receive an email with your comments.

Comments: ENTER here Statements regarding your verification of the investigation and actions
proposed during the investigation stage.

Action Assigned To: CHOOSE the appropriate Employee to conduct the action. You can use the same
person who conducted the investigation or a different person.

Action Due Date: CHOOSE the Date that you deem appropriate for the actions to be completed. This
could be based on the severity of the CIP or on established procedures.

Reminder Allowed: You can use this function to ensure that the Action Taker receives the pending
CIP action through an email so that they can act on it in time. If you SELECT Yes, the system will give
the option to ENTER the Number of days prior to the due date, which you would like for the Action
Taker to begin receiving emails.

Escalation Allowed: You can use this function to further ensure that someone checks up on CIPs
which are not promptly acted upon. If you SELECT Yes, the system will give you 2 choices:

- SELECT the Person to whom you would like to escalate the CIP email reminders.
- SELECT the Number of days after the CIP was due, that you would like the person selected above
to begin receiving the CIP email reminders, like this:
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From: admin@webbasedgms. com

To: support@mireauxms.com

Ce

Subject: CIP FLBFSCEAEY with Status of Investigation is Awaiting Mireaux Admin - Investigation Escalation Reminder Email

The following CTP FIBFSCEAE? with Status of Investigation is waiting for Mireaux Admin and has been escalated to yvou:

TIssue Date: 11/23/2010 5:16:03 FM
Site: Houston
Originator: Mireaux User
Source: Customer Complaint
CIP Type: QMS
Product: Plastics
rtunity for Improvement:
Test for Demo 4 Star

Please click on this LINK to proceed.

Once you are done, CLICK Submit.

Once you verify the investigation of a CIP, the user holding the CIP Action role will receive an email
notifying them that a CIP awaits their action.

4.9 CIP ACTION

NOTE: This step only applies to CIP Type Long Path.

Once a CIP has been investigated and the investigation is verified, then it is time to execute the actions
recommended in the investigation. Taking actions means indicating when the actions were taken and

whether all the actions were completed as proposed. Step-by-step guidelines on how to complete this

stage are detailed below.

LOCATE the CIP on which you want to take action and REVIEW the Appropriate Tabs. CLICK the Green
Arrow icon to proceed.

| | Coordination | Investigation | Investigation Verification |Acti0n |Acti0n Verification | Validation | History |

P
@ CIP # 25CA3D17D4, Status: Acticn )

CIP INFORMATION

Date 05/10/2012 Type/Source ams / Ssupplier Issue

Location Houston Originator Mireaux Admin

Associated NCR

CIP Summary Title A separated process is needed

The next page that will appear contains the Following Fields:
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& short Term Action
Comments*:

& Long Term Action
Comments™:

Comments”

& Cost ! Benefit:

©Ocost Opensit O Cost & Benefit

B Long Term Action a )

Comments® Attachments: Mo se ha seleccionado ninglin archive.
& attachments: Mo se ha seleccionado ningtin archivo)
© Attachments: Mo se ha seleccionado ninglin archivo
& Action verification Due Date: Select Date

< Hotify relevant personnel: -~ Choose Personnel - o

Admin, Mireaioe
Amezieta, ltziar -

7 The requestor indicated the il
‘ustomer needs to be
nformed. Check here if done.:

[ & Choose Next Step: - Required — =
& Choose Next S3ep:

I mction werificaton Due Date;

NOTE: Fields marked with a red asterisk are required.

This page contains the following fields:

Short Term Action Comments: INDICATE here whether you have Completed all short term actions
as proposed during the investigation stage.

Long Term Action Comments: INDICATE here whether you have Completed all long term actions as
proposed during the investigation stage.

Cost/Benefit: If you have information on how much the actions cost, or what their benefits were, you
can SELECT any of the Options. Once you SELECT one of the Options, another field will appear asking
you more information regarding the details of the costs and benefits.

Attachments: If you have any evidence or proof of the actions taken, you can UPLOAD them Here.
Notify relevant personnel: SELECT from the list of employees, Relevant Personnel that should be
notified of the MOC (CIPs of MOC Source only).

The requestor indicated the customer needs to be informed. Check here if done: Check if the
customer, auditor, or external party was informed of the CIP.

Once you are done, CLICK Submit.

Once you carry out the actions of a CIP, the user with the CIP Action Verification role will receive an email.

