v InspectionReady

Inspection — Incomplete to Publish

Step | Action
1. Navigate to the List Tab and the Core Lab License Site. @ InspectionReady- ~ o
Select Edit for the Bioanalytics Inspection List.
“ - _ Litame e _ epaman B
2. After we have completely built the Inspection List, we are ready to @ InspectionReady- -
push it to Incomplete. Prior to this action, ensure that all the color =
bars have a green circle indicating that all the tasks have been
completed.
°m Raanalics / (e Name
Setting an Inspection to Incomplete will set all of the requirements ) oo @ ey e
to Incomplete and copy down the schedule and author to each ) @ ot Lt s
requirement that is missing a schedule or team. D e e
@ sy (<500 Semcurty
Click on Incomplete. @ e iriisbninosen
3. InspectionReady will ask you if you want to do this — Select Yes.
Incomplete
Setting a Inspection to Incomplete will set all
ofthe requirements to Incomplete and copy
down the schedule and author to each
requirementthatis missing schedule or
author. |s this what you want to do?
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Once this is complete, you will be taken back to the main List Tab
screen.

Select Back To List.

1~ cpopain cL
|-D Genlasga

e (I

Select View Requirements for the Bioanalytics Inspection List.

The list now shows all the Requirements. Let’s look at the color
bars before we Publish this Inspection List.

Select the first color bar, Response.
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This view shows us the information on the Requirement selected —
CHM.10500.

P e ek s e
. . . Prase g
It also allows you to include compliance notes, load or link to
documents, and search for matching requirements. Let’s look at
this one-by-one.
Select Update Notes. | FE e | -
uuuuu Teseipton =]
- Titte !‘.!l
Once this Inspection List has been Published, the employee may
want to add Compliance Notes to verify compliance.
The employee types in the desired notes and selects Save. i st gty o Dol Resuonas
CHM.10500 Phase 2 Incomplete _I -
The chamistry laboratory has & written ty Control {CMIOC) program
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9. This Relevant Documents table allows you to upload/attach S Comtm, G T [CTRWE O ]

documents that are related to the requirement. Iomsi Aol ooty 01 Resgmne

This should be done before the List is Published, so the employee e S — e

has the information he or she would need. il ' ‘ ‘ '

Select New for the Relevant Documents.

S ] EFEE
= F= IH |
Document g Dwectory Duoser !Iuwl «

10.

In the Attach File or Link window, there are three ways you may

attach afile: attach it, provide the link to file, or show the website
where the information is stored.

Attach File or Link

Document Id*

Description

Choose a file or website to attach

9@ Attach afile © Attach a website

Browse_

[ Linkto my file instead of uploading
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For this example, we are attaching a file. .—
Attach File or Link

Enter the name or ID of the document in the Document ID field. Document Id*
Gen Lab Guidelines. <=
Write a brief description in the Description field. This is especially

helpful when there are many requirements and documents. Description

|guidelines for Gen Lab

t

Select Attach a file.

Click on Browse and select the file you want to attach.

Select Save Changes.

Choose a file or website to attach

@ pttach afile © Aftach awebsite  <gum

[ Linkto my file instead of uploading

<+

You may Remove this file by selecting Remove. Felevant Documents v

Document Id Directory Description Hew

m

You may Edlt thls fllel by SeleCtlng _Edlt' Gen Lab Guidelines. @ng Lab Guidelines.doc guidelines for Gen Lab Edit 1 Remove

Select New.
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13.

We will now add a file via a link instead of an attachment.
Enter the name or ID of the document in the Document ID field.

Write a brief description in the Description field. This is especially
helpful when there are many requirements and documents.

Select Attach a file.
Select Link to my file instead of uploading.

Select Browse and then select the file.

Attach File or Link

Document id*

I <+
Description
Choose a file or website to attach

9 Attach afile (O Attach a website <

(o] 4~

[C] Link to my file instead of uploading <=
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14. Select Save Changes. Attach File or Link
Document Id*
Gen Lab Guidelines Rev 1
Description
Guidelines for Gen Lab - 1st
Revision
Choose a file or website to attach
@ pttachafile © Aftach a website
C:\Users\lmesenberg\[
Link to my file instead of uploading
Directory
15. You may remove the document by selecting Remove. Relevant Documents
You may edit the document by selecting Edit. Bocumentid : puectony - Desrbon
— Gen Lab Guidelines Rev 1 & Gen Lab Cuidelines Rev 1.doc Guidelines for Gen Lab - 1st Revision
You load another document, select New.
16. Continue using the same process to add/remove/edit documents. Selevant Documents
Document Id Directory  Description
Core Lab Guidelines & fleiGen Lab Guidelines Rev 1 doc [notsef]  General Guidelines for Core Lab
Gen Lab Guidelines Rev 1 &'-ggn Lab Guidelines Rev 1.doc Guidelines for Gen Lab - 1st Revision Edit Remove
17. The Work Status table displays a list of employees that are assigned | ok staus

work for this requirement.
We will review this after the List has been Published.

