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Presenter
Presentation Notes
The log on screen is usually the same id and password as your windows network credentials
If you try three times and are unsuccessful, you will need to close your browser session and start a new session 
If you receive an e-mail with a link to a CompliantPro document and CompliantPro is not open, the link will bring you to the log-in screen and then immediately to the document the e-mail was linked to
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Presentation Notes
The log on screen is usually the same id and password as your windows network credentials
If you try three times and are unsuccessful, you will need to close your browser session and start a new session 
If you receive an e-mail with a link to a CompliantPro document and CompliantPro is not open, the link will bring you to the log-in screen and then immediately to the document the e-mail was linked to
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Organization ' Cambridge v |
« Select your Organization
Language - Default Language - v . Select your Language
Show All Sections B ¥ pefault » Always Check the Box
“Show All Sections”
Default Number of Rows Per Page in Views 100 e Save Changes and
Suppress Display of Responses in Views O Continue

Always reduce my access to only my global access and o
my access specific to the current organization.

b Pete

g

Allow These Other Users to see my Dashboard

| Save Changes and Confinue
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Presentation Notes
When you  log in for the first time, you will be directed to this User Settings page.  Once you have made decisions, you do not need to return to this page unless you need to change your default settings
The organization is your “home” organization.  That is usually your plant if there are multiple choices
The default language is English. If your company has translations available, you can choose to see the product in another language, for example:  Spanish, French, German, etc.
Show all sections is best to be selected as a new user.  That will show entire documents upon opening instead of navigating section to section
A maximum number of rows per page is 100.  If you have 200 documents in Released Documents, it will show you 100 at a time if 100 is selected in the default number of rows per page
Suppress responses is good for modules like CAPA.  It will show Requests only which is quicker to load.  The Response links will be visible once the document is opened
Allowing others to see your Dashboard could be good for an assistant to see a Manager’s dashboard if they are unavailable.  You can allow as many people as you want to view your Dashboard
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Selecting a Working Organization at Log In

* Your company may be broken into several Organizations within the system. These Organizations
may be based upon physical site locations, cost centers, and product or services, among other
delineations

* You might have different Roles across these various Organizations. You could be an author and
approver in one or more Organizations, while functioning as a reader only in other Organizations.
In some Organizations you might not have any Roles at all

* You are prompted to select an Organization at first log in

» Changing Organizations after you have logged in will not require that you re-enter your password

* You can end a session at any point in time by logging out. It is always good practice to save your
work often and before exiting
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The Portal
Portal * The Portal is the area of the system containing the
Dashboard Dashboard

by Date Requested
by Document Class

e ——— « The Dashboard summarizes all your Tasks and
by Control Number Tracking items from every Organization you participate

by Status . Cip
Zustom Dashboard In Wlthln the SyStem

My Tasks ) ) .
» The Portal is the first component you enter every time

I you log into the system after User Settings have been
My Qualifications and )
Training established

My Tracking

User Settings
* My Quialifications and Training is your information from

the Training and Qualification Module

Help

» User Settings is the area used to customize your
Dashboard

Page 6 June 2016 Siemens PLM Software


Presenter
Presentation Notes
The Portal Dashboard will be your main entry screen after you have selected your default User Settings
You can select how to see your Dashboard:  By number, status or date, Document Class and Document Type.  That is a personal preference
You can also access your “User Settings” and “Help” from the Portal as well as from the buttons on the top right of the screen
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Dashboard

« Within the Portal is User Settings

My Tasks

 This is the area to assist with the Custom
S I Dashboard and Quick Links

My Qualifications and
Training (New)

User Settings

User Settings .. .
Quick Links and Dashboard « This is where you can review your protected saved