4.10 CIP ACTION VERIFICATION

Once a CIP has been acted on, it needs to be verified. Depending on whether the CIP is a Short Path or
Long Path, it may be verified immediately after investigation or after action. Action verification involves
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looking at evidence to verify that the actions were indeed taken. Step-by-step guidelines on how to
complete these steps are detailed below:

Find the CIP whose associated actions you want to verify and review the appropriate tabs. CLICK the
Green Arrow icon to proceed.

| Coordination | Investigation | Investigation Verification | Action | Action Verification | Validation | History |

=) CIP # 98538FFF40, Status: Action Verificatic a )
TP INFORMATION

Date 05/10/2012 QaMs [ Supplier Issue

Type/Source

Location Houston

Qriginator Mireaux Admin

Associated NCR

CIP Summary Title Unidentified products

In order to verify the actions taken regarding this CIP, you will need to FILL OUT the Following Fields:

CIP ACTION VERIFICATION

& c1p Number=: |

[ action Verifier Name*: |

[ action Verffier Date*: I CIP ACTION VERIFICATION

B Accept / Reject: © Accept © Reject

(7] =,
& comments: CIP Number™: [

[ Action verifier Name™: |

[ action verifier Date™: [

B Accept / Reject: @ Accept © Reject
J validation Assigned To*: - Choose One - -

& comments:
1 vaidation Due Date: Select Date
I Reminder Alowed: Yes No
1 Escalation Alowed: Yes No

NOTE: Fields marked with a red asterisk are required.

This CIP Action Verification page contains the following fields:

o Accept/Reject: If you have positively verified that the actions proposed during the CIP investigation
stage and stated to be carried out during the CIP Action stage were completed, then you can Accept
the CIP. If you feel the CIP actions have not been completed or were partially completed, then you can
Reject the CIP. If you reject it, you will be asked to ENTER a Comment and the CIP will be sent back to
the Action stage. The user with CIP Action role will receive an email with your comments.

e Comments: ENTER Statements to indicate any feedback you may have on the actions taken.

e Validation Assigned To: CHOOSE the Appropriate Employee, from the pool of employees who are
part of the validation role, to conduct Validation.

e Validation Due Date: CHOOSE the Date that you deem appropriate for the CIP to be validated. This
could be based on the severity of the CIP or on established procedures. Rule of thumb is 3 months or
90 days from the day of verification.

e Reminder Allowed: You can use this function to ensure that the person validating receives a
reminder of the pending CIP validation through an email so that he/she can act on time. If you SELECT
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Yes, the system will give the option to ENTER the Number of Days prior to the due date, which you
would like for the person validating to begin receiving emails.

e Escalation Allowed: You can use this function to further ensure that someone checks up on CIPs
which are not promptly validated. If you SELECT Yes, the system will give you 2 choices:

- First, SELECT the Person who should receive the escalated CIP email reminders.
- Second, SELECT the Number of Days after the CIP was due, that you would like the person
selected above to begin receiving the CIP email reminders.

Once you are done, CLICK Submit.

Once you verify the actions of a CIP, the user holding the CIP Validation role will receive an email
notifying them that a CIP awaits their action.

4.11 CIP VALIDATION

Once a CIP classified as Corrective Action has been verified, it needs to be validated. Preventive Actions,
whether Short Path or Long Path, do not go through Validation. Validation involves reviewing evidence,
not so much to see whether the actions were taken, but rather to see whether the original problem or
opportunity for improvement happened or resurfaced again or not. In some cases validation is not
possible and a thorough verification will serve as validation. Step-by-step guidelines on how to complete
this stage are detailed below:

Find the CIP you want to validate and review the appropriate tabs. CLICK the Green Arrow icon to
proceed.

| | Coordination | Investigation | Investigation Verification IAction IAction Verification IVaI\dation | History |

l=) CIP # 11ED485E13. Status: Validatioly, &
CIP INFORMATION

Date 05/25/2012 Type/Source QMs / Customer Complaint
Location Houston Qriginator Mireaux User

Associated NCR

CIP Summary Title Installation procedure is not completely

The next page that will appear contains the Following Fields:

You are here

CIP VALIDATION

& cIP Number:
B validator Name:
& validation Date*:

& Accept/ Reject: © Accept © Reject

B comments:

B upload Attachment: [ [(Bows. |
& upload Attachment: [ [ Browe |
& ypload Attachment: [ [ (erowse. |
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NOTE: Fields marked with a red asterisk are required.
This CIP Validation page contains the following fields:

e Accept/Reject: If you have positively validated that the problem did not happen again then you can
Accept the CIP. If you feel the problem will happen again or if the problem actually did happen, then
you can Reject the CIP. If you reject it, you will be asked to ENTER a Comment and the CIP will be
sent back to the Investigation stage. The CIP Investigation role will receive an email with your
comments. If you accept the CIP, keep filling out the other fields

e Comments: ENTER Statements to indicate any feedback you may have for the overall CIP.

o Upload Attachment: If you have any evidence or proof to support the validation, you can UPLOAD it
Here. You have up to 3 attachments to upload as you need.

Once you are done, CLICK Submit.

Once you validate a CIP, the CIP will be closed.

4.12 REJECT A CIP

A CIP can be Rejected in different stages and the CIP will be returned to an earlier stage. Here is a brief
summary of the reject function within CIP Application:

ACTION RESULT WHO WILL BE NOTIFIED

Reject at Coordination stage CIP will disappear Originator will receive the email
notification

Reject at Investigation CIP will go back to Investigation | Investigator will receive the

Verification stage stage email notification

Reject at Action Verification stage | CIP will go back to Action stage Action taker will receive the
email notification

Reject at Validation stage CIP will go back to Investigation | Investigator will receive the

stage email notification

If you reject a CIP and wish to confirm the rejection, CHECK the Current Stage of the CIP and make sure it
agrees with the above table. You can also double check with the expected email recipient to see whether
they received the email notification.

NOTE: CIPs can be rejected by the Administrator, the CIP Admin, or the appropriate role depending on
the stage.

4.13 REOPENING A CIP (ADMIN ONLY)

In some cases, you may find that a closed CIP contains inaccurate information, is incomplete, or otherwise
needs to be edited. For example, after closing a CIP, you may notice that you forgot to add Validation
comments. Fortunately, the CIP Application allows you to reopen a closed CIP to make any necessary
changes.
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Locate the CIP and CLICK the Manage Yellow Pencil icon to expand the edit page. To learn more about
how to locate a CIP, refer to section 4.3 Locating a CIP. To learn more about using the direct link icons,
refer to section 4.1 Viewing/Editing/Deleting a CIP.

Scroll down to the bottom part and change the CIP status to the stage where the information you wish to
revise was entered. For example, if you wish to add comments in the Validation stage, change the CIP
Status to Validation, then CLICK Save to proceed.

CiPAmachments?
CIPAnschmentsl
cipstatus Actan
[-Savo | [ Goncel
O # X T0CAISE 0SHI20 Houson SURMC :—a‘;‘ Clossd  fa1az Quslty Poliey

Once the CIP is back to the status you want to edit, proceed to edit and move through all stages until
closure or put back to close status when done.

4.14 CIP HISTORY

Throughout all the stages, you can view the CIP’s history by going to the History Tab. The History Tab
shows what happened at every stage in which employees approved, rejected or acted on the CIP.

iap ol AL A H"wvlmwo

CIP View All

Fagetss_|_Coprdoption | bmeitguten | inres

Records Per Pago:
AR -

CIPIMZ  eitial CP Roiuasat A naw CIP has beon issund WARR012
Meiam .

012 Coordnaton coR 1201
CIF012 oordinats Boudreau Accepl 1MM%2012
CIPI01Z  imeestigation CF Imestigation done. 012

R v stigation M Pieais make sure thal when yeu conduct the ection, e pul your comments s far a8 what was done based on wht wes i s
wRinz Vesfication Boudnaux. found on the folders. g Wesaon
CiPp2 Action TP Action done 1282012
CIF01Z  Action Verfication g:wm Chack twn sample foldecs and they look good hecep 12r2heE
CPI01Z  Vslidation ki Foldirs s beirg done comelly Becopt 12200012

Boudraaux

4.15 CIP KEY PERFORMANCE INDICATORS (KPIS)

Key Performance Indicators (KPIs) display real-time CIP Information in a graphical format. To access the
CIP KPIs page, CLICK on CIP KPIs in the Left Menu of the CIP Application page or in the Top Menu of the
Quality Tab.