‘Dnty Employee Status Deadline Date Complete Date
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18. Matching Requirements: Some requirements can be similar Matching Requirsments seaten
between inspection lists. This table allows you to track the e Z e pee
matches and view the notes on the matching requirements by
clicking on the Id. This feature would be used by the employee
while completing his or her task.

. EImapeLTrmcuuTy

19. Select the Response History color bar. )

EECT— Contim Croe s (G GlE]

— — e
) @ ey bt e s
': ~ @ oo ) Anige
‘: @ sosn {shem) Sobwdute
EE = ==

20. The Response History color bar shows you employee interaction @ rosoonss oy idel Rospore Fostorg
with the selected checklist. Listed on the color bar itself is the ID of Fesdback™ | Helg
the last employee to respond to a requirement and that date that
employee replied. Opening the color bar shows you what that e R BTy
employee did with the requirement. We will look at this again
after we Publish the Inspection List.

21. Select the Assignee color bar to expand. ™ InspectionReady

[ = |
[swcnpye [ s Cantrm [hoesoly]
— e bt il (A .
; @ recunriay e E———
i / [ 100 Asaigmen
i @ sreane (st Suba
3 [ [Em—
22. If you would like to assign someone different to this or any other @ e o] Assianee
requirement, this is where to do it. Feeaback © | Help
Assianee setfrom
@ Inspection Default © Unigue Recipients
Emm——— Tt Userld Warning Reminder BT
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23. | To assign someone else to a specific Requirement, select that ™ InspectionReady" é
Requirement.
Select Unique Recipients. e s o
11 mesponne History
Select Save. S—
Emad Adsrnss Userid Wiarnng Remndsr Time bo Compate ]
24, From the Team drop-down menu, Select the Bioanalytics Admin. toam timo o Compita
/ hoo w  [Dayis [£] 5 Dans
Select Save. [ Frnad Addrass ‘
Taam Time to Compiete Warning Remindar
iIJI’H:’:IPI:I;:ﬂII:E“. =S Email Address ]
| acd Fow
25. Now for Requirement, CHM.10500, Terri Sullivan will be given the \ . o Sl
task to complete this requirement. You may do this for as many ® s R
requirements as you Iike. Empioyes Name Imml:fl‘ll‘:v: User id \Y.Ilnmummmﬂﬂl...l — Thme Iﬂt-ﬂmllﬂlt .
o AEag] e B o
9
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26. | Select the Schedule color bar to expand. ¥ InspectionReady
— - mamnwmmmm |sberef M [
:.}. 0 Rnsponse Histon: 1200w Response Histary
.H 0 s (] Assignee
: o Schedue [hon) Sohedule
o /
:]I s {show] m
27. | Thisis the default schedule for the Bioanalytics Inspection List. @ sreoue {14 Sehedule
Remember, this was set up in the License Site Tab/Primary Foodback © | Help
Schedule color bar. (See Quick Reference License Site — Primary Scneule Description Folder
Schedule for details.) e % everyyear Core Las
. . s . Schedule Timel
If you would like to adjust the schedule for a specific Requirement, e —
. . . Schedule ltem Start Date
thls IS Where you WOUId do It' CoreLab.Annual.9.1.12 09/01/2012
Select the Requirement in the tree on the left (as in Step 29), then CoreLeb Annual 2.1 12 recut 0910112013
select Change.
28. | Select the Messages color bar to expand. I Toe chemioy bk e & il cuely B Rasped
o Response History [© | Response Mistory
o v o] Assignee
0 Schedule L] Sohedule
—p Q Alossopes [ Messages
29. These message settings are the default settings for the Bioanalytics | @2 uesaes fhide] Messages
Inspection List. If you would like to adjust the settings for a specific cad Foedhack | Help
Requirement, this is where you would do it. See Quick Reference ST SendTo Status Tum oAl
Inspection — Primary Messages for more details. The e s st sert Team © o —
The warning date is reached Team 0 on Turn Off
The due date is reached Team 6 on Turn Off
Send message when... Send To Status Turn Off Al
Reguirement set to Violation Oversite Team O On Turn Off
Requirement setto Complete Qversite Team 0 an Turn Off
IR Quick Reference Inspection — Incomplete to Publish 10
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30. | Select Back to List. .
v InspectionReady"
A T A T A
[SearchByie [ o e
e
/ EB CHM.10500
B cHm.10800
@ cHm.10700
B chi 10200
31. Select Edit for the Bioanalytics Inspection List.  InspectionReady
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32. | Select Publish.
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33. In the Publish window, select Yes. _
Publish C
Setting a Inspection to Publish will assign
tasks to complete the Inspection to
employees. s this what you want to do?
4—]'
34. The Inspection List has now been Published as noted in this oo, [T

o InspectionReady-
example. The Current Status is Publish.

SRR

2=

The employees will now receive their tasks by email and on their B
T chumizry JaBoratory 1 @ wiilen Guaify 1
calendar. ity bt manage ANy coniol (OMAC) progam
i @ oo
o
" 0 . s
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