Settings searches

Fecent Messages To You

e This is where email information is stored

Recent Me=s=zages From You
Your Protected Saved Searches

Your Expiring Saved Searches

Help
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Presentation Notes
The Portal Dashboard will be your main entry screen after you have selected your default User Settings
You can select how to see your Dashboard:  By number, status or date, Document Class and Document Type.  That is a personal preference
You can also access your “User Settings” and “Help” from the Portal as well as from the buttons on the top right of the screen
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(mpliantPro +———
(LEF .@@@@@
. By pressing the CompliantPro logo (2mpliantPro
you will be returned to your Landing Page, this
A is typically your Custom Dashboard
Customer Information
Supplier Information |
Product Information « By pressing the Navigation button
Assessments the system will display all areas of the
Enterprise Risk Management CompliantPro System that you have access to
Environmental Management
Calibration and Maintenance
Training and Qualification
Reporting
Change Control
Administration
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Presentation Notes
Different users will have access to different areas of the System.  Depending on your access, when you select the Navigation button, you may see few or many modules.  Usually the Administrator of the system will see all modules
Once you have selected the Module, the various Components of that module will appear.  Once again, users may be denied access to certain components within a module
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[ompliantPro

T2 e
w |
Documentconrol
Released Documents Document Type
Standard Operating Procedure

v

by Document Type

by Document Type
by Author and Document Type

by Manager and Docume
Type

by Associated Documents
by Date to Expire
Change Reguests

Compliance Assessment Checklist
Work Instruction

Select the view to
determine the way
documents sort
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Presentation Notes
Once a user is within a component, which way they choose to sort documents is a personal preference.  In the example above, by selecting to view documents by type, they will first sort by type and then by opening the type, will sort by number
Some document types may be restricted.  Users will only be able to see documents that they are authorized to view
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My Tracking
by Control Number

Identity

‘ Change Action Request DCR-00008 : WI-99991 / 1 : Product Assembly (Aug 11, 2015)
‘ Compliance Assessment Findings Form CM-00003 / 0 : Monthly Audit

‘ Corrective Action Request-2Response CA-00003 @ Missing CofC

‘ Corrective Action Request-2Response CA-00014 @ Faulty Transistors

W Customer Concern Request CC-00003 : Packaging Label

' Customer Concern Request CC-00004 : Product Concern

W Environmental Target Assessment Plan ETAP--00001 / 0 : Quarterly Assessment of
Rinsewater Waste

] Film Sensitizing CMS- Change Mgmt Response EC-00005 : CMS-Patent Clearance Checklist
W Film Sensitizing-Change Mgmt Request EC-000032 : Material Change to Sensor Product Line
] Film Sensitizing-Change Mgmt Request EC-00004 : Revised Printing Process
W Film Sensitizing-Change Mgmt Request EC-00005 : Clean Room Expansion
‘ Spec-00010 / 0 @ Air Conditioning Controller

Spec-000132 / 0 : New Widget
‘ WI-00008 / 0 : Author test
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Date
Requested
8/11/15
1/16/15
9/23/13
12/5/13
11/7/13
11/7/13
3/10/14
12/18/13
12/18/13
12/18/13
12/18/13
(none)

(none)
(none)

Requester

Joe Johns
Fete Bassney
Fete Bassney
Joe Johns
Joe Johns
Joe Johns

Pete Bassney

Joe Johns
Joe Johns
Joe Johns
Joe Johns
(none)
(none)
(none)

Date Expected Status

(none)
1/23/15
10/16/13
1/4/14
12/7/13
12/7/13

3/14/14

1/17/14
1/17/14
1/17/14
1/17/14
(none)
(none)
(none)

Acceptance Requested

In Process
In Process
In Process
In Process
In Process

In Process

Planning

In Process
In Process
In Process

Approval Cancelled

Draft
Draft
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Presenter
Presentation Notes
Remember that “Tasks” are things waiting for you in the workflow.  It could be a document to approve, a Corrective Action to accept, a class that you need to take, etc.  It will remain on your Tasks until you have finished the step in the work flow, or it has moved on through to escalation or to a back-up
The “Tracking” is anything that you have created or are involved in.  It will remain in your Tracking until that process has finished.  For example, if you authored a document, it will remain in Tracking until it has been Released