DOCUMENT CONTROL ~ OPERATIONS  HUMAN RESOURCES HSE 1Y

Mew CIP Request Page
¢ Quality Policy ® Quality Manual = Process Map
CIFI- Re DCI r-ts , Management Reviews ® Internal Audits ® External Audits
“§ Objectives E Customer Satisfaction ?

Advanced Search Hew CP Request Page

The following page will appear:
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You are here:

CIP KEY PERFORMANCE INDICATORS

Site Product Source Type Status CIPClassification
Al [=] Al [=][an [=][an [=] [ an [=][an [=]
Issue Date From Issue Date To

| 3

Run Report and Chart

If you want to view KPIs for the whole set of data, CLICK Run Report and Chart. If, however, you want to
view a subset of KPI data, you can narrow the range of information used in creating the KPI graphs by
using the available filters, which are as follows:

e CIP Site: SELECT the Location for which you wish to view CIP data.

e CIP Products: SELECT the Product or Process for which you wish to view CIP data.

e CIP Source: SELECT the CIP Creation Venue for which you wish to view CIP data.

e CIP Type: SELECT from the drop down menu the Type (Environmental, ISMS, QMS, or Safety) for
which you wish to view CIP data.

e CIP Status: SELECT the CIP status for which you wish to view CIP data.

e Issue Date From: ENTER the Beginning of a Time Range during which CIPs whose data you wish to
view were issued.
NOTE: Must be filled out in conjunction with Issue Date To.

o Issue Date To: ENTER the End of a Time Range during which CIPs whose data you wish to view
were issued.
NOTE: Must be filled out in conjunction with Issue Date From.

Once you have narrowed down your field, CLICK Run Report and Chart. At the top of the page, you will
see a report containing information about the CIPs matching your filter criteria.

D

CIP Mumber CIP Type | Classification Status Issue Date
1118358007 Safety CA Validation Chicago | Management Review Cables 7/3/2012 11:51:57 AM
1ED485E13 ams CA Validation Houston [ Customer Complaint Machining 5/25/2012 9:24:59 AM
25CA3D17D4 amMms CA Action Houston | Supplier Issue Mot product related 5M10/2012 10:55:55 AM
3322CAT5B6 amMs CA Closed Houston | Supplier Issue Mot product related 51072012 11:04:00 AM
34467D3945 amMs CA Coordination Houston | Customer Complaint Cables 6/15/2012 3:05:59 PM

Excel

If you wish to further analyze the data, download this report as an Excel spreadsheet by CLICKING Excel.
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Web 0l

Run Report and Chart
1 2 9 4 5 & T 8

CIP Number CIP Type

Environmental

Below the report are several graphs which display real-time information about your company’s KPlIs,
which may include:

e Total CIPs by Location: Shows how many CIPs have been associated with each location.
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o Total OPEN CIPs by Source: Shows how many CIPs remain open for each CIP source.

Total CIPs by Source
(as filtered)

Count

Internal Issue Internal Audit Customer Complaint Management Review  Security Incident Supplier Issue

e Total CIPs by Product or Process: Shows how many CIPs have been associated with each product or

process.
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e Total CIPs by Classification: Shows how many CIPs were Preventive Actions, Corrective Actions, or
Actions.

Total CIPs by Classification

Count

Corrective Actions Action Iltems Preventive Actions

Classification

Total Open CIPs by Status: Shows how many CIPs are currently open at each stage in the CIP Process.
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e CIP Investigation Aging Days: Shows how long CIPs took to be investigated per process.

Length of Time it took CIPs to get Investigated
b (as filtered)

186

Days

Training Consulting Web QMS Auditing Administrative Not product related

CIP Closure Aging Days: Shows how long each CIP took to be closed.
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Cost of CIP per Location: Shows the total cost of CIPs per location. The data will show if cost

[ ]
information was entered.
Cost of CIP per locatioly
(as filtered)
11K
1.01K
i)
Ic]
S

Houston India

® Total Actual Cost Short Term Action  Total Actual Cost Long Term Action ® Total Cost

NOTE: If a chart does not display it may be because no data is available for the filters used.