Important Dashboard Features SIEMENS

 The Dashboard summarizes everything you are expected to do and every document you have created that has
not completed its workflow steps

* This summary rolls everything together from all Organizations for a complete look at what you are expected to do
and the status of all the documents you own

* A Custom Dashboard can be created with links to different locations within CompliantPro and can be used in lieu
of the standard Dashboard

* You can create new documents from within any Organization that you have privileges while in the Dashboard

* Placing your cursor over the white ball by the document number tells you the name of the Organization where the
document originated

* When working in the dashboard for long amounts of time remember to hit the refresh button in your browser
occasionally. This will assure that you are seeing the latest content and status information rendered in the view
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Presentation Notes
If you are idle in the system for an extended period of time, usually 30 minutes, the system will pop up a warning in the top right corner and then log you off.  To stay active in the system, you can simply touch the “CompliantPro” log on the top left of the screen and that will re-activate your time

If you are editing a document that has been saved at least once, you will not be timed out


The “CompliantPro” logo on the top left will always act as a short cut to the Portal/Dashboard from anywhere in the system
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= Dashboard Views

My Tasks

My Tasks
by Date Requested

Identity DATE REQUESTED Requester On Behalf of Date Expected Status
] CRS-00001 / O : Press Setup 6/10/16 Pete (none) 6/24/16 MNeeds Audit Review
W Corrective Action Request CAR-00043 : Machine leaking oil on Floor  4/29/16 Tisha Tomlinson (none) 4/29/16 Acceptance Requested
e e Management 4/29/16 Pete Joe Johns (none}) New
W Corrective Action Response CAR-00007 : Wrong parts shipped 4/28/16 Pete Bassney (none} (none) Plan Approval Requested
] SDS-00005 / 0 : Cymene 4/27/16 Tisha Tomlinson (none} (none} Approval Requested
' AEP-00005 / 1 : Nickel Plating 2/25/16 Pete (none) 3/10/16 Needs Audit Review
o PD-00002 / 0 : Hybrid Engine 2/3/16 Pete (none) 2/17/16 MNeeds Audit Review
' PD-00005 / 0 : Round Wheels 2/3/16 Pete (none) 2/17/16 Needs Audit Review
) PD-00004 / 0 : Stamping Die 1/8/16 Pete (none) 1/22/16 Needs Audit Review
] PD-00007 / O : Triangle Wheels 12/4/15 Pete (none) 12/18/15 MNeeds Audit Review
) PD-000032 / 0 : Wiring Harness 12/3/15 Pete (none) 12/17/15 Needs Audit Review
W wi-00005 / 3 : Blood Pressure Monitor Assembly Instructions 12/3/15 Pete (none) 12/17/15 Meeds Audit Review
o AE-D0002 / 0 : Shipping Department 10/24/15 Pete (none) 11/7/15 MNeeds Audit Review
PD-00001 / 0 : Cable Assembly 10/23/15 Pete Bassney (none) 11/8/15 Meeds Audit Review
W WI-00011 / 0 : Foundry Process Steps 10/20/15 Pete (none) 11/3/15 Needs Audit Review
W pete: Welding Certification 1 10/15/15 Bill Bearce (none) (none) New
W 10 Johns: welding Certification 1 10/3/15 Pete Joe Johns (none) New
! Paula Peters: Welding Certification 1 10/3/15 Pete Bassney Paula Peters (none) Mew

 If a different user name appears in the “On Behalf Of’ column, you are acting as someone’s
delegate for that document
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» This section of the Dashboard contains the documents in queue waiting for you
specifically to act upon them

* These are documents that require your review, approval, acceptance, etc. You will
also have received an email informing you your action is required with a direct link
to the document

My Tasks
by Document Class > Document Control Document

. Date Date
Identity Requested Requester On Behalf Of Expected Status
W wi-00013 / 0-2 : Silicone Wheel Assembly 12{14/15 Pete (none) (none) Approval Requested

Showing 1 to 1 of 1
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Presenter
Presentation Notes
If you have quite a few “Tasks” you may need to page through to see all pages.  The “Tasks” will show you the status of the document and what it is waiting for.  For example in the screen shot above, the Supplier Corrective Action is waiting for your to close the effectiveness review.  You may also elect to view Tasks by Document Type or Document Class, etc.


SIEMENS

» This section of the Dashboard contains all the documents you have created that have not
completed their workflow. It will also show documents you are associated with
*Drafts
*Review Workflow
*Approval Workflow
*Rejected documents
*Modified documents
*Process Cleared
°Etc.

My Tracking
by Date Requested

Identity DaTE REQUESTED Requester Date Expected Status

gltlijr;ange Action Request DCR-00007 : SOP-00004 / 2 : Motor Control Assembly (Aug 10, 8/10/15 Pete Bassney 8/17/15 In Process

W Change Action Request DCR-00006 : SOP-00001 / 1 : Metal Stamping (May 15, 2015) 5/15/15 Bill Bearce (none) Acceptance Requested
B Corrective Action Resolution Response CA-00011 : Default Corrective Actions Layout 6/4/14 Pete Bassney 12/23/13 Planning

@ corrective Action Request-2Response CA-00011 @ Missing Parts 11/23/13 Pete Bassney 12/23/13 In Process

W Corrective Action Resolution Response CA-00002 : Incorrect Shipping Instuctions 9/25/13 Pete Bassney 10/22/13 Flanning

B Corrective Adtion Request-2Response CA-00002 : Incorrect Shipping Instuctions 9/22/13 Pete Bassney 10/22/13 In Process

W Action Item Request AI-00001 : Review Visual Inspection for Plating Operations 9/20/13 Pete Bassney 10/20/13 In Process
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Presenter
Presentation Notes
The “Tracking” can get quite lengthy if you own many documents.  These documents will fall off when the document has been completed



_ _ _ SIEMENS
Setting Quick Links for the Custom Dashboard

* Quick Links are shortcuts to pages you would like

CTE Eulra 4 to “bookmark” for quick reference
Set Quick Links "  These are added to your Custom Dashboard
\ | :

Portal * Go to the page you VMM like to bookmark and
Dashboard select the “Q" Icon. Qi Then select a position for
Custom Dashboard your bookmark
by Date Requested » These can be numbers, links or views
by Document Class ) ]
e TrEr e T « Bookmarking “Marked Saved Searches” and saving
by Control Number them as a Dashboard Link is an example
by Status « Your Custom Dashboard can be set as your new
My Tasks home page by opening the Custom Dashboard and

My Tracking Quick Link it to the globe icon &

Click on the icon indicating where you would like to add a link/view to the page you were just on
A, S A, A S

Label for new Link/ View |Cnrrective Actions
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Presentation Notes
Quick links are a way to create shortcuts throughout the system by adding them to your Custom Dashboard
For example, if you very often go to the same place in the system – Released Documents, you can add a quick link to that area to your Custom Dashboard
A good place to do quick links are to saved searches 
To add a quick link, go to the screen you want to Quick Link to.  Then press the “Q” symbol.  That will bring up the Quick Link menu.  Name the quick link page and then assign it a position:  a number, a link or a view


SIEMENS

(ompliantPro
| Wy
Portal » Once a Custom Dashboard has been
Dashboard created, it may be modified by selecting
My Tasks User Settings, Quick Links and
I s Dashboard Settings
Ilf_q_-ili::iin-s-d
Training
Lz s « Administrators may also “push” a
%ﬁfﬁf{:’:m — Custom Dashboard to users, or they can
(Settings ) utilize Published Dashboard Links to
E:::E;m vou distribute links unobtrusively.
Help