4.16 CIP ADMINISTRATION (ADMIN ONLY)

4.16.1 Adding/Editing/Removing Menu Values

CIP Administration allows the Administrator to change the options on the list throughout the CIP
Application. In order to update the CIP Administration Application, a user must have the
Administrator role. To access the CIP Administration Application, CLICK on Organization Variables
in the Left Menu of the Admin page, in the body of the Admin page, or in the Top Menu of the Admin

Tab:

3 Basic Features
s < I =
i Site Settings B Page Management 4. Security Roles She Sen Page Uansgemert Securty Rules User Accounts Ste Loy Bk Email
4 User Accounts " Organization Variables i3 Site Log = 5] = [ & ®
E— A = P File Manager Recycle Bn Event Viewsr Skins Languages Ste Wasd
Fil Mansger
= Bulk Email mm File Manager # Recycle Bin Pncycie B
- ER w A &
. . Extansions Wab OMS Search Engire Taxonomy Solbons Explorar Lits
: mm Event Viewer « SKins ® Languages Sking Ragistraiion Shomap
== = = Languages.
: Site Wizard Extensions l Web QMS RegiSt““iO“ e Cabbration Email Cahbration User Cent Admin Edit Maintenance User PM Activity Tasks
e ——=— e Exensions P Uocation Settng Raminder and Locaton Sattny
Excaton Emad
g = et QNS R
# Search Engine Sitemap Taxonomy g Solutions Explorer i e
o e O S e e Search Engine Stemap
Mairtenance Emg Preventra Word Order Email
R Taxoremy “din Mamtenancs Types Adrin
A Lsts Soion Exgos
Lists.

In the Left Menu of the Organization Variables page, LOCATE the CIP Administration drop down
menu. This menu will allow you to change options throughout the CIP Application. This menu

contains the following features:
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Calibration Administration
Assign User Locations lz‘ Go

CIPidministration

Customer Name Go

Customer Name

Product or Processes ation
Safety Incident Types GCo
Sites !
Standard
Supplier Name

Types |Z|

Noot Cause Tools 4

NCR Administration
Condition of material lz‘ Go

You are here: =

ORGANIZATION VARIABLES

- Customer Name

- Product or Processes
- Safety Incident Types

- Sites

- Standard

- Supplier Name

-  Types

- Root Cause Tools

The process of adding, editing, or removing values from these drop down menus is simple and the

same for all options.

SELECT the Desired Option in the CIP Administration drop down menu, then CLICK Go.

The following page will appear:

CIP Administration

Custamendlame

Safety Incident Types
Sites

Standard

Supplier Name
Types

Root Cause Tools

Go

Fhedeshanter®coos ation

You are here:

ORGANIZATION VARIABLES

Add

Customer Name
# X Ameriforge
# X Agqua Drill International

CLICK Add to add another value to the selected list. ENTER the Value to be added into the Value field.

CLICK Save.
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ORGANIZATION VARIABLES

Value
Save | Cancel
Add

Customer Name

# X Ameriforge

# X Aqua Drill International

To edit or delete an existing value from the list:

e Edit: CLICKING the Manage Yellow Pencil icon allows you to edit an existing value.
e Delete: CLICKING the Red X Delete icon allows you to delete an existing value.

Customer Name
meriforge

qua D[%I International

X
£ >

4.16.2 Linking Sources To CIPs

When you create a batch of multiple CIPs from a specific event, such as from a Management Review,
External Audit, or Internal Audit, it is useful to link all the related CIPs from that event to the
respective page on Web QMS.

You are here:

QMS AND ISMS INTERNAL AUDITS

Date = Lead Auditor Internal Audit Agenda Internal Audit Report Findings
# 10/21/2013 | M. Shrivastava | Click Here Click Here ClBs
& 12/3/2012 = Pat Hage Click Here Click Here CIPs ) |
& 11/19/2012 | Dawvid Liggitt Click Here Click Here CIFS gl

You can create this link using Advanced Search.

When you create CIPs based on the results of a Management Review, External Audit, or Internal Audit,
keep track of the dates when the CIPs were requested

After you have created your CIPs, go to the Advanced Search page. For your search parameters, set
the CIP Source to the source of the related CIPs (Management Review, External Audit, or Internal
Audit) and set the Issue Date From and Issue Date To fields to include the whole timeframe when
the CIPs were created, then CLICK Submit for Search. The search results will include all CIPs related
to the event in question. Copy the URL at the top of the web browser of the search results page.

NOTE: If your results show too many CIPs or not enough, try changing your filters to ensure you get
the correct number of CIPs.
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Once you have the URL of the list of all related CIPs, go to the Management Review, External Audits,
or Internal Audits page, as applicable. You can access these pages from either the Quality Tab of the

Main Menu or the Left Menu of the Quality page.