Restricted © Siemens AG 2016
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To add an external
website to the Custom
Dashboard, click on
Portal > User Settings>
Quick Links and
Dashboard Settings

Under Dashboard
Links, click the
“Append Row” button
to create a link to an
external website
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SIEMENS

mmn’ Chris Cambridge @ Cambridge - 59:45
@ " User Seitings| Logout| ﬂ
T | uekumeendpaseorasewmes

| w |

Portal | landing Page and Quick Links

‘Dashboard |

My Tasks | B ‘Custom Dashboard |

e | @ HO Be ‘Released Documents |
My Qualifications and

Training (New) - -
User Settings

u

"’Quick Links and Dashboard
J,LSettmgs

Recent Messages To You

Recent Messages From You
Directory Password

Second Password

Your Protected Saved Searches

Your Expiring Saved Searches

‘Help |

Personal Dashboard Links

B @0 %@ ‘MyDocumenis

BE @0 e My Corrective Actions

BE @0 e My Past Due CAR's

i) o %0 My Audits

.

B
[ Add Dashboard Link || =———

[ —
Dashboard Views

B E0 e My Tasks

Siemens PLM Software
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* On the line marked, hitp:// enter the external web address
 On the blank line above, Label the external web site for users

» Click “Save Changes and Continue” to complete the process

Quick Links

Dashboard Links
Operations Documents Fal &
IS0 - International Organization for Standardization 0 Hal &H
Documents KEelated to IS0 9001 - 7.6 Control of Monitoring and EL| e

http:// j

bm-‘-ﬁa-g "
Open Corrective Actions Hal &H
Mon-Conforming Material Reports - by Basic Problem EEL ke
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SIEMENS

@@ qMSaUEDashhnard\ﬁewChangﬁ

| | iy ” Welcome New Employees Joe Johns and Bill Bearce.

Remember our IS0 Audit is on December 7.
_ Mo Loss Time Accidents for over 16 months-Safety First!
Dashboard
frguslom Dashboard b = Personal Dashboard Links /eb Link
by Document Class Standard Operating Procedures Personal DEShbDard Link_s Work Instructions
by Document Type Corrective Actions Action Items
by Control Mumber @ _Create ISSUE O _Gooale External Link
by Status
| My Tasks | < Published Dashboard Links
| My Tracking |
- A d Do = =
My Qualifications and Comrective Actions Published Dashboard Links

Training (New)
User Settings
||.H; | Showing 1 to 4 of 4

Raw Material Specifications
| Siemens Compliance

== Dashboard Views

Saved Report as Dashboard View

Complaints by Source

Reporting for Requests
Number of Requests, by Source, by Month Created

Restricted © Siemens AG 2016
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Custom Dashboard

Page 20

The following are general rules when using the Custom Dashboard

You can have 20 Personal Dashboard Links / including links to external websites
You can have 5 Dashboard Views

You can have 5 Quick Link Numbers

You can create links to any Organization

You can label links and views as needed

You can create links to any Saved Searches within any Organization in which you have
access

It is a good idea to always have My Tasks and My Tracking on your Custom Dashboard

June 2016 Siemens PLM Software
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e To find documents or records select the
Module and then select the Component

* Views are available after selecting a
Component

* Modules and Components may be
hidden based on user privileges

Restricted © Siemens AG 2016
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BP@1eGEEE

7

Action Items - Components
Meetings
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Presenter
Presentation Notes
The Document Control Module will be the module mainly used in the CompliantPro system in the beginning.  If users want to see all documents that are approved, they will need to access the Released Documents Components.  Only Authors and Reviewers/Approvers will usually have access to Working Documents.  Working Documents will be any documents still in process.  For example, Draft, Awaiting Approval, Awaiting Review, etc.
General users will see Released Documents and Search Documents.  Once again, Search Documents will be discussed later in the presentation.  In brief, the Search Documents option is a way to create new views.  For example, if a user wants to only see Released Documents for Purchasing Department, that can be created and saved by using Search Documents


SIEMENS

o] =D 4 ew 11 1

@ " N  To access additional saved views,

| A g Merked Saved Searches choose “Marked Saved Searches”
capA -
) . and select the saved view

Corrective Actions
by Control Number Query Title
by Document Type Cambridge_ Corre:?tive Actions Coming Due Within 30 Days * Saved SearCheS that you use
by Requester My Corrective Actions often should be added to your
o G /| stowng 10202 Custom Dashboard

by Status

Search Action Requests

Search Responses

Marked Saved Searches

All Saved Searches
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Presentation Notes
Each component can have saved searches.  Saved searches are simply more views that have been created to satisfy the user needs.  In the example above, Select Document Control Module, and then select the Search Documents Component.  If a user selects “Marked Saved Searches”, they will see a list of views that have been created by the Administrator in addition to the ones that come with the system
In the example above, there are four saved searches.  If a user commonly goes to the “All Environmental Documents” saved search, add it as a quick link.  To add a quick link, simply press the “Q” on the icon bar and assign the quick link a position on the Custom Dashboard
There is no limit to the number of saved searches a company can create


SIEMENS

Control Number Cambridge
q

&

® Full-text

First 1 2 = Last * Go To
[ ] O Tie

Identity Creation Date Requester

CAB Corrective Action CAR-00025 : Product Failure 4/13/16 Pete Bazzney Draft [(mone)
CAB Corrective Action CAR-00024 : Plating Audit - new auditor 4/4/16 Pete Bassney In Process (none)
CAB Corrective Action CAR-00022 : Cracked Catalyst 5/22/15 Pete Bassney Diraft (none)
CAB Corrective Action (MVM) CAR-00022 : Test 1A 520 5/20/15 Jim Verzing Diraft (none)
CAB Corrective Action CAR-00020 : Missimg Parts and processes 4/28/15 Pete Bassney Diraft (none)

* You can always search for documents by keywords or phrases
» For wildcard searches, enter an *. For example, to find all items beginning with t, enter t*
* You can search just the Title field or the entire document content, Full Text

Full Text will also search MS Office 2007 formatted document attachments

Restricted © Siemens AG 2016
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Presentation Notes
The search function is a quick way to find a document by doing a simple word search
For example, if you are looking at a list of Work Instructions, and you want to find any document with the word “extrusion” in it, simply type that word in the search bar, select Full Text and press the magnifying glass icon.  It will search the text of each document and return only the documents where that word is found
To find any word that begins with “ex”, type ex*.  The * acts as a wildcard.  It will return any document that has words that begin with ex.  Example:  extrusion, extend, excite, etc.
If you only want to search the Title, be sure to select “Title” option before beginning the search



SIEMENS

by Control Number Cambridge

Export to Excel
First12> last” GoTo| | b | |ﬂ@Full-te

0 Title
Identity Creation Date Requester Status Date Closed?
CAB Corrective Action CAR-00025 : Product Failure 4/13/1e Pete Bassney Draft (none)
CAB Corrective Action CAR-00024 : Plating Audit - new auditor 4/4/18e Pete Bassney In Process (none)
CAB Corrective Action CAR-000232 : Cracked Catalyst 5/22/15 Pete Bassney Draft [(none)
CAB Corrective Action (MWM) CAR-00D022 : Test I& 520 5/20/15 Jim Werzino Draft (mone)
CAB Corrective Actiom CAR-00020 : Missing Parts and processes 4/28/15 Pete Bassney Draft [(none)