[~lIIL1RA @l DOCUMENT CC

Quality Policy

+ Quality Policy
e )

Quality Manual Management Reviews

Proga

“®& Objectives
Management Reviews

Internal Audits

External Audits

Objective

CiP

DOCUMENT CONTROL

OPERATIONS IS HUMANRESOURCES  SALE!

© Quality Manual = Process Map

L] & External Audits

® ar

Mew CIP Request Page
CIP Reports

Advanced Search

CIP KPIs

For demonstration purposes, we will use the Internal Audits page.

You are here:

QMS AND ISMS INTERNAL AUDITS

=

> Lead Auditor Internal Audit Agenda Internal Audit Report Findings
‘ & § 10/21/2013 | M. Shrivastava | Click Here Click Here CIPs
7 12/3/2012 | Pat Hage Click Here Click Here EiPs
# | 11192012 | Dawvid Liggitt Click Here Click Here CIPs

Once you have arrived at your relevant page, locate the source whose CIPs you wish to link, then
CLICK the Manage Yellow Pencil icon next to it. The following page will appear:

Printed copies are considered uncontrolled Page 48 of 52

For Client Use Only



‘ ; CIP APPLICATION MANUAL
[E MIREALIX &

Management Solutions :z Revision: 06/01/2014
EditRecord

Lead Auditor: * M. Shrivastava

Internal Audit Agenda: Link Type:
@ URL ( A Link To An External Resource )
© Page (A Page On Your Site )

@ File ( A File On Your Site )

File Location: | 1WebQMS/Quality/IntAudit/

e

File Name: | Mireaux-AAgenda-2013.pdf

)

Upload New File

Internal Audit Report: Link Type:
@ URL ( A Link To An External Resource )
© Page ( A Page On Your Site )

@ File ( A File On Your Site )

File Location: | 1WebQMS/Quality/IntAudiy

e

File Name: | MireaucIAReport-2013.pdf

)

Upload New File

Findings: Editor: © BasicTextBox © Rich Text Editor
I?aﬁﬁ%v Il)volvl@vﬁi' %%kustcmunks '||
Q-3 % 8 B0
IB I U e x* X = 1= 2 | 8 W = A'&'|Fcnt|\lame '|Size'|§§
|| Paragraph Style v| | Apply CS5 ClL.. v| aF - ‘
‘cms ‘
|_/ Design | <> HTML @, Preview Words:1 Characters: 4 -
* required Update Cancel Delete

In the Rich Text Format box labeled Findings, TYPE the phrase “See CIPs...” or a phrase of your
choice. HIGHLIGHT the Phrase, then CLICK the Hyperlink Manager icon.

Findings: Editor:

@ Basic Text Box

@ Rich Text Editor

([2.3:% 8 .20

IBIHabsxzxz

wy

A~ '| Font Name

v|Size'| =

I

||Paragraph Style 'l |App|}-‘CSS El- Y||’._§f'
ClPs
| # Design | ¢» HTML  Q Preview Words:1 Characters: 4 ;!
* required Update Cancel Delete
The following window will appear:
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aimie. Audithgenda.pdf | =]
: =) Hyperlink Manager [ <]
g

J Hyperlink :'. Anchar \‘_. E-mail .
=]
ﬂ Page - | :
o URL | http:// =
a Link Text | CIPs ]
I Target Mone -

Existing Anchor MNone -

Tooltip |

E | |
5 (55 Class | Apply Class =
0 r

| Track the number of times this link is clicked
3
| _|Log the user, date and time for each dlick

QK | | Cancel | E
_ﬁ
=

Paste the URL of the Advanced Search results page into the field labeled URL and choose “Parent”
from the Target field. Then CLICK OK to return to the Edit Record page. Once there, CLICK Update.

You will return to the page of the source of your CIPs.

You are here:

QMS AND ISMS INTERNAL AUDITS

Date = Lead Auditor Internal Audit Agenda Internal Audit Report MHQS
T 10/21/2013 | M. Shrivastava | Click Here Click Here ClPs
& 12/3/2012 = Pat Hage Click Here Click Here CIPs
& 111972012 | David Liggitt Click Here Click Here CIPs

The new CIPs link will take any user who clicks it, to a full list of all CIPs created as a result of that
event (External Audit, Internal Audit, or Management Review).
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