* Any view or saved search can also be exported to Excel by pressing the worksheet icon
» If there are more than 100 rows, press the Shift key at the same time to export all of the

rows/pages to Excel at once.
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| | ,|! Search Action Requests Save your search when satisfied
capA
Corrective Actions
Ly En T Execute Queny| Execute and Hide Queny|
:mﬁu Query Name Title vour Search |Saved Searches - Jun 16, 2015 1:45:45 PM | O Markea
by Expediter y o Apply Component Restriction from the organization where this query was created
by Date Created
by Status
Search Action Requests Select the Pl i
Search Responses - -
Marked Saved Searches ogenizion  Organizations [2ame
Al Saved Searches - u n.
— | to include e e .
Action Ttams | - Type
Meetings I I Title
Administration for | O Status
LEeTs I Requester
| Expediter
Cormective ncions | | Doae Expectiers Select other Parameters
""-d'";;: | 0 Priorty Code to narrow the search,
Creation Date . . - -
| B Incident Dote including Categorizations
ndl- [ Due Date
Administration for Action | [ Closed Date
| Souree
Iﬂzﬂ_zf-'ldi-| || Basic Problem Code
|| Special Origination
Administration for Meetings
Maintenance for Cambridge Locations
L;'::I'qs | [Click on a value to edit the choices below that value.
‘General Archives for CAPA [Any = | Cambridge Locations
Determine the columns to Show/Hide
Closed Date K
Restricted © Siemens AG 2016 e o] B anarieau]  =XECUtE Query or Execute and Hide Query
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Search Action Requests

Query Name Corrective Actions Past Due Marked

Saved Search Will Be

July 16, 2016 P t Expirati
Deleted On ¥ revent Expira |nn|

 |f you would like the saved search to be permanent, after saving,
press the “Prevent Expiration” button

* |f the button does not appear, you have reached the maximum
number of permanent saved searches allowed by the Administrator

 |If you do not prevent your search from expiring, it will expire 30

days from date of save
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(EmpliantPro
4
00004 A LI « If you would like to search for a document within

potal o
| | your Organization and have the Control Number,
My Tasks | it may be entered here (exact match needed)

|Ierri|:i'-g |
My Qualifications and
Training {New)

User Settings

User Settings

Quick Links and Dashboard
Settings

Recent Messages To You
Recent Messages From You
Second Password

Your Protected Saved Searches
Your Expiring Saved Searches

Help
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(GmpliantPro
R2IGE)E)E) @F“‘ Dashboard View Changes The “NEW” button is always available from
W

q the Dashboard for the creation of New
Pportal documents or records

Dashboard .
Custom Dashboard =7 Personal Dashboard Links
by Date Requested
by Document Class My Documents
by Document Type My Past Due CAR's
by Control Number All Upcoming Audits
by Status All Customer Profiles
My Tasks
My Tracking < Published Dashboard Links
My Qualifications and
Training (New)

- Approved Documents
User Settings Corrective Actions

Raw Material Specifications

Help Siemens Compliance
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Presentation Notes
Users can create many documents from the “New” button,  The documents list may be restricted based on a user’s access
Another way to create a document is to open the Module and select “New”.  That will save one extra selection on the “new” dropdown selection as the system will understand what class of documents to open as a choice


SIEMENS
To Create a New Document in CompliantPro

Mew

e User Permissions determine what is
available for creation from the NEW button.

» Organization selection determines
Document Classes available

e Document Class selection determines
Document Types available.

 Document Type selection determines
Template Layouts available

* Once you have created a document, it will
remain in your “My Tracking” until it is
completed
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New

Select Organization
Cambridge v

Select Document Class
Document Control Documents L

Select Document Type

Standard Operating Procedure

Select Document Layout
Standard Operating Procedure Layout v

>
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Presentation Notes
When the “New” document button is selected, a user will be presented with four dialogue boxes. The first is Organization, next is Document Class, which is what family of documents to create.  For example, if you want to create a Work Instruction, you will need to choose the Document Control Documents class.  If you wanted to create a Safety Corrective Action, you would select the Corrective Action Class
Once the Class has been selected, the different types of documents within that family that the user can create will appear in the second dialogue box.  The example above indicates all the types of Document Control Documents that are available to create (Work Instructions, Procedures, etc.)
Once the user has selected the Document Type within the Class, then the Template Layout may be selected.  For example, if a user selects Document Control Documents Class and then selects the Work Instruction Document Type, he may be presented with two layout options – Safety Work Instruction Layout and Quality Work Instruction Layout.  Layouts provide different sections for the same Document Type because a Safety Work Instruction may have eight sections whereas a Quality Work Instruction may only have six.  Template Layouts are not required
A Document Type can have many Layout choices available


To make the document
bigger, simply select the
middle triangle to close the
sections screen

When the document opens,
you can page thru or select
a section directly from the

section navigator on the left

Select Show All Sections in
the Navigator to see the
entire document again

Restricted © Siemens AG 2016
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B

Hz_u| Change Owners and Readers| Modify| Obsolete| Request Change| Make Copy| Subscribe| Print Preview|

| @EsT®
|

Document Identity
1.0 Purpose

2.0 Scope

3.0 Responsibilities
4.0 Definitions

5.0 Procedure

6.0 Safety & Environmental
Information

|

Testing

Hosted Product Profiles Master Data
Associated Ttems

Reason for Change

Matification List

Additional Readers

Approval Status Table

Document History

Show All Sections E

Employes Training Records
Approved Qualification Definitions

i Standard Operating Procedure SOP/HQ-00004 / 3

Stretching Process

Document Status and Ownership
Current Status Approved - Released
Approval Date May 4, 2016
Version Author / Version Manager 'ﬂ a Pete Bassney
Document Categorization
Change Categorization|
Division 1

Divisions Department 11

Area 111
Cambrid!_]e Locations

THIS DOCUMENT COMTAINS CONFIDENTIAL INFORMATION. Its use is restricted to employess with a nes
agreement.
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Presentation Notes
If a user is not showing all sections at once (set at the “User Settings” page), he may still navigate to each section by using the section navigator on the left.  In the example above, If a user wants to see only the 8.0 Accept Reject Criteria section, he can select that option from the left and the document will open only that section
To return to showing all sections, select the “Show All Sections” from the section navigator


SIEMENS

* Once a Document is created it must be Saved or it will be discarded by the system if
you navigate away from the page.

» There may be certain required fields that must be entered before Saving
* Once Saved the first time, a document number will be assigned by the system.

« Remember to Save the document again after any additional edits have been made.

MNew| Edit Layout){@ve Save and Closé|}ubmit to Expediter| Upload Checklist Form| Close|

Action Item Request AI-00019

Reload‘ Log out| Help‘

Cambridge

Investigate Previous Occurences

Title Investigate Previous Occurences
Control Number AI-00019
Action Request Status

Current Status Draft
Creation Date June 15, 2016

Date of Last Modification June 15, 2016
Restricted © Siemens AG 2016
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Submit for Approval

Documents can be submitted for
the Review and/or Approval

process by selecting Submission
Wizard.

A series of selection pages will
follow dependent upon the
workflow configuration

SIEMENS

New| Edit{ Submission Wizard } Delete, Change Owners and Readers| Make Copy| Print Preview| Close (WITHOUT SAVING) Refresh| Logout| Help
— L
& Standard Operating Procedure SOP-00006 / O Cambridge

New Supplier On Boarding process

Document Identity
Change Organization| Change Document Type

Document Status and Ownership

Current Status
Creation Date
Version Author

» Approvers will be sent an email with a link and they can

Approve or Reject the document.

* A reason is solicited on Rejection and is sent to the Author

and stored in the Document History.
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Draft
June 15, 2016 Date of Last Modification June 15, 2016
B ® o pearce Version Manager B ® chris Cambridge

Mew|( .ﬁ.ppmve' FLejeu:tI FIeaercess Make Copy| Print Preview

. —

& Work Instruction (FDA) WI-00013 /0 - 2

Silicone Wheel Assembly
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